
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Date]  

[Recipient's Name]  

[Recipient's Title/Position]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this letter finds you well. My name is [Your Name], and I am [Your 

Age] years old. I am writing to you because [reason for writing].  

[Include a brief description or story about your reason for writing. 

Share any thoughts or feelings you have about it.]  

Thank you for taking the time to read my letter. I really appreciate it! 

I look forward to hearing from you.  

Sincerely,  

[Your Name]  

[Optional: Your School Name or Class] 


