
**Template 1: Formal Business Letter** 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

[Introduction: State your purpose for writing.]  

[Body: Provide details and any necessary information.]  

[Conclusion: Summarize your points and include a call to action.]  

Sincerely,  

[Your Name]  

--- 

**Template 2: Personal Letter** 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Date]  

Dear [Recipient's Name],  

[Start with a friendly greeting.]  

[Body: Share news, thoughts, or updates.]  

[Closing: Express your wishes, hopes, or invite a response.]  

Warm regards,  

[Your Name]  

--- 

**Template 3: Thank You Letter** 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Date]  

Dear [Recipient's Name],  

I hope this letter finds you well. I wanted to take a moment to express 

my gratitude for [specific reason].  

Your kindness and support mean a lot to me.  

Thank you once again, and I look forward to [future communication or 

meeting].  

Best wishes,  

[Your Name]  

--- 

**Template 4: Invitation Letter** 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Date]  

Dear [Recipient's Name],  

You are cordially invited to [event name] on [date] at [location].  

[Include details about the event, RSVP information, and any special 

instructions.]  



Hope to see you there!  

Sincerely,  

[Your Name] 


