
[Your Address]  

[City, State, Zip Code]  

[Date]  

[Recipient's Name]  

[Recipient's Address]  

[City, State, Zip Code]  

Bai Qi  

[Opening Greeting]  

[Body of the letter - main content of your message]  

Jing Ju  

[Closing Greeting]  

[Your Name] 


