[Your Name]

[Your Address]

[City, State, Zip Code]
[Email Address]

[Date]

[Recipient's Name]
[Recipient's Address]
[City, State, Zip Code]

Dear [Recipient's Name],
I hope this letter finds you well. I wanted to take a moment to [insert

reason for writing: catch up, share news, express gratitude, etc.].
[Insert a few sentences detailing your thoughts, feelings, or experiences

related to the reason for your letter.]
I would love to hear back from you when you have a chance. [Optional:

Suggest a time to meet or catch up if appropriate.]
Take care and talk soon!
Warm regards,

[Your Name]
[Optional: P.S. (Postscript) if you have a final note or reminder to

add. ]



