
[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],  

[Opening paragraph: A friendly greeting and introduction.]  

[Body paragraph 1: Share something personal or discuss a shared 

experience.]  

[Body paragraph 2: Ask about the recipient's well-being or recent 

activities.]  

[Body paragraph 3: Mention any upcoming plans or events.]  

[Closing paragraph: Wrap up your thoughts and express your wishes or 

sentiments.]  

Sincerely,  

[Your Name] 


