
[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Date]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

[Opening paragraph: Start with a friendly greeting and ask how they are 

doing.]  

[Second paragraph: Share some updates about your life or recent events. 

Include any personal anecdotes you think they would find interesting.]  

[Third paragraph: Ask about the recipient's life, friends, or any 

specific events you know they have been involved in. Show interest in 

their experiences.]  

[Closing paragraph: Express your excitement to hear back from them and 

suggest keeping in touch. Maybe propose a future meeting or call.]  

Warm regards,  

[Your Name] 


