
**Letter Writing Guide for Beginners** 

**Template for Formal Letter** 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient's Name], 

[Opening Paragraph: Introduce yourself and state the purpose of your 

letter.] 

[Body Paragraph(s): Explain your main points or questions clearly and 

concisely. Use paragraphs to separate different ideas.] 

[Closing Paragraph: Summarize your message or request a specific 

response, if applicable.] 

Thank you for your time and consideration. 

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Name]  

--- 

**Template for Informal Letter** 

[Your Address]  

[City, State, Zip Code]  

[Date]  

Dear [Friend's Name], 

[Opening Paragraph: Start with a warm greeting and ask how the recipient 

is doing.] 

[Body Paragraph(s): Share your news, experiences, or thoughts. Feel free 

to use a conversational tone.] 

[Closing Paragraph: End with well wishes or a plan to connect again.] 

Take care,  

[Your Name]  

---  

**Template for Thank You Letter** 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Date]  

[Recipient's Name]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name], 

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

my heartfelt thanks for [specific reason, e.g., your generous gift, your 

support, etc.]. 

[Body Paragraph: Elaborate on how their gesture impacted you or why it 

was meaningful.] 

Once again, thank you so much for your thoughtfulness. I truly appreciate 

it! 

Best regards,  



[Your Name] 


