
[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 warm greeting and a personal touch. Share a brief 

anecdote or gesture that relates to the recipient.] 

[Body paragraph: Elaborate on the main message or purpose of the letter. 

This can involve updates on your life, thoughts on a shared interest, or 

specific questions you have for the recipient.] 

[Closing paragraph: Wrap up your thoughts. Include a heartfelt message, a 

call to action (such as meeting up or continuing the conversation), or a 

reminder of your connection.] 

Warm regards,  

[Your Name]  

[Optional: A personal touch, such as a handwritten note or signature] 


