
[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: Start by asking how they are doing or a personal 

touch related to them.]  

[Body paragraph 1: Share updates about your life or any news you have.]  

[Body paragraph 2: Include any specific thoughts, stories, or memories 

you want to share.]  

[Closing paragraph: Invite them to respond or include a final thought.]  

Take care,  

[Your Name] 


