
[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 with a warm greeting and inquire about the 

recipient's well-being.] 

[Second paragraph: Share personal updates or news. This could include 

experiences, feelings, or events in your life.] 

[Third paragraph: Reflect on a shared memory or express appreciation for 

the recipient. This could include reasons why you value the 

relationship.] 

[Closing paragraph: Mention your hopes for future communication or get-

togethers. Wrap up with a warm closing sentiment.] 

Sincerely,  

[Your Name] 


