
[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],  

I hope this letter finds you in great spirits. It has been too long since 

we last connected, and I wanted to take a moment to reach out.  

[Opening Remark: Share a personal anecdote or memory related to the 

recipient.]  

As I reflect on our time together, I cannot help but appreciate the 

[specific quality, trait, or memory]. It always brings a smile to my 

face.  

[Body: Share your thoughts, updates, or feelings. Be genuine and 

thoughtful.]  

It's important to me that you know [your feelings, thoughts, or updates].  

[Closing Remark: Express your hopes, wishes, or a call to action.]  

I would love to hear from you soon. Let's catch up and share more moments 

together!  

Warm regards,  

[Your Name] 


