
[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 friendly greeting and inquire about the 

recipient's well-being. You may also mention a recent event or memory 

shared with them.] 

[Body paragraph 1: Share some personal news or updates about your life, 

work, or family. Include any interesting anecdotes or experiences.] 

[Body paragraph 2: Ask about the recipient's life, mentioning specific 

topics that you know they may be excited about or interested in.] 

[Closing paragraph: Express your thoughts about staying in touch, 

upcoming plans to meet, or extending an invitation. End on a positive 

note.] 

Warm regards,  

[Your Name]  

[Optional: P.S. Include a personal note or an afterthought.] 


