
[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: Introduce the purpose of your letter in a warm and 

friendly manner. Include personal touches if applicable.] 

[Body of the letter: Expand on the main message you want to convey. Use 

vintage-style language to add charm and character.] 

[Closing paragraph: Summarize your thoughts or provide a closing 

statement. Include a warm sign-off.] 

Sincerely,  

[Your Name]  

[Handwritten signature (optional)] 


