
[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],  

[Introductory paragraph: Start with a warm greeting and an opening 

sentence that sets the tone for the letter. Mention the reason for 

writing.]  

[Body paragraph 1: Share personal updates or news. It could be about 

family, work, or any significant event.]  

[Body paragraph 2: Include any questions or thoughts you have for the 

recipient. This could relate to their life or recent events you've shared 

together.]  

[Body paragraph 3: Reflect on a shared memory or experience to strengthen 

your connection.]  

[Closing paragraph: Conclude with well wishes, express your hopes for 

their response, and any final thoughts.]  

Sincerely,  

[Your Name] 


