
**YLYL Letter Outline Template** 

1. **Header** 

 - Your Name 

 - Your Address 

 - City, State, Zip Code 

 - Email Address 

 - Date 

2. **Recipient Information** 

 - Recipient's Name 

 - Recipient's Address 

 - City, State, Zip Code 

3. **Salutation** 

 - Dear [Recipient's Name], 

4. **Introduction** 

 - Briefly introduce the purpose of the letter. 

 - Mention the occasion if applicable (e.g., event, recognition). 

5. **Body Paragraphs** 

 - **Paragraph 1: Reflect on the Year** 

 - Discuss key memories from the past year. 

 - Highlight achievements or significant moments. 

 - **Paragraph 2: Current Events** 

 - Share updates about your life or family. 

 - Include any relevant news or changes. 

 - **Paragraph 3: Future Aspirations** 

 - Outline goals or plans for the upcoming year. 

 - Mention any intentions for staying connected. 

6. **Conclusion** 

 - Offer well wishes for the upcoming year. 

 - Express your desire to hear from the recipient. 

7. **Closing** 

 - Sincerely, 

 - [Your Name] 


