
[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 express the 

purpose of your letter. You can share a personal update or ask how they 

are doing.]  

[Second paragraph: Share specific personal stories, memories, or thoughts 

that relate to the recipient. Be warm and engaging in your tone.]  

[Third paragraph: Conclude with a positive note, perhaps suggesting a 

meeting or expressing your eagerness to hear back from them.]  

Take care,  

[Your Name]  

[Optional: P.S. section for any additional thoughts or reminders.] 


