
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Address]  

[City, State, ZIP Code]  

Dear [Recipient's Name],  

I hope this letter finds you well. My name is [Your Name], and I am [Your 

Age] years old. I am writing to you because [reason for writing the 

letter].  

[Continue with the main content of your letter, explaining in simple 

terms what you want to say.]  

Thank you for taking the time to read my letter. I hope to hear back from 

you soon!  

Sincerely,  

[Your Name] 


