
[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],  

[Introduction: Start with a friendly greeting and introduce yourself if 

necessary.]  

[Body: Write 1-3 paragraphs expressing your main message or topic. 

Include any details, stories, or information you want to share.]  

[Conclusion: Wrap up your letter with a closing statement or a question 

if you'd like a reply.]  

Sincerely,  

[Your Name] 


