Informal letter 
[Your Address]


---


---

[Date] ____________________
Dear [Friend's Name],
I hope this letter finds you in good health and spirits. It has been quite a while since ____________________________ (mention the last time you interacted or met). I am writing to you today to share ____________________________ (state the purpose of the letter, e.g., some news, thoughts, or feelings).
Recently, ____________________________ (share your updates, experiences, or stories). I thought you would enjoy knowing about it because ____________________________ (explain why it might interest them).
How are things at your end? ____________________________ (ask questions about their life, family, or studies). I miss the time when ____________________________ (recall a shared memory or experience).
I hope we can catch up soon. Let me know when you’re free to ____________________________ (suggest a meeting, call, or activity). Take care of yourself and convey my regards to your family.
Yours lovingly,
[Your Name]
Formal letter 
[Your Address]


---


---

[Date] ____________________

[Recipient's Address]


---


---

Subject: ____________________________

Dear [Recipient's Name/Designation],

I am writing this letter to bring to your kind attention ____________________________ (mention the purpose of the letter). It has come to my notice that ____________________________ (describe the issue or request briefly).
I kindly request you to ____________________________ (state your request or action needed). This would greatly help in ____________________________ (explain the benefit or reason for the request).
I hope you will consider my request and take the necessary steps at the earliest. Please feel free to contact me at ____________________________ (provide your contact details) for any further clarification.
Thanking you in advance.
Yours sincerely,
[Your Name]
_________________________ (Your designation, if applicable)


