
Friendly Letter 
 
 

A friendly letter includes five basic parts: 
 

� Heading 
� Greeting 
� Body 
� Closing 
� Signature 

 
 
 
� Heading: Includes the date and the address of the person sending the letter. 
� Greeting: The salutation (Dear ________) 
� Body: your message 
� Closing (closing words: Sincerely, Love, Yours truly, etc) 
� Signature: Your name, handwritten 
 
 
 
 
Below is an example format for a friendly letter: 
 

 

 
 
 
      
 123 Makkah Lane 
 Madinah, CA 95843 
 August 31, 2007 
 
 
Dear Maryam,  
 
 
 This is body of the letter and it contains your personal message. This section is single-
spaced. A good way to start this section off is to ask how your receiver is doing and tell them 
that you are doing well (alhamdulillah). 
 Each paragraph should be indented and there is no space in between paragraphs. Be 
sure to proofread so that your receiver can easily read your letter and understand what you are 
talking about. 
 
      
 Love, 
 

 Aminah 
 
 

Heading 
Contains 
sender’s 

address and 
the date.  It 
starts at the 
center of the 

page 
(horizontally) Greeting.  

This is left 
aligned. 

Closing 
This starts at 
the center, 

lined up with 
the heading. 

Signature 
This starts at 
the center, 

lined up with 
the heading. 

Hand write this. 

Body 


