
PLEASE  
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Sponsored Educational Materials

SHOW SOMEONE YOU CARE

HEADING 
Include the address 
and date.

SIGNATURE 
Sign your name 
under the closing.

BODY 
Write the main part 
of your message. 
(The body of the 
letter can be as long 
or as short as you 
want it to be!)

GREETING 
Include “Dear,” the 
person’s name, and 
a comma.

CLOSING 
Add a word or phrase 
such as “Sincerely” or 
“Love” to show your 
letter is ending, then 
add a comma.

MAILING 
Address, stamp,  
and seal your 
envelope, then put 
it in the mailbox. 
Without the correct 
address or a stamp, 
your letter won’t get 
to its destination.

Address

Date

Dear (Name),

Have you ever received a letter or a card in the mail? 
There’s something special about getting a handwritten 
letter that was written  just for you.

It’s great to send greeting cards for birthdays and 
holidays, but you don’t have to wait for a special occasion 
to send a letter. You can send a card or a letter anytime, 
for any reason you want! Maybe you’d like to congratulate 
someone, share a joke with a friend, or just let people 
know you are thinking about them. 

Who are the special people in your life? Send them a 
message to let them know you care!

All the best,

Your Name

PS: If you forget to write something in the body of your 
letter, you can add it in a postscript! (“Postscript” actually 
means “written after.”)
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SO MANY REASONS TO SHOW YOU CARE

I MISS YOU
“When my best friend sent me  

a postcard from his new town,  

it showed he didn’t forget  
about me!”

GIVE ADVICE
“ It sounds like my friend really 

needs some advice. I’ll send  

her a letter with some tips!”

THANK YOU
“ It warms my heart that my 

granddaughter sent me a  

thank-you note for her gift!”

GET WELL
“Wow! This get-well card  

really lets me know how much 
people care.”

FAMILY HISTORY
“ I can’t believe that my great-

grandfather sent this letter  
so many years ago!”

APPRECIATION
“ It feels great when people send 

letters showing how much  
they appreciate my service.”

Grandma Sally
2350 Main Street
Olive Branch, MS 38654

April Jones
83 Center Drive
Denver, CO 80206


