
Name Date

Label the Friendly Letter
Write the name of each part in its box. Then answer the questions.

Parts of a letter

signature body date closing greeting

April 21, 2026

Dear Ms. Ruiz,

Thank you for helping me find a book about sharks. I 
read it two times! Now I know that sharks have many rows 
of teeth.

Next week I will come back to the library for a book 
about whales.

With thanks,

Jonah

1 Who is the letter to?

2 Why did Jonah write the letter?
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Answer key For the teacher or parent

Label the Friendly Letter
Write the name of each part in its box. Then answer the questions.

Parts of a letter

signature body date closing greeting

date
April 21, 2026

greeting
Dear Ms. Ruiz,

body

Thank you for helping me find a book about sharks. I 
read it two times! Now I know that sharks have many rows 
of teeth.

Next week I will come back to the library for a book 
about whales.

closing
With thanks,

signature
Jonah

1 Who is the letter to?

The letter is to Ms. Ruiz.

2 Why did Jonah write the letter?

He wanted to thank Ms. Ruiz for helping him find a book about

sharks.
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