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How to Send a Letter: A Complete Guide for 2026

In an age dominated by instant messaging, emails, and social media, the art of sending a physical letter still holds

a unique charm. Whether you’re writing a heartfelt note to a loved one, sending a formal business proposal, or

simply sharing a handwritten recipe, the process of crafting and mailing a letter is both a practical skill and a

personal statement. This guide walks you through every step—from drafting your message to choosing the right

postage—so you can send a letter with confidence and style.

Why Sending a Letter Still Matters

Although digital communication is ubiquitous, physical letters offer tangible benefits:

•  Personal Touch: Handwritten or typed, a letter feels intimate and intentional.

•  Credibility: In professional settings, a well �crafted letter can convey seriousness and respect.

•  Legal Validity: Some documents require a hard copy for official records.

•  Memorability: A physical letter can become a keepsake, remembered long after an email is deleted.

Understanding these advantages helps you decide when a letter is the best choice for your communication.

Types of Letters You Might Send

1. Personal Letters

These are informal, often handwritten notes to friends, family, or acquaintances. They may include updates,

gratitude, or just a friendly hello.

2. Business Letters

Formal correspondence that includes proposals, inquiries, complaints, or thank �you notes to clients and partners.

3. Official Letters

Letters that serve a legal or administrative purpose—such as resignation letters, reference letters, or applications.

4. Thank �You Notes

Expressing appreciation after interviews, gifts, or support.

Preparing Your Letter

Drafting the Content

1.  Start with a clear purpose: Know what you want to achieve before you write.

2.  Use a respectful tone: Adapt your style to the recipient—formal for business, warm for friends.

3.  Keep it concise: A well �structured letter usually fits on one page.

Editing for Clarity

Read your draft aloud. Check for:

•  Grammar and punctuation errors



•  Redundant phrases

•  Clarity of intent

Use tools like Grammarly or Hemingway Editor, but trust your own judgment for the final touch.

Choosing the Right Stationery

Paper Options

•  Plain White: Classic and versatile.

•  Textured or Recycled: Adds personality and eco �friendly appeal.

•  Pre �printed Business Letterheads: Ideal for corporate correspondence.

Envelopes

Match the envelope size to your paper. Common sizes include 9.5" × 4.125" for standard letters and 10.5" × 5.5" for

larger documents.

Writing Instruments

Use a reliable pen—ballpoint, gel, or fountain—depending on the formality and your own comfort.

Addressing the Envelope Correctly

Proper addressing ensures your letter reaches its destination without delay. Follow these steps:

1.  Recipient’s Name: Write the full name on the center line.

2.  Street Address: Include house number, street, apartment or suite number.

3.  City, State, ZIP: Place city and state on the second line; ZIP code on the third.

4.  Country: For international mail, add the country name in all caps.

5.  Return Address: Write your name and address on the top left corner.

Use block letters, center the address, and avoid abbreviations that could confuse the postal service.

Adding Postage: Stamps and Beyond

Domestic Mail

For standard U.S. letters up to 1 ounce, a single first �class stampsuffices. Heavier items require additional stamps

or a postage meter.

International Mail

Check the USPS International Rates or your local postal service for accurate pricing. A Global Forever stamp

covers 1 ounce to most destinations.

Using Online Postage Services

Services like Stamps.com or ePostagelet you purchase stamps online, print them at home, and even track your

mail.

Mailing Options: Choosing the Right Speed

Standard (First �Class)

Best for everyday letters; delivery typically takes 2–5 business days.

Priority Mail



Faster delivery (1–3 days) with free packaging and a tracking number.

Express Mail (Priority Express)

Guaranteed overnight delivery to most U.S. locations.

International Options

•  Priority Mail International (3–5 business days)

•  Express Mail International (1–3 business days)

Tracking and Delivery Confirmation

Tracking numbers let you monitor your letter’s journey. Most carriers provide a free online portal. When sending

important documents, consider:

•  Certified Mail: Requires a signature upon delivery.

•  Registered Mail: Adds extra security and insurance.

Digital Alternatives and Hybrid Solutions

While the physical letter remains special, many situations benefit from a digital counterpart:

•  PDF Attachments: Email a scanned copy of your letter.

•  Electronic Signatures: Use DocuSign or Adobe Sign for formal agreements.

•  Hybrid Approach: Mail the letter and send an email copy for backup.

Tips for Effective Letter Writing

1.  Start with a strong opening: Grab attention with a clear subject line.

2.  Use short paragraphs: Improves readability.

3.  Include a call to action: Tell the recipient what you want them to do.

4.  Proofread thoroughly: Avoid embarrassing errors.

5.  Sign personally: Adds authenticity.

Common Mistakes to Avoid

•  Incorrect postage: Leads to delayed or returned mail.

•  Poor addressing: Mistakes in city or ZIP code cause misdelivery.

•  Using informal fonts: For business letters, stick to standard serif or sans-serif fonts.

•  Leaving out the return address: Prevents the letter from being returned if undeliverable.

Conclusion

Sending a letter may seem simple, but mastering the details—from drafting and editing to addressing and postage

—ensures your message arrives on time and with the impact you intend. Whether you’re writing a heartfelt note or

a formal business proposal, the steps outlined above provide a reliable roadmap. Embrace the tradition of the

written word, and let each letter you send become a meaningful bridge between you and your recipients.
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