 Process of Writing an Informal Letter

1. **Sender's Address**: Write your address at the top left corner of the page. This includes your house number, street, city, and postal code.

2. **Date**: Write the date below your address. This tells the reader when the letter was written.

3. **Salutation/Greeting**: Start your letter with a greeting such as "Dear [Name]".

4. **Introduction**: Begin your letter by asking about the well-being of the recipient or sharing some friendly opening remarks.

5. **Body**: This is the main part of your letter. Write about the reason for writing the letter, share news, ask questions, or tell stories.

6. **Conclusion**: Wrap up your letter by summarizing your message, sending good wishes, or asking for a reply.

7. **Closing**: End your letter with a closing phrase like "Yours sincerely," "Best regards," or "With love".

8. **Signature**: Sign your name under the closing phrase.

 Specimen Informal Letter
 Example:
Your Address:
123, ABC Street,
XYZ City,
123456

*Date:1st August 2024

Salutation/Greeting
Dear Friend Rahul,

*Introduction:
I hope this letter finds you in the best of health and spirits. It's been a while since we last met, and I have so much to share with you.

**Body:**
I wanted to tell you about my summer vacation. We went to a beautiful hill station called Manali. The weather was amazing, and we had a lot of fun exploring the mountains and rivers. I also learned to ride a bicycle there! How was your summer vacation? Did you do anything exciting?

Moreover, school has started, and we have a new teacher for Mathematics. She is very kind and explains the concepts so well. I think you would have liked her. By the way, we have our annual sports day coming up next month, and I am participating in the relay race.

**Conclusion:**
I miss hanging out with you. Let's plan a get-together soon. Do write back and tell me all about your recent adventures.

**Closing:**
Yours sincerely,
*Signature
Appu 
