INFORMAL LETTER

1. Sender's Address: Start with your own address written in the top-left corner of the letter. This should include your name, street number, city, state, and postal code. Skip a line after this section.
2. Date: Write the date just below your address. Date is written to help the recipient know when exactly the letter was written. 
Example: 11th July, 2025
3. Greetings/Salutation: Start the letter with a warm salutation.
Eg- "Dear friend, Dear Uncle, Dear (Recipient's name).
4. Introduction: Introduction is written to set the tone of the matter of discussion. You can begin by asking about the well-how of the receiver and expressing your well-being. And then you can start mentioning the reason behind the letter
5. Body of the Letter: This is where you share your thoughts, updates, and feelings. 
6. Closing: End the letter on a friendly note that matches the tone of your relationship with the recipient. Some popular choices include:
· Sincerely
· With Love
· Lots of Love
· Best Wishes
· Warm Regards
· Kind Regards
7. Signature: Just below the closing note, you can either write your name or sign it.



Write a letter to your friend wishing him/her a happy birthday.
[Write your address ]
_______________
_______________


 8th July 2025,

Dear_____,

I hope this letter finds you in the best of health and spirits. It’s been a while since we last caught up, and I have so much to tell you. I'm writing to send you the warmest birthday wishes.
Life has quite changed for us now since you moved to _(write the name of the state)_ for your father’s job. It has been never before that I couldn’t celebrate your birthday.  I have such fond memories of celebrating your birthday in Kolkata every year  and those were great times. I wish your special day be filled with joy, laughter, and everything you wished for. 
I wish I could be there to join in the fun, but please know I'm thinking of you. Here's to a long, happy, and healthy life ahead. Hoping to meet you very soon. 

Your loving friend,
(Your first name) 

