✉️ Informal Letter Format
1. Sender’s Address
(Write your address at the top left corner)
Example:
12, Green Park
Kolkata – 700019
2. Date
(Leave a line after the address)
Example:
6 August, 2025
3. Greeting / Salutation
(Leave a line after the date)
Example:
Dear Grandma,
Dear Riya,
Dear Uncle,
4. Body of the Letter
(Write in 2-3 small paragraphs)
Paragraph 1: Begin with a warm opening.
Example:
I hope you are fine. I am also doing well here.
Paragraph 2: Write the main reason for your letter.
Example:
I want to tell you about our school picnic. It was so much fun. We went to the zoo and saw many animals. I enjoyed the elephant show the most.
Paragraph 3 (optional): End politely and with love.
Example:
I will tell you more when we meet. Take care of your health.
5. Closing
(Leave a line after the Body of the Letter)
Example:
Yours lovingly,
Yours affectionately,
6. Name (of the sender)
Example:
Rohan

✅ Tips for students:
· Keep the language simple.
· Use correct punctuation.
· Do not forget address and date.
✉️ Sample Informal Letter
12, Green Park
Kolkata – 700019
6 August, 2025
Dear Grandma,
I hope you are healthy and happy. I am also fine and enjoying my school.
I want to tell you about our school picnic. Last Friday, we went to the zoo with our teachers. We saw lions, tigers, giraffes, and even penguins! I liked the elephant show the most. We also played games and had our lunch under a big tree. It was a very happy day.
I miss you a lot. I will come to visit you during the holidays. Please take care of yourself.
Yours lovingly,
Rohan



