Informal Letter
An informal letter is written to friends, parents, relatives, or close persons in a friendly and personal style.
Format of an Informal Letter
1. Sender’s Address
Write the address on the top left side.
Example:
45, Lake Road
Kolkata – 700029
2. Date
Write the date below the address.
Example:
18 May 2026
3. Salutation
Use friendly greetings.
Examples:
Dear Friend,
Dear Riya,
My dear Brother,
4. Opening Paragraph
Begin with greetings and ask about the person’s well-being.
Example:
I hope you are fine and doing well.
5. Body of the Letter
Write the main message clearly in simple language.
6. Closing Paragraph
End politely with good wishes.
Example:
Give my regards to your parents.
7. Subscription
Use friendly closing words.
Examples:
Yours lovingly,
Yours affectionately,
Your loving friend,
8. Name
Write your name at the end.
Specimen Informal Letter
Writing
45, Rabindra Sarani
Baharampur, Murshidabad
18 May 2026
Dear Rahul,
I hope you are quite well. I am also fine here.
I am very happy to tell you that our school organised a cultural programme last week. There were songs, dances, recitations, and a short drama. I took part in the group dance. Our teachers appreciated our performance, and the audience enjoyed the programme very much.
The school campus was beautifully decorated with lights and flowers. Many parents came to watch the programme. It became a memorable day for all of us.
Please write to me about your studies and your family. Convey my regards to your parents.
Yours lovingly,
Partha
