INFORMAL LETTER FORMAT 

What is an Informal Letter?
A letter written to someone close to us, like our parents, grandparents, friends, or relatives, using simple and friendly language. 

1. Sender’s Address

	•	Written on the top left corner
Example:
12, Sunshine Colony
Mumbai

2. Date

	•	Written just below the address
	•	Format: Date, Month, Year
	•	Example: 9th July, 2026

3. Salutation (Greeting)

	•	How you address the person
	•	Examples: Dear Papa, / Dear Nani, / Dear Riya,

4. Body of the Letter (write in 2-3 simple paragraphs)

	•	Paragraph 1 (Opening): Greet them and ask about their health/well-being
	•	“How are you? I hope you are fine.”
	•	Paragraph 2 (Main Message): The actual reason for writing — an event, news, request, or feeling you want to share
	•	Paragraph 3 (Closing thought): End with good wishes, a request to reply, or looking forward to meeting them

5. Subscription (Closing Phrase)

	•	Shows love/respect based on who you’re writing to
	•	Examples:
To parents: Your loving son/daughter,
To grandparents: Your loving grandson/granddaughter,
To friends: Your loving friend,

6. Signature

	•	Just your first name ( Preeti/ Ananya)

REMEMBER- Everything is written in LEFT – hand side of the page. 

Sample Letter
Write a letter to your friend inviting him/her to your birthday party.                 (5 Marks)

Netaji Park, Chakdaha,
Nadia,
West Bengal

10th July, 2026

Dear Rahul,

How are you? I hope you are in the pink of health and good spirit. 

I am very happy to tell you that my birthday is on 25th July. I am turning 13 years old.  So, my parents arranged a small party at my house from 4 pm to 7 pm. We will decorate the house with colourful balloons and shiny stars. There will be games, music, and a big chocolate cake. My mother is also making our favourite pizza. Many of my friends from school are coming, so we will have a big and happy gathering.

I am waiting eagerly for that day. I hope you will come and make my birthday even more special. We will have lots of fun together. Please bring aunty and uncle so they can join the celebration.

Your loving friend,
Sikha
