Informal Letter Writing
An informal letter is a personal letter written to family members, relatives, or friends. It is written in a friendly and simple manner.
Format of an Informal Letter
1. Sender’s Address
Write the sender’s address at the top of the letter.
2. Date
Write the date below the sender’s address.
3. Greeting/Salutation
Begin with a suitable greeting, such as:
· Dear Mother,
· Dear Uncle,
· Dear Priya,
4. Body of the Letter
The body may be divided into paragraphs:
· Paragraph 1: Ask about the person’s well-being and share a brief opening.
· Paragraph 2: Write the main purpose of the letter and express your feelings or thoughts in a friendly manner.
· Paragraph 3: Add any final message, good wishes, or invitation if needed.
5. Closing
End the letter with a suitable closing:
· Yours lovingly,	/ Yours affectionately, – for family members and relatives
· Yours truly, – for friends
6. Name
Write your name below the closing.
Remember
· Use a friendly and informal tone.
· Use simple and natural language.
· Divide the letter into clear paragraphs.
· Do not write the receiver’s address in an informal letter.
· Follow the correct format and punctuation.

Specimen
24, Green Park
Kolkata – 700019
28 August 2026
Dear Priya,
How are you? I hope you and your family are doing well. I am also fine here.
I am writing this letter to tell you about my school picnic. Last Saturday, we went to a beautiful park with our teachers and classmates. We played games, enjoyed delicious food and took many photographs. I had a wonderful time with my friends. I wish you had been there with us.
Please give my regards to your parents. Write back soon.
Yours truly,
Sumi


