

Informal letters are written to close acquaintances of the writer, their friends, family, relatives, etc. Since they are written to close relations the letters have an informal and personal tone. Casual language is used while writing informal letters. And sometimes the letters may even have an emotional undertone.
Informal letters are mainly used for personal communication. So they do not have to follow any specific pattern, format or conventions. However, you can usually find all the elements you can see below:



	
Address (Not compulsory)
1. DATE

2. GREETING

3. INTRODUCTORY PARAGRAPH
4. BODY
5. CONCLUSION

6. SIGNING OFF

7. SIGNATURE
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1. DATE   10th June 2020
Next just below the address we write the date, ON THE RIGHT SIDE. This allows the reader to have a reference as to when the address was written. He can then relate better to the contents of the letter.
2. GREETING    Dear John,  Hi John,
Now since you know the person you are writing to, the greeting can be informal as well. If it is a friend or someone close to your age you can greet them by their first name, like “Dear Alex”. If you are writing to your relative like your mother/father/aunt/uncle etc, you may greet them as such, for example, “Dear Mum”. And if you are writing to an elder person, someone you respect greatly you can address them as Mr or Mrs. Like say for example you were writing a congratulatory letter to your teacher, it can be addressed as “Dear Mrs. Alex”.
3. INTRODUCTORY PARAGRAPH / OPENING  How are you? / How are you going? / How have you been?
                                                                               It was great hearing from you, thanks for your e.mail.....
							     It’s ages since I last heard from you. I hope you’re well.
                                                                               I’m sorry I haven’t written for such a long time. I’ve been very busy with so many exams!
The introductory paragraph sets the tone for the whole letter. You might begin by asking the recipient about their well being. Or you may say that you hope the letter finds them in good health and great spirits. The opening of informal letters should be casual and comforting. It must not be formal and direct as in business letters.
4. BODY  Answer exactly to what you have been asked to do. If they ask you to write two or three different things, write two or three different paragraphs.
The letter should maintain a friendly tone. But you have to adjust the language and the wordings according to who you are writing to. With a friend, you can afford to be very casual and flippant even. But if you are writing to an elder relative, you must be extremely respectful and considerate. (One way to determine the tonality of your letter is to remember how you talk to the person in a conversation. And then apply the same syntax and feelings to the letter.)
5. CONCLUSION   Hope to hear from you soon / Let’s meet up soon / I wish we could meet soon
                               Give my regards to..... / Say hello to....... on my behalf
In the conclusive paragraph sum up the reason for writing the letter, i.e. summarize the letter. Say a meaningful and affectionate goodbye to the reader. And do not forget to invite the reader to write back or reply to your letter. It shows an intention to keep the conversation going.

6. SIGNING OFF
There is no one way to sign off informal letters. Since they do not follow a strict format, you may sign off as you please. Some commonly used phrases are:  Lots of Love, xxx / Best / Best Wishes, / Kind Regards, / Kindly,
Pick the one that best suits the occasion
7. SIGNATURE            John      /       Cathy
Simply sign your name below the greeting. Don’t forget to write a name, just a single name, not surname.

TIPS TO TAKE INTO CONSIDERATION
1. Grammar: It is important you use grammatical expressions and vocabulary appropriate to the level of the exam. Even if there are no mistakes in your writing you will not be able to get a good grade if you use the language you learnt at elementary level. Even in informal writing, there is a good range of language you can use: conditional sentences, Wish- clauses, perfect and continuous tenses, indirect questions, etc.
Remember informal language doesn’t mean grammatically incorrect language.
2, Vocabulary:  Include some phrasal verbs, informal expressions such as “ I guess you loved the pictures I sent you”, use contractions or short forms (I’m, aren’t, isn’t, do NOT use ain’t, gonna, wonna)
3. Connectors: You need to use some of the connectors that are more specific for informal language:
- To introduce the topic:  Well, you’ll never guess who I bumped into the other day.
                                            By the way, did you know I finally got my driving license?
- To go back to a previous topic:  Anyway, as I was saying earlier....
					     Now, where I was? Oh yes, I nearly forgot!
- To introduce surprising or bad news:  Actually, he came to the party after all.
                                                                    To tell you the truth, I don’t like sports much.
- To summarise what you’ve already said:  Anyway, we had a very nice time in the end.
                                                                        Well, to cut a long story short, we didn’t get there on time.
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Sector 17
Vashi
New Bombay

6th July. 2013

Dear Maya

Thank you very much for your lastlefter. It was great to hear
from you after so many months. You seem to be having a
nice time in France.

Thanks also for the photographs. I absolutely loved that snap
of yours standing in front of the Eiffel Tower. France looks
stunning. Someday, I would definitely ke to go there.

There’s not much happening here. I am busy with my work
and kids.

By the way, are you coming home anytime soon? If you are,
et me know the dates and we can arrange to meet up.

Hope to see you soon!





