Worksheet on Writing Skills

Topic: Informal Letter

Dear Students

CBSE has introduced Informal letter writing as one of its topics for the writing section from this year. The question will be on a given topic for 10 marks and to be answered in about 150-200 words.

What is an Informal Letter?

Informal letters are written to close acquaintances of the writer like 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. Sometimes the letters may even have an emotional undertone.

FORMAT of INFORMAL Letter

Sender’s Address

Date ( e.g. 25 April 2020)

Salutation (e.g. Dear Mom)

Body of the letter:

(i) Introduction

(ii) Main content (Description)

(iii) Conclusion

Subscription

Writer’s Name

(Note: The letter is NOT to be put in a box)

Sender’s Address

The first thing to write is your address, i.e. the address of the writer. We usually write the address on the left-hand side of the page at the very top. The address should be accurate

and complete. Even when writing to close friends or relatives the address must be written, so they can reply back to the letter with ease. If the recipient of the letter is in another country, do not forget to write your country as well in the address.

Date

Next just below the address we write the date. 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.

Greeting/ Salutation

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 Mom”. 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”.

Introduction Paragraph

And now we begin writing the actual letter. 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.

Body of the Letter (Main content)

The letter overall 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 sentiments to the letter.

Conclusion

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.

Subscription

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

Best Wishes

Yours Affectionately

Yours lovingly

Pick the one that best suits the occasion and then simply sign your name below the greeting.

Sample Informal Letter:

Q. You are Aditya Vikram of Gyan Gurukul School. Your friend has appeared for class 12 Board Examination this year. He has still not been able to make up his mind regarding the choice of vocation. You came across some information given in a newspaper. You have decided to write a letter to this friend of yours encouraging him to choose a career in the field of tourism. Write the letter to your friend in about 150-200 words.

Answer:

Gyan Gurukul School

Mumbai

25 April 2020

Dear Zenop

I hope you are doing well and enjoying your summer vacation. It is a well deserved break for you after all the hard work you did in your class 12 Board Exam. It must feel good to just relax at home and play cricket with your friends. I really enjoyed visiting your place last week. Your mother is a wonderful cook and I keep raving about her cooking to my family all the time.

When I visited you, there were a few discussions about what vocation you would like to choose since the Board Exams are over. Yesterday, I came across an interesting article in a newspaper which can help you make up your mind. The article was about tourism. I know, you have a passion for travelling, meeting new people, discovering new places. So, thought that a career in tourism would be perfect for you.

You already have a few of the qualities which are the basic necessities for pursuing a career in this area. You have travelled far and wide and have extensive knowledge about people, places and ways to access them. You are enthusiastic about meeting new people and are a good conversationalist. In order to hone these qualities, you can join a diploma course in travel and tourism, public relation and advertising. You may also do a certificate course with a travel agency. After completing any of these courses, you could work for the government or any private firm or you could even start your

own travel agency. Hope you will give this idea a thought. Pay my regards to your parents and love to your little brother. Wish to hear from you soon.

All the best in making a perfect choice!

Yours loving friend

Aditya Vikram

Exercise 1:

1. Write a letter to your friend describing how you have turned the boring “Lockdown” days to some exciting and happening days. Do not forget to mention the new things that you have learned during these days. (word limit: 150-200)

