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INFORMAL LETTER

What is an Informal Letter?
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Every person is needed to write a letter at some point of time in his life. Letters not only carry formal discourses but are also means of friendly conversations. How language and vocabulary is used in a letter reflects the skills and finesse of the writer as well. Therefore, it is essential to master the skill of writing a good letter from an early age.

Informal letters or friendly letters help us communicate with our distant friends and relatives which in turn helps us stay in touch with them. It gives us an insight into their lives and experiences while we share a part of us at the same time. For this mutual exchange to occur satisfactorily, we need to study the basic rules and polish our skills through practice.

Format of an Informal Letter

Sender’s Address

(XYZ Society,____________

Room No., Street Name,___

Landmark,______________

Locality, City/Village Pin code)

Date: (DD/MM/YYYY)

Salutation, (Example: Dear …,)

Introduction: (Greet the person to whom the letter is addressed and reassure of your own well-being. Introduce

the purpose behind writing your letter.)_____________________________________ ____________________

____________________________________________________________________________________

________________________

Body Paragraph: (Elaborate on the purpose of writing the letter by giving detailed information regarding the same.) _______________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

________________________________________________________________________

Conclusion: (Summarise all the points mentioned in the letter without further elaborating upon them.)_______

____________________________________________________________________________________

____________________________

Subscription:

(Example: Yours truly/affectionately,)

Sender’s Signature

Sender’s Name
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Points to Remember

· The address of the person writing the letter is noted at the top left-hand side of the sheet.
· The address is followed by the date the letter is written.
· The salutation in an informal letter carries the name of the receiver preceded by an endearment (Example: Dearest XYZ).
· The salutation is preceded and followed by a blank line.
· The letter should be written (preferably) in three paragraphs.
· Restating your reason for writing the letter in the concluding paragraph is essential.
Types of Informal Letters

Informal letters can be classified into various types based on their content. They include

· Letter of permission
· Letter of condolence
· Letter of invitation
· Letter of information
· Letter of apology
· Letter of appreciation
Tips to Writing an Informal Letter
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· Collect all your thoughts before beginning to write the letter.
· Make a rough list of all the important things that you wish to share.
· Take time to write the letter in a neat hand with readable letters.
· Maintain a free flow of ideas. Avoid skipping from one point to the other.
· Avoid scribbling or cancelling what has already been written.
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Sample Informal Letters
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SAMPLE 1

Letter to a friend describing a competition

B/12 Bhajeshwar Bhavan

Somaya Road

New Delhi 400 012

2nd January 2015

Dearest Neha,

Hope this letter finds you in good health. I have wanted to write to you since awhile now but could not find the time to do so because of my fast approaching exams. Nevertheless, I made some time today.

You will be pleased to know that I won the first prize at the elocution competition in my school. There were eight contestants in all. It was more difficult than what I thought. I spoke on ‘Noise Pollution’. You know how strongly I feel on the subject. I highlighted the difference between sound and noise in my speech. In the end, I assume I did a good job, as the judges and the audience applauded me.

You should also participate in such competitions. It is a great feeling to stand before such a loud crowd and make your opinions heard. Anyway, I have to go now. Do write to me soon. I am eager to hear from you.

Wishing you all the best, I remain,

Yours faithfully,

Priya

SAMPLE 2

Letter to a friend wishing her on her birthday

A/12 Akanksha Flats

Sola Road

Ahmedabad 380 012

7th July 2015

Dearest Minal,

I am glad to hear that you are in good health. I would like to take this opportunity of your birthday to share with you what exactly you mean to me. We have been close friends since childhood, and you have become as important to me as any of my family members over the years.

In today’s materialistic world, it is very difficult to make friends. True friends are even rarer to find. But when one finally fiends a person they can connect with, an extraordinary friendship develops. Such friendship is beneficial for both people helping them to grow and mature in the company of the other. You have been just that in my life. We have shared countless moments both joyous and sorrowful and this has strengthened our bond. Recollecting those days we spent together always brings a smile to my face. You have been my confidant and guide all these years.

It is true by your example that I learned qualities like sacrifice and trust. You are and will always be the most valued treasure in my life. May you have a wonderful birthday and many more joyous ones to come.

Wishing you all the happiness in the world, I remain,

Yours truly,

Reema
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SAMPLE 3

Letter to a friend inviting him for a house opening celebration

B-2, Kirtiman

Panchawati

Ahmedabad 380 006

24th February 2015

Dearest Dhaval,

It is with great pleasure that I write to inform you that my father has finally bought a home here in Ahmedabad.

The house is in the city, just the one we were looking for. It is on the second floor of a twelve-storey building. It has three bedrooms, a sitting room and a kitchen. My little sister is very happy to know that she will have a room to herself. We have maintained the original paint and furniture as they are of very good quality. Jyoti’s bedroom opens on to the society park, while the other two bedrooms have the view of the colourful garden below. It is taking awhile to transport all our belongings to this house as it is quite far from the previous one. I take this opportunity to invite you and your family to the house opening celebration to be held on the 15th of March 2015 at 12:48 pm.

It will be better still if you come to stay for a few days. You could come during the summer vacations and we could explore the vicinity together. I am planning to have a party for all my friends one evening during the summer vacations.

Please write back to me about your plans, and my dad will be more than happy to come to receive you.

In anticipation of your reply, I remain,

Yours truly,

Amit Kumar
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SAMPLE 4

Letter to a friend describing a happy occasion

8, Parimal Flats

Ambawadi

Pune 380 001

21st April 2015

Dearest Madhav,

I hope you are in good health and are enjoying your stay at your grandfather’s place. It is with great pleasure that I write to you today. I have special news to share with you.

The annual prize distribution ceremony of my school was held this week. As it was a yearly event, a lot of planning and preparations preceded the day. A stage was built on the school ground, and the place was decorated. Mrs Varma, a retired Hindi teacher, was the chief guest of the ceremony. The event began with a speech recited by the head boy and a welcome song sung by the children of the primary section. This was followed by the distribution of various prizes which alternated with performances where children portrayed their talents before their fellow students, teachers and parents. You will be pleased to know that I too won a prize. I was awarded the R. K. Menon Award for providing educational assistance to fellow students. It was a heart-warming experience to see the pride in the teacher’s eyes while she gave me the award. The evening ended with the reading of the annual report and the vote of thanks given by the Vice Principal of our school.

It was a memorable day and the only thing short of making it perfect was your absence. Convey my regards to your family and assure your grandfather of my prayers for his speedy recovery.

Yours truly,

Raghav

SAMPLE 5

Letter to friend describing an educational trip

Bhageshwar Bhavan

Gokhle Road

Mahim, Mumbai 400 016

17th March 2015

Dearest Maya,

It has been a long time since you wrote to me so I decided to write to you myself. I hope this letter finds you in good health. I write to you chiefly to share my recent experience with you.

My school had organised an educational trip to Gujarat during the Diwali vacations. Twenty-seven of us signed up for the trip. We left early in the morning by train and stayed there for seven days. A few of our teachers also accompanied us on the trip. We visited different historical structures there. The architecture of the palaces and the temples were breathtaking. We were also taken to the local markets where we saw a variety of handmade objects which we would never find in our cities.

In addition, the teachers organised a surprise trip to a few handloom factories where we got a firsthand experience of zari workers. We also saw people creating other handicrafts like clay pottery, jewellery and Patola sarees. We also went camping on the last day of the trip, making it an all-rounded experience and an unforgettable one. I would have loved to share this experience with you. Write back to me soon. I too want to hear about your experiences at school.

With lots of love,

Yours truly,

Veena
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SAMPLE 6

Letter to a relative inviting him and his wife for a wedding

Vani Vikas Society

Charni Road

Mumbai 200 009

1st April 2015

Dearest uncle,

I hope this letter finds you and aunt Sarita in good health. I am writing to you today to invite you and your family for my sister Maya’s wedding.

The marriage is to be held on the 5th of May 2015 in Mumbai. I am also posting an invitation card along with this letter containing the details of the wedding. It has been a long time since you last visited us, and we too cannot often make time to visit because of our hectic work schedules. This occasion will be a great opportunity for all of us to meet and catch up on old times.

The bridegroom’s family is also from Pune, and I have a feeling that you will know some of his relatives. We have already begun the preparations. I will be waiting for your reply.

We are eager to meet you, and I dearly hope that you all be able to make it.

Yours truly,

Suresh

SAMPLE 7

Letter to a friend describing a trip to an ancient temple

Veer Savarkar Marg

Off Shivaji Park

Dadar, Mumbai 400 028

16th July 2015

Dear Janaki,

I hope you are feeling well now. Miss Polly told us that you couldn’t come for the history offsite because of viral infection. We went to Babulnath, the ancient Shiva Temple in Mumbai. Let me tell you something about the place in this letter.

I had never been to the temple before, though I had heard a lot about it from my friends. The temple is situated on a small hillock near Girgaum Chowpatty and is one of oldest temples in the city. The main deity in this temple is Shiva in the form of the Lord of the Babul tree. The temple is thronged by devotees on the annual Mahashivratri festival. The temple Shiva Linga and the idols were consecrated in the 12th century by the then Hindu king Raja Bhimdev. The temple was buried and lost over a period of time. The idols were re-discovered between 1700 and 1780. The first temple was built in 1780. Five original idols were dug out when the temple was rediscovered. The main Shiva Linga, Ganesh, Hanuman and Parvati are in the temple. The fifth one was immersed in the sea because it was broken.

Currently, the temple is thronged by people on Mondays and during Mahashivratri and the Shravan months. Once you are feeling well, I can take you to the temple so that you can see the structure for yourself.

I hope you get well soon. Take care!

Yours truly,

Ketki
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SAMPLE 8

Letter to father asking for permission to join the NCC’s Naval Unit

Archi Dass

Maheshwari High School Hostel

High School Main Road

Tamil Nadu, 6542337

20th August 2015

Dearest Dad,

I am fine and my studies are going well. I hope that you and mother are in good health as well. The new academic year has begun, and I have already enrolled myself in many extracurricular activities. There are a few new additions to my class and they seem quite nice.

My main reason for writing this letter is to inform you about the NCC’s Naval Unit setup in our school. It is a sort of camp set on the school premises and will include treks and excursions from time to time. The camp will begin in October, and its first outing is a trip to Gujarat. They claim to train students for their all-round development inculcating values like Commitment, Dedication, Duty and Discipline. We would also be examined and marked for our progress in the camp. These marks hold high prestige and can be produced later in life to highlight our resourcefulness.

To be a part of this camp, I need a written letter from you confirming your awareness about the same and your permission for me to participate in it. Please write back to me granting me permission at the earliest as there is a limit on the number of entries that will be accepted.

Thanking you.

Your loving son,

Archi Dass

SAMPLE 9

Letter of condolence to a friend at the loss of her mother.

12, Kotnis Nagar

K. H. Cross Road

Hoshirpur

1st April 2015

Dearest Renuka,

I am extremely grieved to hear about the loss of your dear mother. The sudden demise came as a shock to my entire family. The void that her absence has brought is irreparable.

She had been a friend and a second mother to me. Her loving concern for my health and well-being always touched my heart. Her delicious food and its fragrant aroma are impossible to forget. Her

kind qualities are very difficult to find in today’s world. The values she imparted in us will remain with us for the rest of our lives, and I am extremely grateful to her for them. It should be some solace to know that her values will remain alive in our lives.

Accept my sincere sympathy and do know that your loss is felt by me and my entire family. I pray that God gives you the strength and forbearance to bear this loss and overcome it with time.

Your loving friend,

Poonam Chaudhary
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SAMPLE 10

Letter to father asking for permission to go on a trip to Delhi

Atul Trivedi

M.I.S.C High School Hostel

Lucknow, 100 288

17th February 2015

My dearest dad,

I received your last letter a few weeks ago. I was unable to reply sooner as I was busy completing your projects. Because of the approaching end of the term, we are loaded with a lot of project work and studies.

As you advised, I have been doing my work on time; therefore, I am not overburdened now and you do not need to worry. I also wish to bring to your notice that the school is organising a seven-day trip to Delhi. The trip will cost Rs 3,500 and will extend from the 10th to 16th of May. We will be travelling to and fro by train accompanied by our teachers.

We would be visiting the following places:

The Qutab Minar

The Red Fort

The Raj Ghat

The Osho Dham

The Jama Masjid

This seems to me as an excellent opportunity to visit historical sites and learn about them in person. Kindly grant me permission as soon as possible along with the fee amount as I have to submit the two together before the 10th of April. I am sending the letter of consent which needs your signature along with this letter.

Your loving son,

Atul Trivedi
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