
















Points to Remember :

- Maintain a friendly tone all through the letter.

- One way to determine the tone of your letter is to remember how you 

talk to the person in a conversation

-There is no one way to sign off informal letters, since it does not have a 

strict format one may use a variety of phrases , eg. : Yours affectionately, 

Yours lovingly, Yours with love, Yours forever, Yours I reamain, Lots of 

love, Affectionately yours, Lovingly yours or just Yours.




