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what ts an ‘ tnformal Letter’ ?



Letters that ave written to friends or relatives or
people we know. They are personal ana convey
feelings and emotions.




FORMAT OF AN INFORMAL LETTER
A) adodress of the sender
leave a line
b) date
leave a line

¢) Salutation
d) Begin the body of the Letter right from the margin just below the
salutation. (A minimum of three paragraphs)

leave a Line

e) signing off

f) signature of the sender
0) name of the sender



Informal Letter
Format

a) | sender’s address ]
lean.'e aline |
b}[ Date dd'mm/yy, ]
lear

) . salutation

d) -~
/ Begin the body of the letter immediately below the salutation, not

from the middle of the page.

",

o

Format of an
Informal Letter [

subscription/
signing off

A

€)

leave a line
f) | signature of the
sender

g [ name of the sender |




Examples of an nformal Letter
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é PoLnts to revener:

- You may use 'Dear' while addressing your family members and

‘Respected! Uf You are writing to an acquaintance .

- Place a comwma after the salutation eg. -> Dear grandad,' . Similarly place
a commma after the gubsor’upt’wm e0)-=> Yours a{—f&c’clowatet@,

- The flrst pavagraph of the body must bnclude warm casual and comforting

lines. Begin by asking the reciplent about thetr well betng.



é Polnts to Remember :
- Matntain a friendly tone all through the Letter.

- One way to determineg the tone of Your Letter Ls to remember how You
talk to the person tn a conversation

~There Ls no one way to sigw off tnformal Letters, since Lt does not have a
strict format one may use a vartety of phvases , eg. : Yours aﬁf@a’ciowmtetg,
Yours Lovim@%, Yours with Love, Yours forever, Yours [ red matn, Lots of

Love, /\ﬁfeatlomate% Yours, Lovingly yours OVJ ust Yours.






