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~ ENG 1PI ~

Writing an Informal E-mail

















Things to remember when writing your informal letter:

· Include the DATE at the top of the page.
· INDENT each paragraph.
· The INTRODUCTORY PARAGRAPH should say hello and introduces the topic of your letter.
· The SECOND and THIRD PARAGRAPHS explain and discuss the topic about which you are writing.  Use SPECIFIC DETAILS and EXAMPLES for support.
· The CONCLUDING PARAGRAPH says goodbye and brings the letter to an end.
· SIGN YOUR NAME at the bottom of the letter.
Sample Informal E-mail

TO: Pat Forde [pat.forde@gmail.com]

FROM: Mr. Richardson [mr_richardson@wrdsb.ca]

SUBJECT: Thank you for all you’ve done for me

I’ve been thinking about you a lot lately, and I thought you might appreciate hearing from me.  It seems that in life, we are often told about the things we’re doing wrong; I thought you might like to hear about the wonderful influence you’ve had in my life.


I remember how excited my brother, sister and I got whenever we heard that my parents were going out for an evening, and we were told the good news that you were coming to hang out with us. We always looked forward to your stories and the cool movies you’d bring over to watch. As a babysitter, you went above and beyond expectations! Remember when you took us to your parents’ house to play with your dog and watch Abbott & Costello movies? You also introduced me to things I still love today, like The Lord of the Rings and Star Wars. You were the first person the read The Hobbit to me and take me to see Star Wars in the theater! 

In addition, you’ve influenced my professional life in many ways. I looked up to you, and was amazed at your writing abilities, and that made me interested in becoming a writer and English teacher. Although I could never write the types of novels and stories you do, I am now a published author myself, and much of this was due to the inspiration and motivation I received from you!

I just wanted to thank you for being such a great inspiration in my life, and I hope your life is bringing you all the wonderful things you deserve. Apart from my parents, I consider you to be the most positive influence on my life to date.
Sincerely,

M. Richardson 
Recipient’s name & e-mail address








TO: Johnny Mac [johnny_mac@wrdsb.ca]








FROM: Mr. Richardson [mr_richardson@wrdsb.ca] 








SUBJECT: Thank you for helping me








Dear Johnny,





	__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________





	__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________





	__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________





	__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________





Sincerely,





Mr. Richardson





Sender’s name & e-mail address





Subject line





Salutation





Introductory Paragraph





Second Paragraph





Third Paragraph





Concluding Paragraph





 Closing








