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~ ENG 1PI ~

Writing an Informal Letter

















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 Letter


September 8, 2006

Mrs. Sharon Robertson

123 Sharon St.

Waterloo, ON

M3C 4B5

Dear Mrs. Robertson,


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.


Because of your incredible energy, positive attitude and especially your ability to “think outside the box,” you have inspired me every day in my teaching career.  I used to think that most people in education could kind of fit into a mold and were often stuck in their thinking.  You showed me that there is always a way to cut through the red tape and treat each individual and situation as a unique experience.


You also encouraged me to follow my dreams and listen to my heart concerning my aspirations in teaching and all aspects of my life: writing my book, my relationships and many of my personal goals.  Because of this, I feel happier with myself, my family and my life.


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.

Sincerely,


Mr. Richardson

 



							September 5, 2006





Sir John A. Macdonald


350 Laurelwood Dr.


Waterloo, ON


N2V 1T5





Dear Johnny,





	__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________





	__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________





	__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________





	__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________





Sincerely,








Wilfrid





 Closing





 Salutation





Introductory Paragraph





Second Paragraph





Third Paragraph





Concluding Paragraph





Recipient’s name and address








