
 

 

Informal letter format  

  

Informal letters are more casual and are usually 

written to friends, family, or acquaintances. They 

don't follow strict formatting rules and can have a 

conversational tone.  

  

Q: Informal letter format and example  

  

[Your Name]  

 [Your Address]  

[City, State, Postal Code]  

  

 [Date]  

  

Dear [Recipient's Name],  

[First paragraph: Start with a friendly greeting and 

briefly introduce yourself or reference a shared 

experience or connection.]  



 

 

[Second paragraph: Share your main message, 

update, or ask questions. Feel free to express your 

thoughts, feelings, or opinions.]  

[Third paragraph: Continue the conversation, 

share anecdotes or stories, or discuss specific 

topics of interest.]  

[Closing paragraph: Wrap up the letter, offer well 

wishes, or express anticipation for a response.]  

  

[Closing,]:Use a friendly closing, such as "Best 

regards," "Take care," or "Sincerely," followed by 

a comma. [Your Name]  

  

Example 1: Informal letter example  

  

[Your Name]  

 [Your Address]   

[City, State, Postal Code]  

  

 [Date]  



 

 

  

Dear [Friend's Name],  

Hi! How have you been? I hope this letter finds 

you in good spirits. I wanted to take a moment to 

catch up and share some exciting news with you.  

First off, I recently went on a trip to the beach 

with my family. We had an amazing time playing 

in the sand, swimming in the clear blue water, 

and soaking up the sunshine. I even tried my hand 

at building sandcastles, though they didn't turn 

out quite as majestic as I had hoped!  

I wanted to ask if you've seen the latest movie 

that everyone's been talking about. I heard it's 

absolutely hilarious and I thought it would be so 

much fun to watch it together. Let me know if 

you're up for a movie night, and we can plan an 

evening of laughter and popcorn.  

Anyway, I'll wrap up this letter for now. I just 

wanted to reach out and let you know that I've 

been thinking of you. It would be wonderful to 

catch up and hear about what's been going on in 



 

 

your life. Drop me a line or give me a call soon so 

we can make plans to meet up.  

Take care, my friend, and I look forward to 

hearing from you soon.  

  

Warmest regards,  

[your name]  

  

Example 2: Informal letter format (inviting on 

birthday party)  

  

[Your Name]  

  

 [Your Address]  

  

 [City, State, Postal Code]  

  

 [Date]  

  



 

 

Dear [Friend's Name],  

  

Hey there! I hope this letter finds you well. I 

wanted to personally invite you to celebrate my 

birthday with me!  

  

I can't believe it's already that time of the year 

again. Time flies! To mark the occasion, I'm 

throwing a birthday bash at my place on [Date] at 

[Time]. It's going to be an evening filled with 

laughter, good company, and of course, plenty of 

cake and treats.  

  

I've planned some fun activities like games, music, 

and maybe even a surprise or two. It would mean 

the world to me if you could join in the festivities 

and share this special day with me. Your presence 

would make the celebration even more 

memorable.  

  



 

 

Feel free to bring along any friends or family 

members who you think would enjoy the party. 

The more, the merrier! Oh, and don't worry about 

gifts – your presence is the best present I could 

ask for.  

  

Please let me know if you can make it by [RSVP 

deadline]. That way, I can make sure we have 

enough food and drinks for everyone. You can 

reach me at [Your Phone Number] or simply reply 

to this letter.  

  

I'm really looking forward to celebrating my 

birthday with you. It's going to be a fantastic time, 

and I can't wait to make some unforgettable 

memories together.  

  

See you soon!  

  

Warmest wishes,  

  



 

 

[your name]  


