
Writing an Informal Letter



What are the differences 
between a formal letter and an 

informal letter?



What are the differences between a formal letter and an informal letter? 
How well do you think the people know each other?

Tone?
Formality?

Tone?
Formality?
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Differences between a formal letter and an informal letter

• A formal letter has  2 addresses. An informal letter only has your 
address in the top right corner.

• A formal letter would start “Dear Sir/Madam”. An informal letter 
would start “Hi”, “Hello”, or some other informal greeting.

• An informal letter might start with a paragraph of “small-talk”, 
asking how the other person is, what they have been up to 
recently or if they enjoyed their holiday.

• An informal letter has a more “chatty” and conversational tone, 
but there should be no slang or swearing.

• A formal letter is signed off “Yours sincerely” or “Yours 
faithfully”. An informal letter can be signed less formally like 
“from”, “love from”, “see you soon”, or “best wishes”.

• You can just sign off with your first name on an informal letter. 
You would need your full name/signature in a formal letter.



Your Task:

Write an informal letter to a single 
Year 6 Student (maybe a relative?) 

telling them what life will be like for 
them at Grange.

Remember purpose, audience and tone!



Planning

You must prepare a plan before you begin writing.

1. Brainstorm what you may include
2. Consider the order you will put your paragraphs in

Some ideas:

• Making friends

• Lessons

• Teachers/Tutors

• Dinners

• The facilities



Have a go!

Write an informal letter to a single 
Year 6 Student (maybe a relative?) 

telling them what life will be like for 
them at Grange.

Remember purpose, audience and tone!



Now it’s time to write your own informal letter!

Write an informal letter to someone you know well on a topic of your choosing or 
use one of the below if you are stuck:

• Write a letter to a friend, inviting them to come on holiday with you in the 
summer.

• Write a letter to your best friend, telling them about a new film you’ve been to 
see.

• Write a letter to a close relative, sharing some interesting gossip you found out 
this week.

• Write a letter to your parents, telling them where you would like to go on your 
next holiday.

• Write a letter to a friend, telling them about a recent celebration or event you 
went to.


