What is the format of an informal letter?

Blk 103 Lorong Ah Soo
(1.Your Address - you can make it up if not given)
#01-304
Singapore 559335

10th February 2007(2.The Date – in full)

Dear Uncle, (3. A reference e.g. Dear Uncle, - with comma) 

INTRO(1)
(4. Greetings e.g. How are you? How have you been?Purpose?Objectives/Criteria?)
How have you been? Blah Blah Blah…Why are you writing this letter? What you will be explaining in the body?)
(5. Body of letter (3) - You must elaborate on ideas within the question. Make sure each paragraph sounds sensible – Use PEEL – Link Link Link to objectives/criteria, State both positives and negatives of each point in one paragraph. Total at least 3 paragraphs)

(7.Conclusion(1) – Reiterate your choice and summarise why it is the best decision. State how you are looking forward to something, etc.)

Yours truly, (6.Yours truly or something appropriate – depending on your relationship)
Chandra
(7. Your Name)






