
Writing a LETTER 
or an EMAIL

Informal



1. Heading

2. Greeting

3. Body

4. Closing

5. Signature

6. Postscript

LETTER:
Address

EMAIL:
To:
From:
Object:

Hi there!
Dear John,
Hello John,

- It starts with a capital letter
How are you? I hope you are ok.
I’m writing to tell you…

- It can refer to a message you 
received
Thank you for your letter…

- You can finish asking something
What about you? Tell me about…

Bye for now,
All the best,
Lots of love,
Love,
Take care,

PS: Say hi to 
Granpa

1b. Date (FOR LETTERS)
Position: up right



Example of letter



Example of email
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