
 

CLASS NOTES 

Class: IV Topic: Informal Letter Writing 

Subject: ENGLISH  
 

 
 What is a letter? 

 
A letter is a written message conveyed from one person to another, generally via post. 

 
TYPES OF LETTERS :    (i) Informal letter                       (ii) Formal letter 

 
What are Informal letters ? 
The personal letters  that we write to our friends & relatives  are known as Informal letters. The 
invitations and the letters of request are also  known as informal letters. 

 
What are Formal letters ? 
The business letters , applications, letters of complaints, letter to the editor etc.  
 are known as formal letters. 

 
FORMAT FOR  AN INFORMAL LETTER : (To be copied in the English notebook.) 

  
 
_________________                <  (sender’s address) 
_________________         Address, City + State, Postal code 
 
Date/Month/Year               <  (Date) 
  
Dear _________    
 
(Body of the letter) 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
___________________________________________________________________________ 
 
Yours affectionately,         <  (closing compliment) 
 
Your name                          <  (sender’s  name) 
 
 

 



 
Writing: (To be copied in the English notebook.) 
 
Your friend had sent his/her painting to a competition, but it did not get selected.  Write a letter 
to cheer him/her up. 

 
C-5, Krishna Vatika, 

 
Boirdadar, Raigarh-496001 

 
 
15 December 2021 
 
 
 
Dear Sumit, 
 
Hope this letter finds you at the best of everything at your place. The result of the painting  
 
 competition  which was held last  week has been declared today. As I knew that you had also 
 
sent your painting for the same competition, I searched for your name but didn’t find. I felt  
 
disappointed for a while but later on I could console myself thinking that my friend will surely be  
 
successful in the next competition . I know pretty well that you are  very good at drawing &   
 
painting. You can surely outshine others . 
 
My dear Sumit,  remember that failure is the pillar of success; our teacher had once explained its  
 
meaning in the class. Hope you remember it well. I’m sure you have already consoled yourself.   
 
Your quality is yours, no one can snatch it from you. Ok then, get ready for the next competition  
 
opportunities. I wish you best of luck.  
 
Yours affectionately, 
 
Raju 

 



 
Home Practice: Your school hockey team played in the finals of the CBSE 
National Hockey Championship and came second. Write a letter to your 
friend who played  in this final game as member of the  school team.  

 


