
  

 
 

 
 
 
 
 
 
 
 
 
 

  

How do I write an informal letter? 

Here are some reminders about how to write an informal letter.  Like 

diaries, letters are also historical primary sources of.  They include 

thoughts and feelings and the reader is drawn into the author’s 

experiences through their description of the key events which they are 

describing.   

When you write a letter from a character’s point of view, remember to 

include details which describe what they have seen in order to paint a 

picture for the reader, what experiences they had and how they felt about 

them. You should be very particular about the details you choose to 

include.   

Think about what events and experiences you are describing carefully – 

they do not have to be in the order they occurred but they need to make 

sense.  Forming paragraphs around a theme (for example the different 

buildings discovered on the Mayan site, the artefacts discovered, evidence 

of how Mayans lived) is a very good way of ensuring that each event or 

item is described carefully. 

If you are writing to a friend, an informal, ‘chatty’ style sounds more 

natural than formal language. 

Remember 

 To include thoughts and feelings 

 To use informal language 

 To use punctuation effectively to make your writing clear for the 

reader but remember to use informal punctuation 

 To include adjectives, adverbs and prepositional phrases to 

describe what you have seen – paint a picture for the reader 

 Use a mixture of different sentence types and lengths to help 

engage the reader 

 Use a lively, chatty style to keep the reader interested and reveal 

information about you felt and what you saw 

 Only write about key events as this is a type of recount 
 

Informal language reminder 

Some phrases you might use are: 

- At the moment, I’m… 

- If I am completely honest… 

- I felt so excited 

- You’ll never guess/believe this 

- The thing is… 

- It was as if… 

- At one point 

- I didn’t expect to find/to see/that 

Features might include: 

- Dashes (The building – a Mayan house – was in a clearing) 

- Elipses (I’d better not say what happened next…) 

- Contractions (can’t, shouldn’t, won’t, didn’t, haven’t) 

- Idioms (let the cat out of the bag, piece of cake etc.) 

- Rhetorical questions (You’ll never guess what happened?) 
 

Letter Writing 

Help Sheet 

Have you included: 



 
 

 

Is the title included?  Is there an 

introduction? 

Does the text tell you what equipment, 

resources or ingredients you need? 

Are numbers/ bullets used? (1, 2, 3, 4…) 

Are conjunctions, prepositions and 

adverbs used to show time, place and 

cause? (Then, after that, carefully, 

behind, next to…) 

Have imperative verbs been used? (Cut, 

press, mix, pour…) 

Lots of detail included? 

Steps in chronological order? 

Does it include a labelled diagram or 

drawings? 

Does it include hints and tips or 

warnings? 

REMEMBER: not to use you or your in 

the actual instructions.  You can in your 

introduction or hints and tips. 

Instruction Writing 

Help Sheet 

Have a look at this: How to write clear instructions 

https://www.bbc.co.uk/teach/class-clips-video/english-ks1-ks2-how-to-write-instructions/zrvtscw

