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A letter of complaint.















The Writing Strategy of an Informal Thank-You Letter.

1. Write your address and the date in the top right (- hand) corner

2. Start the letter with: Dear + Name,

3. Ask how a person you are writing to is or express your hope she/he is well

How are you? I hope you are well.  Then express your gratitude for the 

received letter. Thanks for your letter.       It was good to hear from you.

4. You are allowed to use short forms (contractions):  It’s, You’re, I’d   and 
colloquial expressions.

5. You finish the letter with:  Love, Lots of love, Best wishes,

6. Then sign it with your name

7. If, after having finished the letter, you want to add something, do it in post 
scriptum. - PS

How to write an Informal Letter.


