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AN INFORMAL ADVICE LETTER - SAMPLE 
  Write your address without name  

 
Write the date  

19, Baker Street  
Brighton, SWR20  
6 May, 2014 

Address the person 
with first name  

 Dear Sam,  
a)............................ I'm sorry to hear that your parents 
want you to study something you aren't interested in. I can 
see from the tone of your last letter. You were so, 
especially because the matter has to do with your higher 
studies and future career. You asked me for advice and 
here are a few things I think may help you.  
b).......................... I'm sure your parents only want what's 
good for you, but they may be wrong about what your real 
interests are. So, it would be a good idea to sit together 
and discuss the matter frankly with them. Listen to their 
arguments and make them listen to yours. I'm optimistic 
they'd understand your situation eventually.  
c)............................ have you thought of consulting your 
teachers and other experienced professionals? These 
people are more qualified to give you advice. They may 
be able to give you a clearer idea about the options 
available to you. You might even find out that your 
parents' suggestion actually makes sense. Who knows? 
You can also check blogs and forums; there's plenty of 
information about orientation on the net.  
d)............................ if things come to a dead end, I think 
you should be the one to have the final word. You said it 
yourself; you're old enough to make your own decisions 
and assume responsibility, aren't you? It's your life after 
all and you're the only person to bear the consequences of 
your decision. Just don't rush things out Take your time 
and consider the options before you make up your mind. 
I'm positive you'll make the right decision in the end.  
e)............................ I have to stop now as I have some 
errands to run. I hope everything will turn out just fine for 
you. Write back and let me know what happens.  
f)..........................,  
Andrew,  

 
Express sympathy 
and say you’re 
ready to help 

 
Give the 1st piece 
of advice and 
explain the results 

 

Give the 2nd piece 
of advice and 
explain the results 

 

Give the 3rd piece 
of advice and 
explain the results 

 

Give the person 
some hope & ask 
to be informed how 
things end 

 

Close your letter 
with: Regards, 
Best wishes, With 
love,…+ your first 
name 

 
 
 

 

 PS. Give my best regards to your parents. 
 

 Use the Post Script section 
to say something you forgot 
to mention earlier 
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AN INFORMAL ADVICE LETTER 

1. Read the following example writing task and underline the key words.  
◙ This is part of a letter you got from Sam, a pen-friend of yours.  

… I know they're my parents, but they can't make me study what I don't want. 
I'm old enough to make decisions about my own future. I don't want to go to Medical 
College; I’ve always wanted to be a lawyer.  

I'm lost and I really don't know what to do. I need your help badly. Please give 
me some advice… 

◙ Write a reply to Sam and give him some advice on how to deal with the situation. Support 
your suggestions with good arguments.  

2. Read this example letter written by Andrew, studying the tips in the margins.  
3. Read the letter again and answer these questions.  
a) What is the purpose of the letter? 

_________________________________________________________________ 
b) What did Sam ask Andrew to do in his last letter? 

_________________________________________________________________ 
c) What is Sam's problem? 

_________________________________________________________________ 
d) What three pieces of advice does Andrew give Sam? 

_________________________________________________________________ 
e) What does Andrew ask Sam to do at the very end? 

_________________________________________________________________ 
4. Put in each gap in the letter with an appropriate word from the list.  

Also - Well - Yours - Anyway - First - Finally 

5. The following are extracts from informal letters giving advice. Are they beginnings (B) 
or endings (E)?  

 a) Don't worry too much about it. I'm sure things will turn out just fine.  
 b) I think I have a few ideas that may help you.  
 c) I can imagine how you feel and I really sympathize with you.  
 d) Please write back soon and let me know how things turn out.  
 e) I hope the suggestions above will be of some help to you.  
 f) I’d be happy to give you the advice you asked for.  
6. Read the following writing task and underline the key words.  

Topic Plan 
Your friend has moved to a new school and finds 
it difficult to integrate. He/She wrote you a letter 
asking what he/she should do to make things 
better.  
Write a letter in reply, giving your friend advice 
on how to deal with the situation.  
 

Introduction:  
Parag. l: express sympathy & say you can  
Main body:  
Parag. 2, 3, 4: give advice & explain the results:  
Conclusion:  
Parag. 5: offer encouragement & ask to write 
back" 

7. Use the tips and the plan above, and then write your composition.  
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An informal letter giving advice 

3. 

a. To give advice to a friend.  
b. Sam asked Andrew to advise him on what to do about his problem with his parents.  
c. His parents want him to study a subject he doesn't like.  
d. To discuss the problem with his parents, to consult teachers and professionals and to 

make his own decision.  
e. To give his best regards to his parents. 

4. 

a. Well  
b. First  
c. Also  
d. Finally  
e. Anyway  
f. Yours 

5. 

a. E 
b. B 
c. B 
d. E 
e. E 
f. B 

  




