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Introduction

Situational Writing in Paper 1 of the Singapore-Cambridge SEC (O Level) English
examination is a crucial component that tests your ability to communicate purposefully,
adapting both tone and format to suit a specific audience and context. This section
requires you to not only use standard English accurately but also to exhibit awareness of
form, structure, and register. Each text type has its own conventions and expectations,
and mastery comes from familiarity and practice. Below, you’ll find a comprehensive
breakdown of all the formats that may be tested, including detailed explanatory notes
and extended sample texts to illustrate effective responses.

Some of the examples given tinge on the humorous, to the point of being outrageous. It
is in my belief that the sense of fun is integral to the learning of English, and that more
should be done to bring the English language to life, than to expect students to
studiously study the language.

If you find the jokes or attempted humour distasteful, please feel free to delete this e-
book from your collection, and to unsubscribe from my mailing list. There is no coercion
in this — we should only acquire what we need, and not force ourselves to accept things
that we can’t.

The control is in your hands.

In addition, all the samples contained in this e-book are intentionally kept short. This is
to help you acquire a clear overview of how each of the formats should look like. In the
exams, you are expected to write between 250 and 350 words in the Situational Writing
segment. The length that | use in this sample will guarantee a failure.

As in the exams so in life, please use your discretion. What | present here is a guide, and
is hardly considered the real thing. If you need the real thing, drop me an email at
cher@Ileelincher.com.

Mr Lee Lin Cher
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1. INFORMAL LETTER
Format and Features

e Sender’s address at the top right-hand corner
e Date written below the address
e Salutation: "Dear [Name]," (comma after name)

e Friendly, conversational opening (ask after recipient, refer to previous contact, or
set a warm tone)

e Main body: elaborate on purpose, share anecdotes, describe feelings or
experiences; use paragraphs to organise thoughts; integrate personal touches and
opinions

e Closure: a positive or affectionate note, a wish for future contact, or a question to
keep the conversation going

e Signature: e.g. "Yours lovingly," "Best wishes," or simply your first name

Notes: Use contractions, colloquial phrases, and an engaging, sincere tone. Address the
recipient as you would a close friend or family member; humour and personal details
are welcome, but spelling and grammar should remain accurate.
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Sample Text

123 Maple Avenue
Singapore 567890

12 July 2025

Dear Sarah,

How have you been? It feels like ages since we last caught up, and | genuinely miss our
long chats over bubble tea. I’'m writing to share some exciting news—I recently returned
from a school trip to Pulau Ubin, and | can’t wait to tell you all about it! From the
moment we started cycling through winding, muddy trails, | felt like an explorer in my
own backyard. We spotted wild boars (don’t worry, they kept their distance!), and even
tried our hand at fishing from the jetty. | have to confess, my fishing skills are terrible—I
ended up catching nothing but seaweed, much to everyone’s amusement.

What | did catch — though — was a boyfriend. Because of the long duration of time we
spent together, | fell in love with a boy whom | had once said | would never fall in love
with. He is everything | wasn’t looking for. He’s not tall, he’s not slim and he’s definitely
not good-looking. | guess love is really blind.

Anyway, back to the school trip.

In the evenings, we gathered around a small campfire and told stories—there was one
about the German Girl Shrine that sent shivers down my spine! The best part was the
seafood feast: chilli crab, sambal stingray, and the freshest prawns I've ever tasted. |
thought of you then, knowing how much you enjoy seafood. Next time, you're definitely
coming with me!

Let’s plan to meet soon. When are you free? I'd love to swap stories and hear all about
your own adventures. Till then, take care and write back soon!

Yours lovingly,
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2. FORMAL LETTER
Format and Features_

e Sender’s address (top left), date, recipient’s address (left, below date)

e Formal salutation: "Dear Sir/Madam," or recipient’s title and surname if known

e Subject line for clarity (e.g. "Re: Application for Library Use")

e Structured introduction: clearly state purpose of the letter

e Main body: present information in logical paragraphs, each with a clear topic
sentence; provide necessary details and supporting information (dates, times,
reasons, outcomes), maintaining objectivity and politeness

e Formal closure: express thanks or expectation of response

e Signature: "Yours sincerely," (if named recipient) or "Yours faithfully," (if

recipient’s name unknown), followed by your full name and, if relevant,
designation

Notes: Avoid contractions and slang; use business-like, respectful language. Keep
sentences clear and concise, and ensure all relevant information is included.
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123 Maple Avenue
Singapore 567890

12 July 2025

The Principal

Riverview Secondary School
456 Hill Street

Singapore 123456

Dear Sir/Madam,
Re: Request for Use of School Hall for Charity Fundraiser

| am writing on behalf of the Students’ Council to seek permission for the use of the school
hall for a charity fundraising event scheduled on 15 August 2025. This event, “Hearts for
Hope,” aims to support our adopted charity, the Children’s Aid Society. We intend to host
performances, interactive games, and a sale of handmade crafts by students to raise both
funds and awareness.

We anticipate participation from over 300 students and staff. The proposed event will run from
2 pm to 7 pm, with set-up beginning at 11 am. All necessary safety measures, such as crowd
control, food handling, and fire safety, will be strictly observed. In fact, we have utilised all the
operating funds of the school to engage an auxiliary riot police squad to manage the situation
should anything go out of control.

We are also planning to invite parents and the local community, hoping to strengthen the
bonds between school and neighbourhood.

| would be grateful if you could grant us the use of the school hall and provide any additional
guidelines or requirements necessary for organising such an event. If you require further
information, please contact me at 9783 4567 or via email at joanne.lim@rvss.edu.sg.

Thank you for considering our request. | look forward to your favourable reply.

Yours sincerely,

Qoo i

Joanne Lim
President, Students’ Council
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3. INFORMAL EMAIL
Format and Features_

e To, From, Date and Subject lines at the top
e Friendly salutation (e.g. Hi, Hey, or Dear [Name],)
e Opening paragraph: informal greeting, reason for writing

e Main body: details, stories, feelings, questions, and plans—write as if speaking to
a peer

e Closure: a casual, warm sign-off (e.g. See you soon, Cheers)

Signature: first name only

Notes: Use contractions and everyday language, share personal opinions, and include
guestions or comments to keep the conversation two-sided.
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To: rachel.tan@email.com

From: gigi _lee@geemail.com

Date: 5 May 2026

Subject: Movie Night this Saturday?

Hi Rachel,

Hope you’re having a great week! | was just thinking about our last movie marathon—
remember how we couldn’t stop laughing at the bloopers? Anyway, I've got a proposal:
how about catching a movie this Saturday evening? There’s a new action film, “Skyline
Pursuit,” showing at the mall and | hear the reviews are fantastic. | thought we could
grab dinner beforehand—maybe some ramen or your favourite Korean fried chicken?

If you’re keen, I'll book the tickets and send you the showtimes. Feel free to bring
anyone along—James mentioned he’d love to join too. He’s obviously trying to get close
to you.

Oh, and let’s not forget popcorn and ice cream for dessert!

Let me know if you’re free or if you have any other plans. If Saturday doesn’t work, we
can always reschedule for next week. Looking forward to another fun night out
together!

See you soon,

%

Gigi
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4. FORMAL EMAIL
[Format and Features_

e To, From, Date and Subject lines at the top

e Formal salutation: “Dear Sir/Madam,” or recipient’s professional title and
surname

e Opening statement: purpose of the email

e Main body: provide details, context, and supporting information in clear
paragraphs; maintain a professional and concise tone

e Closure: formal sign-off (e.g. Yours faithfully,)

e Signature: full name, with designation or contact information if appropriate

Notes: Maintain a respectful tone, avoid contractions and colloquial expressions, and
ensure clarity and completeness of information.
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To: admissions@university.edu.sg

From: xrq&xjlloveva@coldmail.com

Date: 5 May 2026

Subject: Enquiry Regarding Application Status

Dear Sir/Madam,

| am writing to enquire about the status of my application for the Bachelor of Science
programme at your university. | submitted my completed application, along with all
required supporting documents, on 1 April 2016 via your online portal.

As | have not yet received an acknowledgment or update, | would appreciate it if you
could inform me whether my application has been processed and if any further
documents or actions are required from my end. | am very keen on joining your
esteemed institution, as | believe your curriculum and research opportunities align
perfectly with my academic interests and aspirations.

Please let me know if there is an expected timeline for the release of application
outcomes or if there are any additional steps | should take in the meantime.

Thank you very much for your time and assistance. | look forward to your prompt
response.

Yours faithfully,

Benjamin Lee

Mobile: 9123 4567
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5. INFORMATION REPORT
Format and Features_

e To, From, Date and Subject lines at the top
e Subheadings where appropriate
e Introduction: clearly outline the subject and scope

e Main body: present key facts, data, and statistics, often under thematic
subheadings for clarity

e Conclusion: summarise findings and suggest next steps if needed

Notes: Maintain objectivity; avoid personal opinions; use clear, factual language and
paragraphing.
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To : Mr Tan Koo Niang
Principal
KNN Secondary School

From : Monica Cheng
President
Green Club

Date :5 May 2026

Subject: Report on School’s Recycling Programme

Introduction

This report outlines the implementation and outcomes of the recycling programme
initiated by Greenfield Secondary School in January 2026. The programme’s objective was
to promote environmentally responsible behaviour and reduce waste generation among
students and staff.

Programme Implementation

Recycling bins for paper, plastic, and metal were placed in every classroom and common
area. Educational posters and weekly announcements were used to raise awareness of
correct recycling practices. A student-led Green Committee monitored the bins and
organised monthly competitions to encourage participation.

Results and Findings

Over six months, the volume of recyclable materials collected increased by 40%. Surveys
indicated that 80% of students became more aware of environmental issues, and 65%
reported recycling more often at home. The school also reduced its general waste output
by 15%, resulting in lower waste disposal costs.

Conclusion

The recycling programme has proven effective in changing behaviour and fostering a
culture of environmental responsibility. It is recommended that the programme be
continued, with added incentives and community outreach to further improve
participation rates.
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6. INCIDENT REPORT
Format and Features_

e To, From, Date and Subject lines at the top
e Location, date, time, context and persons involved

e Detailed chronological account of incident, including causes and immediate
effects

e Actions taken, including first aid, notifications, and follow-up

e Declaration of truth

Notes: Be concise and objective; stick to facts; avoid speculation.
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To : Mr Dee See Pleen
Discipline Master
KNN Secondary School

From :Ting Ching Ching
Sec 4X

Date :5 May 2026
Subject: Accident at the School Canteen

On 4 May 2026 (Monday), at approximately 12:15 pm during the lunch break, | was
gueuing up to purchase food from the noodle stall when | saw Mark Tan, a Secondary 2
student, slip on a wet patch near the drink stall. The canteen vendor immediately
assisted him and called for the teacher on duty, Ms Teo. Mark was found to have
sustained a minor bruise on his left arm, and a puncture to his liver. First aid was
administered promptly at the General Office, and his parents were notified.

Upon inspection, it was discovered that a drink — vodka to be specific — had been
accidentally spilled and not mopped up in time. Cautionary signs were absent from the
area. The janitorial staff were reminded by Ms Teo to monitor the canteen more closely,
especially during peak hours. In addition, warning signs were immediately placed near
all drink stalls after the incident happened.

This is all | know about the incident.

Ching Chirg
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7. PROPOSAL
Format and Features_

e To, From, Date and Subject lines at the top
e Introduction: state the objective and rationale

e Main body: outline details such as activities, methods, timelines, and potential
challenges; justify the need and anticipated benefits

e Conclusion or recommendation, often with a formal call to action

Notes: Adopt a clear, logical structure and persuasive tone; use formal language;
provide evidence or examples where possible.
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To : Ms Ingrish Age Ody
Head of Department, English Language
KNN Secondary School

From :Tak Chey Kia
Sec 4X

Date :5 May 2026

Subject: Proposal for a School Reading Week

This proposal seeks approval for the organisation of a School Reading Week in
September 2026. The main objective is to foster a love for reading and improve literacy
among students of all levels.

Details and Rationale

The week-long event will feature daily reading sessions in the library before classes,
lunchtime book discussions, and author talks. A book fair will run alongside, offering
discounted titles and encouraging students to build their own collections. Prizes will be
awarded to classes with the highest participation rate.

To ensure inclusivity, book selections will cover various genres and languages, catering
to diverse interests. Teachers will also incorporate reading-related activities into lessons,
and a “Share-a-Hantu-Story” assembly will provide students an opportunity to present
their favourite horror books.

Expected Outcomes and Conclusion

By promoting reading through a multifaceted approach, we anticipate higher library
borrowing rates, improved reading comprehension, and increased student enthusiasm
toward literature. It is strongly recommended that the School Reading Week be
included in the annual school calendar and supported with the necessary resources.

ok Chey )i
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8. SPEECH
Format and Features.

e Greeting and addressing the audience
e Introduction: state the topic and purpose
e Main body: present key points with elaboration, anecdotes, or examples

e Conclusion: summarise, inspire, and thank the audience

Notes: Use engaging language, rhetorical devices (questions, repetition, contrasts), and
direct address (“you”). Memorability and a clear message are important.

18

LEE LIN CHER -




Good morning, respected principal, teachers, and fellow students,

| am Hao Ren from Sec 4X and today, | stand before you to share my thoughts on the
importance of kindness in our school. Kindness, though simple, has a ripple effect that
transforms lives. Imagine a school where everyone greets each other with a smile, offers
help without being asked, and chooses words that heal rather than hurt. Such a place
fosters not only academic excellence but also emotional well-being.

| recall a time when | struggled with a group project and felt overwhelmed. It was a
classmate's small gesture—a word of encouragement and an offer to help—that lifted
my spirits and gave me the confidence to persevere. That act of kindness didn’t just
help me; it inspired me to pay it forward.

In fact, this act of kindness was so instrumental that Abbey — the girl who gave me the
word of encouragement — has become my girlfriend.

Kindness can be as simple as listening to someone who needs to talk, picking up litter,
or including others in our activities. Each of us has the power to make our school a more
caring environment. As the saying goes, “In a world where you can be anything, be
kind.” And you might get a boy or girlfriend, like me.

Let us work together to cultivate a culture where kindness is not the exception but the
norm. Thank you.

19
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9. ARTICLE
[Format and Features_

e (Catchy title and optional byline
e Date
e Introduction: hook readers with a surprising fact, question, or anecdote

e Body: develop key ideas with evidence, examples, or personal observations; use
engaging and varied language

e Conclusion: summarise and call readers to action

Notes: Articles should be informative, lively, and tailored to a broad audience, such as
students or the public.
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The Rise of Eco-Friendly Habits in Schools
By Amanda Lee
5 May 2026

Did you know that the average Singaporean school throws away hundreds of kilograms
of waste every month? Fortunately, more students are choosing eco-friendly habits that
help change this statistic for the better.

Reusable water bottles, metal straws, and recycling drives are becoming part of school
life. Green Clubs lead by example, running campaigns to reduce single-use plastics and
encouraging peers to bring their own lunchboxes. Students are also learning about
sustainability through workshops and hands-on projects, such as building compost bins
and planting vegetable gardens.

These habits go beyond the classroom. Many students have started to influence their
families by teaching them how to separate recyclables or adopt energy-saving practices
at home. As small steps accumulate, the impact grows—not just in our school, but
across the community.

Let’s keep this momentum going. Start today by bringing your own bag, joining the next
recycling campaign, or simply reminding your friends to turn off the lights. Together, we
can make a greener future a reality.

21
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10. BROCHURE
Format and Features

e (Catchy headline, subheadings, and bullet points
e Divide information into easily readable sections
¢ Include benefits, steps to participate, and contact information

e Persuasive, concise, and visually appealing content

Notes: Use positive language and highlight the advantages of joining or participating.
The design should encourage quick scanning and easy reference.

22
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Join the Art Club Today!
Unleash Your Creativity

e Express yourself through painting, drawing, and sculpture
e Participate in fun workshops led by professional artists
e Showcase your talents at school exhibitions

Why Join?

e Develop your artistic skills in a friendly, supportive environment
e Make new friends who share your passion for the arts

e Enjoy exciting excursions to galleries and art fairs

e Take part in competitions and win attractive prizes

How to Join?

e Sign up at the General Office before 31 August
e Contact Ms Tan for more information at artclub@school.sg

Don’t miss out on this opportunity to let your imagination soar! The Art Club welcomes
everyone, regardless of experience.

23
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11. FLYER
[Format and Features_

e Eye-catching title and brief, impactful content
e Bullet points or very short sentences
¢ |[nclude date, time, location, and contact details

e C(lear call-to-action

Notes: Flyers are meant for quick reading and impact. Prioritise clarity and urgency, and
make sure the design stands out.

24
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Volunteers Needed!

Be part of our Community Clean-Up!
Date: 25 July 2026
Time: 8am—12 pm
Location: Peeshan Park (meet at Pavilion C)

e Earn VIA hours for your participation
e Help us make Peeshan Park a cleaner, greener space for everyone
e Meet new friends and take part in a meaningful cause

e All volunteers receive refreshments and a certificate of appreciation printed on
cheap paper

Sign up now at green@community.sg

Make a difference—your help matters!

25
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CONCLUSION

Becoming adept at Situational Writing involves understanding the conventions of each
format and practising writing under timed conditions. Always tailor your response to the
purpose, audience, and context specified in the question, and remember to use
appropriate tone and register. Use this guide and model samples only as a reference
and inspiration as you prepare for your examination.

Good luck! You will need lots of it.
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