






Sample Email: Situational Writing

Subject: Community Project - Fold a crane. Bring a smile.

Dear Miss Hanisah,
My classmates and I would like to propose our class community service project,
'Fold a crane. Bring a smile'.

For this project, our class will fold 1000 paper cranes to bring joy to the patients 
at Greyway Hospital. We hope that these colourful cranes will cheer them up 
and let them know that our community cares for them.

To carry out this project, we will need the following art materials:

recycled coloured paper
nylon string to hang the paper cranes

We hope to get the materials by 10 July so that we will have enough time to fold
the cranes.

Through this project, our class can learn the value of compassion. We will learn 
to empathise with the patients and understand the importance of caring for 
others in our community by doing our part to bring them happiness.

We hope you will support our proposal. Thank you.

Yours sincerely, Vincent





Learning to Respect Others - Model Composition - Continuous Writing

It was a sunny Saturday afternoon when Daniel invited his friend, Ryan, over to 
his flat. They were excited to play games together. Daniel switched on his 
loudspeaker and turned the volume up very high. Soon, loud music was blaring 
throughout the flat.

“Daniel, could you turn the music down?” Ryan asked politely.

“Relax! It’s not that loud,” Daniel replied, ignoring him.

A few minutes later, Daniel started waving his arms while dancing. 
Unfortunately, he knocked Ryan’s mobile phone off the table. It fell onto the 
floor with a loud crack. The screen was badly damaged.

“You broke my phone!” Ryan shouted angrily.

Daniel froze. “It was an accident,” he said.

Ryan clenched his fist and stepped towards Daniel. “You never care about 
other people!”

Daniel became nervous and did not know what to do. Just then, Daniel’s mother 
entered the room. She looked at the two boys and immediately understood 
what had happened.

“Daniel, you should have listened when Ryan asked you to lower the volume. 
You must respect other people and their belongings,” she said firmly.

Daniel lowered his head. “I’m sorry, Ryan. I should have listened to you. I will 
be more careful with your belongings in future.”

Ryan took a deep breath and relaxed. “I accept your apology, but please be 
more considerate next time.”

Daniel agreed. He turned down the music and offered to help pay for the 
damaged phone. From that day onwards, he learnt that respecting others 
meant listening to them, considering their feelings and taking care of their 
belongings.
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