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Sample Email - Situational Writing

Subject: Proposed Reading Corner 

Dear Mdm Tan,

I am writing to suggest setting up a reading corner in our school. Recently, Alice 
and I noticed that the library is often full during recess, making it difficult for 
students to find a quiet and comfortable place to read. I believe a reading corner 
would provide students with another suitable place to enjoy reading.

I suggest setting up the reading corner in the vacant space between the library 
and the staircase. It is a convenient location and should be easily accessible to 
students.

I can contribute an old bookshelf that is still in good condition. I can also design 
colourful posters to decorate the reading corner. My schoolmates could 
contribute by donating their pre-loved books and helping to keep the area neat 
and tidy.

To make the reading corner more attractive to students, we could add 
comfortable beanbags and colourful cushions so that students can relax while 
reading.

I hope you will consider my suggestion. Thank you for taking the time to read my 
email.

Yours sincerely,
Ricky





Making Something Better - Model Composition - Continuous Writing

It was a sunny Saturday morning when my class organised a charity event to 
raise money for children in need. My friend, Emily, and I were in charge of a 
bake sale. We set up a colourful stall and arranged muffins, cupcakes and slices 
of cake neatly on the table near the beach.

“Let's try our best to raise as much money as possible!” Emily said cheerfully.

Throughout the morning, many people came to buy our delicious treats. After 
the bake sale, our teacher announced that there would be a short performance 
on a nearby stage.

However, when we walked to the beach, we were shocked by what we saw. 
Some people had left their used lunch boxes and empty plastic bottles scattered 
on the sand. The beautiful beach looked dirty and untidy.

“This is terrible. We cannot just leave it like this,” I said.

Emily nodded. “Let's make it better!”

We put on gloves and began picking up the rubbish. Soon, some of our 
classmates joined us. We separated the rubbish and placed it into the correct 
bins. After a while, the beach looked clean again.

Before leaving, our teacher thanked us. “You have shown that even a small 
group of people can make a big difference.”

I looked at the clean beach and smiled. I realised that making something better 
does not always require a big plan. Sometimes, all it takes is noticing a problem, 
taking action and encouraging others to help.
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