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English Notes – Paper 1                                                                                                                 (Hard Copy) 

Composition Reflections One                                                                                                                                       

Useful Composition Phrases 

2007/1 – If you were drawing a set of school rules for a new school what 

would they be? Explain which of these you think are the most important. 

1.   A school is one of the fundamental building blocks which “man can effectively 

pass on his knowledge.” 

2.   “As time progressed, schools have become far more rigid” 

3.   “Studies have found that a large number of teenagers in America are not even able…” 

4.   It would instinctively create a thought in them that… 

5.   “A person is always happy when he or she is doing what he or she likes” 

6.   For instance if a student… (For example) 

7.   This would make a…. healthy whilst at the same time promoting… 

8.   ..that books cannot do. 

9.   “the students are made to feel at the bottom of the ladder” 

10. “students would occupy almost equal status as their educators” 

11. This would create an environment where there is  

mutual trust, acceptance & respect between the…. 

12. “However should this environment be depredated, then the culprit will face most 

severe punishment indeed” 

13. Alas, these are 

14. Motivate my students to “think beyond the superficial boundaries which bind them 

and shackle their creativity.” 
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people live longer than before. What problems does this 

present and how can these problems be dealt with? 

1. Today, people live longer than before as a result of better nutrition & better 

healthcare. 

2.   In many developed countries, including Spore, it is becoming the norm that people… 

3.   This increase in longevity is a positive development, but at the same time, it brings 

challenges & problems that have to be faced. 

4.   One of the major problems is the health of… 

5.   One of the key issues is whether they will…   or will they… 

6.   When the elderly develop major health…, 

7.   It will be a strain, both emotionally & financially, on other family members who are… 

8.   There needs to be more… specialised in geriatric medicine, a branch of medicine… 

9.   “They also feel that retirement leaves an empty void in their lives”,  

10. And they do not know how to fill up their days productively. 

11. Depression is quite a common problem amongst seniors. 

12. The family plays a big role in providing companionship & love… 

13. “When people find out that others have the same problem as they do, they feel less 

helpless and can share solutions.” 

14. It is a fact that seniors do face discrimination in their job search due to their age. 

15. Another problem is how to ensure… 

16. To achieve this, …  
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What do you think secondary schools can do to ensure the health, 

well being and safety of their students? 

1. Schools are places where we learn not only to be good students, but also to be 

better individuals. 

2.   We spent a great amount of time in school each week.  

3.   As such, it is very important to establish an environment conducive to the… 

4.   Firstly, it is important for the … to establish a … 

5.   A clean school not only contributes to student’s physical health, but also to student’s 

mental health. 

6.   When we are in a clean, neat environment,…. Are better able to absorb… 

7.   “A student’s day is hectic with its schedule of classes.” 

8.   But there are… 

9.   Schools should provide places… 

10. Students can find “some peace & quiet amidst all the bustle of schools.” 

11. Some examples of this are…,   … perhaps with… 

12. as state of being healthy & happy. 

13. Apart from a clean environment, a pleasing environment also plays a… in ensuring… 

14. Plants and flowers brighten up an environment. 

15. At the same time looking at the greenery is very soothing.

16. Many schools have recognized this fact, and make great efforts in… 

17. “Also important is the…” 

18. This will reduce stress and unhappiness and aid in improving overall well being.. 

19. Students who are in good relationships with the staff will be able to put their best in.. 

20. The condition of the school canteen also plays an important role in ensuring… 

21. As a place where food is served and eaten, a high standard of hygiene need to be… 

22. “Courtesy always adds a positive note to interaction among people.” 

23. Thus, the school staff… 

24. Many of us would have heard of… 

25. As shown above, there is much that can be done

and safety of students in secondary schools. 

26. But the responsibility is shared jointly by the staff and as well as the students. 
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2005/4  Choosing a career is one of the most important decisions to be made 

in life. What factors will affect your choice? 

inevitably

simplistic

postulates 

strata

Ultimately prospects

 tandem
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1.   Marriage can be defined as a legally and spiritually accepted relationship between… 

2.   It is also the social institution that is central to the raising and nurture of children. 

3.   … Why has marriage never gone “out of style” despite the many changes in lifestyles?

4.   One of the reasons is that marriage fulfills… 

5.   In our childhood, we belong to a unit consisting of… 

6.   As we become adults, we desire to... 

7.   Today, most people want to marry the person they… 

8.   Therefore, marriage is also seen as the... 

9.   Thus, today, it is recognized that before a person…,  

10. He or she should be prepared for the reality and challenges they will encounter. 

11. One may ask: for all the hard work that a person puts into a marriage, what are the 

rewards? The answer is many.

12. Studies have shown that… 

13. One of the reasons for this is that spouses… 

14. Studies have also shown that married couples… 

15. This is because… 

16. While the many benefits of marriage are acknowledged, the decision to marry or to 

be single is a choice that an individual has to make for himself. 

17. If he or she …, then … 

18. “The couple who embark on the journey of marriage will find it to be a fulfilling and 

exciting journey with many challenges and joys along the way.” 
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is said that school uniforms give students a sense of identity and 

encourages good discipline, Do you agree? 

1.  School uniforms – love it or hate it, they are something all students in 

Singapore have to live with.  

Ostensibly notion

Fundamentally

refute

ambivalent
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2 go out to work when both their children are 

very young? 

1. “Ever since the beginning of the human race, men went out to bring back food  

2.   for their wives & children while women stayed at home to take care of their children.” 

3.   Nowadays, it has becoming increasing common… 

4.   Personally, I feel that the ones who should raise a child from birth and be there 

when he takes his 1
st

 steps, should be his parents. 

5.   “The way a child is brought up is what  the child into the type of person he 

becomes later on in life.” 

6.   If both parents go out to work...,  

7.   There is no way of ensuringthat the children learn proper values or behavior. 

8.   Childcare centres may boast about their many… 

9.   But they may not be able to provide things that can only be obtained from home  

10. Such as “tender loving care”

11. With so many kids to attend to,  

12. … Definitely not be able to provide ample attention to every single child. 

13. Another factor to be considered on whether… possibility of abuse.. 

14. “There have been numerous cases of” child abuse by … 

15. Just recently, a maid suffering from stress… 

16. Both died. << 

17. This is the kind of incident that I feel would be prevented if a  

child’s  loving  parents look  after the child. 

18. It can be very stressful to look after young children day after day and be woken up in 

the middle of the night to the sound of a child crying. 

19. Thus, some parents would prefer to… 

20. In conclusion, I feel that it is worth the stress to be able to be in control of what is

going on in your child’s 1
st

 few years.  

21. This allows you to help shape his character and ensure that no harm come to him. 

==END OF PART 1== 
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Statement to Principal, Explaining the incident

Tasks:

1.  Why I am out of school during lessons?

2.  Who was the man 

3.  What was I talking about? 

4.  What are the papers I exchanged? 

5.  Why my wallet got so much money? 

1.  Written Statements

2.  At midday on Wednesday, I was seen outside school in school uniform. 

3. On that day, Mrs Sia, my science teacher was absent from school.

4.  I decided that it would not be of any harm to leave the school since Science was the 

last lesson for the day. 

5.  When I stepped out of school, I saw “…”, who is a … of my father. 

6.  He had intended to … to get exam papers for his daughter who is studying in… 

7.  I then passed the “2007 Elem….” Of … school to him. 

8.  <…free evaluation..> 

9.  “This agitated Mr Tan” because he had… 

10. Mr Tan then argued that the… 

11. He finally agreed and paid me…

12. This explains the argument & the exchange of papers. <<

13. After that, …… 

14. The next moment, I saw someone approaching.

15. He was rather short & stout & he held a black briefcase in his left hand. 

16. From a distance of … to … metres away,

17. He seemed to resemble my principal. 

18. “Without a second thought, I fled.” 

19. “In my haste, I dropped my wallet” 
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Informal: Reply Letter to a friend who switched school

Tasks:

1.   Tell him about a friend in the class 

2.   A favourite teacher 

3.   Recent sports results 

4.   Changes in school canteen 

5.   Unusual, difficult, or funny happenings. 

1.   “Hi there! How are you?  All of us are fine,” 

2.   In fact, I’m doing very well, 

3.   “My results are better than expected & life is good.” 

4.   I heard that you have settled in quite well in your new school. 

5.   “That is good.” 

6.   “I hope that things will continue to get better.” 

7.   It has only been 2 months since you left but 

8.   “nothing has remained the same” 

9.   The most change  has most definitely been to “….” 

10. Yup, the nerdy weirdo…or so he used to be. 

11. Well here is what happened. 

12. A few weeks after you left, <process> 

13. … “Mr Tan tried to stop but to no avail” <Link to the favourite teacher> 

14. “I think that is enough bad news. Now, for the good news.”

15. <Link to sportsrelated good news> 

16. Another major event is that since exams are over, 

17. There has been a table in the canteen called “…” 

18. Which is run by the … club. 

19. “…, the whole canteen roared with laughter.” 

20. “James did not get offended which is lucky” 

21.  Because you know how he is when he gets angry. 

22. Well that is all for now. Keep the letters coming. Bye! 
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Leaflet (Brochure):

Guide & Timetable of events for New parents during open day

Tasks:

1.   Include what can be seen in: 

2.   The hall, welcomed by principal 

3.   Classrooms… special displays 

4.   Science laboratories 

5.   Practical areas: Workshops, science rooms, music rooms 

6.   Outdoor events 

1. An Introduction (9.00 a.m.)

2.   Welcome, parents to …’s 12
th 
annual open day.

3.   We are greatly honoured by your presence here today & 

4.   Sincerely hope that today will be of great benefit to you. 

5.   We have specially arranged the activities today 

6.   To give you an accurate picture of what life in this sch is about. 

7.   “In the little time we have with you, we hope to provide you with an insight into 

the curricula programs & activities 

8.   Which have tailored to bring maximum benefit to our… by our experienced &

dedicated…

9.  Welcoming Speech

10. At 8 a.m., there will be a welcoming speech by the..., Mrs Tan Lay Hong at the hall. 

11. It’ll be a short speech to welcome you into our “…” family 

12. And is also the time when you can… <pose Q to> 

13. After that, please head towards the… to… “The students themselves”.. <Info> 

14. “Marvel at the creativity & talent” of the ... 

15. As they explain their wonderful & innovative creations to you. 

16. Tour of Science Laboratories & Practical areas (9.00 a.m.)



16www.OAlevel.co.cc

English Notes – Paper 1 – Functional Writing            (Hard Copy) 

1999 Reflection 

17. You may then proceed to our “fullyequipped” science laboratories. 

18. Here you can see the “excellent facilities”… 

19. Attend to the needs of our budding scientists. 

20. Feel free to view our collection… 

21. “Next, please head towards the” … areas such as… 

22. “Specialised areas to  cater to the varying interests of the…” 

23. “Whatever field they are interested in, they will be able to pursue it here, in a 

conducive environment” 

24. Next are the outdoor events. 

25. The outdoor events are organized by the many CCA(……) in the school 

26. In “…”, we want all our students to receive an allrounded education. 

27. Through their respective CCAs. 

28. The students gain invaluable experiences & values that will help them in life. 

29. Grand Finale (12 Noon)

30. The “…” will be a …  by the school’s … 

31. We hope that you will enjoy yourself & gain necessary information to help you 

seriously consider “….” Your choice. 

32. “We look forward to welcoming your” … to be part of our school. 

33. “Thank you for taking time off to be here with us.” 
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School Magazine Article: The Mystery of the Red Box

( Me sit near window in school library, saw a car drove into entrance, 2 men inside, One gets out &

enter with a red box. Shortly, I heard a loud conversation followed by laughter. 2 students & men get 

into car & drove off.) 

Tasks:

1.   Who in the car? 

2.   What’s in the box? 

3.   What’s the conversation about? 

4.   Why they laugh? 

5.   Why student leave school? 

1.   I was sitting in the … some time ago when I witnessed a peculiar incident. 

2.   One of the people involved is an acquaintance of mine. 

3.   After calling him up & talking to him, I managed to find out what it was all about. 

4.   This was what happened. << 

5.   As I was looking out of the windows, a car… … … < The Q process> 

6.   “My view was blocked” but I overheard a conversation afterwards between… 

7.   One of whom was my acquaintance.

8.   They were speaking about an ‘operation’ which they are going to undertake. 

9.   The ‘operation’, as later I found out was actually an April Fool’s prank. 

10. “Probably at the thought of how their prank was going to turn out.” 

11. “What was in the box?”

12. Well, it was actually full of cockroaches meant for a teacher they all loathed.

13. “What better time to do it than on April Fool’s Day.” 
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Informal: Letter to hospitalized relative (Minor operation) 

Tasks:

1.   Say how sorry I am 

2.   Ask him about his wellbeing 

3.   Tell him some lighthearted news from home 

4.   Suggest homecoming party 

5.   Say I’m visiting him. 

1.   Dear Bob, 

2.   “Hi there, my most cool and happening cousin.” 

3.   I heard the bad news about your upcoming… 

4.   “I’m really sorry to hear it, & it must be tough for you.” 

5.   I hope that you’re healthy & in good spirits.

6.   Don’t worry, I know you’ll get over this & come out better than ever. 

7.   Yesterday, my cat…< happy home news!>

8.   Actually, it was kind of funny for she was angry & 

9.   At the same time… You know how much she loves the cat. 

10. It has been boring without you around for so long & I miss you. 

11. When you are finally back, maybe we can have a…! 

12.That’ll be great, huh?

13. We can invite all our… You will probably get a lot of presents too. 

14. You just relax there & leave all the planning to me. 

15. “This letter is getting long.” << 

16. It would be better if I go and meet you in person, den we can talk properly. 

17. I promise I will come over in 2 days time, after sch. 

18. Till den, take care. 
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Thank You letter to Business man for giving large sum of money to my club

Tasks:

1.   Thank him 

2.   Tell him what improvements have been made 

3.   What sports equipment was bought 

4.   Explain why money is spent in this way 

5.   Invite him to come & see the new facilities 

1.   Dear Sir, 

2.   I am Lee Hong Rui, a senior member of the “…”. 

3.   “On behalf of the executive committee of my club, & all club members,” 

4.   “I would like to thank you sir, for your generous & valuable contribution” to the club.

5.   Your generous donation has gone a long way in improving the leisure facilities. 

6.   The club has an excellent… & … room, which has been a source of pride for us. 

7.   However, with increasing …, the… provided have become inadequate to serve our 

needs 

8.   Part of your contribution has been used to renovate… & a new … has also been 

installed to complement the existing… 

9.   Our gym too has been improved by adding… & more advanced… to better serve… 

10. The gym has been an important part of our …, not only in maintaining ..fitness, 

11. But also for rehabilitation from … injuries. 

12. Our club is actively involved in many … like … & … injuries are common. 

13. As such, we have decided that upgrading our … is a worthwhile investment. 

14. Another major contribution your funding has made possible is the purchasing of… 

15. We are very happy that the team has benefited from your generosity, 

16. & assure you that it will “spur the team to greater heights” 

17. “Sir, we are extremely pleased & grateful to you for your sincere support of our.... 

18. Your support has ensured that the … continues to serve its members to the best of 

its ability. 

19. “It would be great honour & would give us great pleasure”   if you would be willing

to accept our humble invitation to visit our …   to observe for yourself what a 

difference you have made. 

20. “Once again, I would like to extend the deepest of gratitude to you” for your 

donation to the “…”
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Letter of invitation to guest for a charity concert, sports event

( I am organizer of event, to raise money for charity)

Tasks:

1.   Tell him was type of event 

2.   When & where it’ll take place 

3.   What I want him to do 

4.   Other arrangements made 

5.   Why is money needed 

1.   INVITATION TO TAKE PART IN CHARITY HOUSE’S FUNDRAISING MINI WALKATHON 

2003 

2.   On 14 December 2003, … would be holding its annual fundraising event. 

3.   This year, we are proud to invite you to take part in our very first… 

4.   All proceeds from the event will go towards the expense incurred by… 

5.   … is a home for underprivileged & orphaned … 

6.   It is run entirely by volunteers & funded by charity. 

7.   The money we raise goes solely towards… 

8.   paying for their upkeep Clothing, food & utility bills. 

9.   … currently houses 110 … , compared to 80 last year, the number is growing. 

10. As such, we require increased funding to accommodate them. 

11. “We are also looking into improving our facilities so as to provide a more conducive 

environment for the …” 

12. “These children have limited choices available for them, & we hope to provide for 

those we can to the best of our capabilities. 

13. We are very excited about our latest fundraising project called the “…” 

14. The “…” will be held at …, & will kick off at 1000hrs. 

15. The distance is only… 

16. And the event will last till 1500hrs, inclusive of the lucky draw & other activities at 

the end of the… 

17. This event is open for … as well as… 

18. One of the main sponsors is “…”, currently the top tabloid, 

19. And “thus we expect extensive media exposure for the project.” 

20. “You sir, are invited to sound the official blowhorn to kickstart the walkathon. 

21. Thereafter, you may wish to join... , or … 

22. You time would go a long way towards helping us achieve our aim of 

23. Garnering funds for the sake of the... members 

24. “I await your favourable reply. Thank you for your time” 
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Informal Letter to uncle, highlighting my preferred choice

(I am his nephew, given 2 choices)

Tasks:

1.   Thank him for his kind offer 

2.   My preferred school 

3.   My reasons of choice 

4.   Let him know what make me happy 

5.   Make him feel at ease of my safety 

1.   Dear uncle Ali, 

2.   How are you and Aunt Siti in England? 

3.   I just received your letter & I want to thank you so much for offering to pay for… 

4.   I am immensely grateful and I am very excited about it! 

5.   I have been thinking of signing…   before… 

6.   After going through carefully the … of the…  You sent together with your letter, 

7.   I have decided that I would really like to … instead of… . 

8.   The main reason for this is that I do not really like 

9.   “crammed urban conditions” & I know that …, being the capital of… would be just 

that 

10. “Furthermore, you know how much” I love nature & beautiful … scenery 

11. Living by the sea with… “sounds very appealing” to me 

12. Being away from my family for 6 weeks would surely cause me to miss them a lot. 

13. As such, I feel that it would be better… rather than … 

14. This is also less taxing on you. 

15. You know how I have always been interested in the … & their culture & 

16. “I am so excited” to finally be given the opportunity to interact… when I enter… 

17. I realize your concern about my safety as I travel alone to… from... and also during… 

18. “I assure you,” I have… many times “& I will be just fine” 

19. I trust that the family I am going to stay with…  & that they can be relied on to 

ensure my wellbeing.

20. “It has always been my dream to learn…   from…” 

21. And I am truly overjoyed receiving this … from you 

22. Equipped with better command of the English language, 

23. “I am certain that I will have a brighter future due to… 

24. Once again, thank you so much, dearest uncle, 

25. For going all out for me & taking an interest in my future. 

26. Send my love to Aunt Siti. 
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English Notes – Paper 1 – Functional Writing                     (Hard Copy) 

2004 Reflection 

27. See you in December. 
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Speech, Explaining to classmates the preferred holiday course

(I am a student, discussing with classmates)

Required Tasks:

1.   Speech to explain the course I prefer 

2.   Reasons for choice

3.   Persuade them to support me 

4.   Convince that my choice is Best 

1.   Good afternoon to my fellow classmates 

2.   As all of you know by now, our school will be holding… 

3.   Though some of us may have preference on what course we would like to have, 

4.   I am sure that most of us are still undecided & are leaving your options open. 

5.   Personally, I am most inclined to having a course on… 

6.   Most of you would question the relevance of a course on… for teenagers such as… 

7.   “I strongly believe that such knowledge would serve us well in the long run.” 

8.   < Many people only started to… 

9.   & regret not having  “sound financial knowledge beforehand” > 

10. It is a wellknown fact that … 

11. Learning how to… does not mean we will necessarily be…

12. However, it means that we at least need not worry about… 

13. Hopefully, we would <future benefits>

14. “I hope that all of you are convinced of the importance of managing our finance, 

as it is something we certainly have to do when we grow up.” 

15. “Please,   vouch for a course on …   for our own future”



24www.OAlevel.co.cc

Report to Principal, Suggesting Best way to help prisch...

(I am chairman of a committee of students)

Required tasks:

1.   Write report, giving reasons choice. 

2.   Why I think it’s the most successful way to help.. Settle happily? 

3.   Suggest how project can be organized. 

1.   “After much debate and analysis,” 

2.   our committee has reached a unanimous decision that 

3.   the most successful way to assist… to assimilate into … is to organize an Open… 

4.   This … can be planned in such a way as to be able to 

5.    accomplish all our objectives in the fastest & most effective manner. 

6.   Two main factors which had to be evaluated were firstly, 

7.  the impact of our… to…,  and secondly, the impact of our…  on… 

8.   With regards to the 1
st 
factor, an Open house is the perfect avenue for us to allow… 

9.   Get accustomed to the general feel and culture of our sch. 

10. As it will be held in the sch compound, and facilitated by current students & staff.

11. This will give them & their parents the chance to directly interact with… 

12. “Thus adding a human touch to the proceedings.” 

13. Students will lead…  to diff stations… 

14. Each station will have informative mini exhibition boards & 

15. Teachers will be present to explain this… 

16. This will enable information to be “dispensed to the visitors” in a “systematic & 

digestible form”. 

17. This event will also result in direct benefits to the sch itself. 

18. One full day would have to be dedicated to the open house, and time would have to.. 

19. This can be done as a project by a team of… 

20. Having such project will be an excellent method of “enriching the student leaders” 

and inculcating higherlevel leadership & organizational skills in them. 

21.“Develops them into more balanced and allrounded individuals.” 
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Letter to Principal, Suggesting best use of new building.

1.   My name is...  and I am a senior student as well as a student leader. 

2.   I have been keenly keeping tabs on the proposed development of the new building. 

3.   I am also an active voluntary member of the nearby.. 

4.  and am frequently involved in… 

5.   “As such, I believe I am in a unique position to propose the best possible use of this 

building” 

6.   So as to fulfill the needs & wants of both the… 

7.   “The three proposals have their merits,  but in my humble opinion,” 

8.   “A… would by far be the most ideal option to meet our objectives.” 

9.   Firstly,   there is no proper location for… 

10. The hall is sorely underequipped for its purpose 

11. Yet it still holds 8… 

12. “This further proves”   that there is a strong demand for such… 

13. Secondly, our school’s art group is also very active … 3
rd 
consecutive year it won… 

14. The new theater will thus be an ideal platform to showcase… 

15. All three proposed … are used by both …. 

16. However, only in a theater will there be an actual close… 

17. A … or … will hardly result in any common… 

18. “Art is a universal language which can bring people together and 

19. This is the core essence of what this new… is about.” 

20. “I hope that my inputs & views will be taken into consideration in deciding…”

21. I look forward to joining you, members of the… & my fellow… 

22. at the inaugural performance of our new … soon. 
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FORMAL LETTER – LETTER OF COMPLAINT [FORMAT]

{Your Own FULL Name}

{Your Address}

{Today’s Date}

{Name of Contact Person, if available}

{Title of Contact Person}

{Company Name}

{Company Address}

Dear {Contact Person’s Name} {if name is NOT known, write Dear Sir/Madam}

Re: {subject heading}

{State what you purchased, when and where. State something positive about the

company, product or experience}

{State ALL the problems you encountered. ELABORATE in detail}

{State what EXACTLY are the things you would like the company to do for you.

Give a DEADLINE for these actions to happen}

I look forward to your reply.

Yours sincerely {if name is NOT known, write Yours faithfully}

{Your signature}

{Your FULL Name}
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Sample functional writing essay (from Preparatory Exam I)

Read the question and then the sample answer. Although you will likely not

have the time under exam conditions to write a letter of this length, it is useful to

note how the letter elaborates on each of the points given, the way these points

are linked to each other, the flow of the letter and the polite and formal 

expressions and tone used throughout.

A series of strange occurrences have been taking place in your apartment block.

Certain personal items belonging to you and your neighbours have gone missing in

the past week.

As a concerned resident, you have decided to write a letter to The Manager of 

Aljunied Town Council You are to highlight the problems encountered and request

for more action to be taken. Your letter should cover the following points:

Details of items lost

How the loss took place
The likely suspects

Common corridor poorly lit

Action to be taken

Your letter should be clearly expressed and polite in tone. You should also include 

any further information which you think would be helpful.

Goh Wei Ming John

Blk 216 Aljunied Street 21

#05-05
Singapore 623216

3 August 2007

The Manager

Aljunied Town Council

Aljunied Street 44

Singapore 621112

Dear Sir/Madam

Re: Loss of personal items from residents’ homes

I am a resident staying at Blk 216 Aljunied Street 21. I am writing to you to highlight

the occurrence of several incidents where personal items went missing from residents’

apartments in my block.

Just three days ago I found that my wallet had disappeared from the drawer in my

apartment where I live on my own. After sharing my experience with neighbours at a

residents’ gathering, I have since ascertained that I am not the only resident whose

personal items went missing from his own home. For instance, Mr Chee Fong Seng
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shared that his Palm Treo smartphone, which he was using just before he fell asleep in

his bed, was missing when he woke up. Mrs Alethea Fernando found her pearl

necklace missing from her own neck after waking up from a nap. In all the incidents,

the victims had fallen asleep near the window in their apartment facing the common

corridor.

From the residents’ sharing of experiences, it is clear that the same modus operandi 

has been used and that we were the victims of the same perpetrator. We are concerned

that more residents will fall victim to the same crime. We are of the opinion that the 

string of crimes could be committed so easily partly because of the poorly lit common

corridors in the block. The dim lighting of these corridors allows the perpetrator to

move stealthily past our apartments’ windows undetected, shrouding any suspicious 

activity that he or she may engage in.

Although we do not yet have any evidence, we believe that the perpetrator might be a

teenager who has been spotted loitering at the block just before midnight every day, 

often playing a PlayStation Portable or listening to his digital audio player. We find

the actions of this teenager very suspicious, especially as we do not recognize him as

being from our block nor the neighbouring blocks. This teenager is a lanky,

bespectacled male Chinese who is always dressed in a jersey and loose-fitting 

trousers.

We hope that the Town Council can help us to address the problems we are facing. 

Firstly, we hope that brighter lighting can immediately be installed along the common

corridors of our block to deter future crimes. Secondly, we hope that the Town

Council will work with the Singapore Police Force to monitor our block for

suspicious-looking characters, such as the teenager mentioned above. With the 

brighter lighting and increased police presence at our block, we are certain that the 

perpetrator will soon be caught or at least deterred from stealing from our homes

again.

Thank you. 

Yours faithfully

[sign]

Goh Wei Ming John
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Functional Writing

Begin your answer on a fresh page.
You are advised to write between 180 and 250 words for this section.

You should read the information carefully and plan your answer before
beginning to write.

You are the chairperson of your CCA. Your CCA group has decided to hold a
charity concert in order to raise funds for an overseas service learning trip. You
wish to hold the concert at the NUS Centre for the Arts Auditorium but do not
have sufficient funds to book the venue. Write a letter to the Director of the
Centre, Mdm Christine Khor requesting for complimentary use of the venue.
You are to try your best to persuade the Director to allow you to use the venue.

Your letter should include the following information:

the purpose of the concert
your reasons for wanting to use that particular auditorium
what the overseas service learning trip is about
the types of performances being planned
the duration and other details of the concert

You should include any further information which you think would be helpful.

Julia Tan Wei Ling

Bukit View Secondary School

16 Bukit Batok Street 21

Singapore 659333

24 Aug 2006

Mdm Christine Khor

Director
NUS Centre for the Arts

16, Kent Ridge Crescent
National University of Singapore

Singapore 393493

Dear Mdm Khor

RE: Complimentary use of the NUS Centre for the Arts Auditorium

Our school Co-Curricular Activity group, the Service Club, is currently planning an

Overseas Service Learning trip to Yunnan, China in November this year. As we are short

of funds for this charitable trip, we have decided to hold a charity concert in order to raise
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funds. We would like to hold the charity concert at the NUS Centre for the Arts
Auditorium. However, we are unable to afford the booking fees for the auditorium and 
therefore would like to humbly request for a complimentary use of the venue for this
meaningful event.

I have personally attended concerts held at the NUS Centre for Arts Auditorium and I
must say that I was impressed by the sheer size, holding capacity as well as the state-of-
the-art facilities available at the auditorium. As we are anticipating a crowd of 500
audience members, this auditorium  would make the perfect  venue. Furthermore, the 
Auditorium is near to our school in Clementi making it easily accessible by our staff and 
students alike.

The overseas service learning trip is an opportunity for us to volunteer services to the less
fortunate people in Yunnan, China and also to learn the value of service at the same time.
We have planned to visit a number of underprivileged schools in China where we will
help to paint, restore and refurnish the classrooms and school compound. We will also be 
teaching the children simple English Language. It also serves as a great opportunity for
us to experience a new culture and share it with the rest of our school pupils back at home.
As such, it is really important to us to be able to raise sufficient funds for the trip through 
the charity concert.

The theme for the charity concert will be ‘Service onto others’ and it will consist of an
hour-long musical with vibrant dances and melodious songs. The entertaining musical
will portray the troubles faced by the main character as he volunteers his services to help
the less fortunate and the eventual self satisfaction he attains. As a pre-show, we have our 
Military Band and Choir to entertain the audience with melodious tunes and popular
songs. The dances showcasing the four main ethnic groups, Indian, Malay, Chinese and
Eurasian, promise to be a colourful display of rhythm and energy. A fusion dance will
also be incorporated as the grand finale item.

The concert is planned to be held on the 30th of September, 2006 from 7.30 p.m to 10.00
p.m. The duration for the entire show is two and a half hours. We intend to sell 500
tickets at $10 each. All proceeds will go to the Overseas Service Learning Trip Fund. We
plan to hold at least two full dress rehearsals at the venue prior to the concert. As such we

would require to use the auditorium on the 27 , 29 and the 30th of September.

We really seek your help and understanding in allowing us a complimentary use of the 
auditorium. We would truly appreciate if you could kindly consider our request and play
a part in raising funds for this chartable and meaningful project we have undertaken. We
hope to receive a favourable reply from you.

Thank you.

Yours sincerely
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Julia Tan Wei Ling
Service Club

Bukit View Secondary School
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ReportWriting Format

To: Person in charge (e.g. The Investigating Officer)
Organisation (e.g. Jurong Police Station)

Title (e.g. Theft of belongings in 4N4 classroom)

Paragraph 1: On When, What happened involving Who at Where.

Subsequent paragraphs: Highlight series of events of happenings in chronological 

sequence

Last paragraph: General comment based on topic

e.g. I hope that the information I have provided will prove useful in your investigations..

Report by: (your full name)

Signature:

Date:

Who Reads Reports?

Supervisors and higher ranking officers

Fellow officers/ Other agency officers

Judges, Attorneys, Officers of the Court

Governmental officials (Governors, County Supervisors, Mayors,

Commissioners)
Members of the general public

Insurance company personnel
News and media personnel

A Good Report

A good report is a clear, concise, accurate, well-organized narrative of the facts of an

incident.

Incident Format

For each incident, note the date, time, and location. Include the details of the incident,

including the WHO, WHAT, WHEN, WHERE, HOW, and WHY, if known.
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WHAT: describe the incident as you experienced it or as it was told to you by those
involved.

WHEN: note dates and times.

WHERE: note the location of the alleged incident.

HOW: relate what victims or witnesses tell you they experienced or describe what you 

saw.

WHY: relate statements of others, but do not write your own opinions. Many times the 
why of an incident is unknown.
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English Notes – Paper 1 – Functional Writing                                                                         (Hard Copy) 

Personal Vocabulary One                                                                                                                                

1.     Vouch – Believe something is good, true 

2.     Incurred – Received by the … < charity house> 

3.     Solely – Only, entirely, plainly 

4.     Complement   to make a good combination with someone or something else: 

5.     Rehabilitation – Recover 

6.     Spur – Boosted, encouraged 

7.     Hastily hurried manner 

8.     Peculiar ny 

9.     Acquaintance Friend 

10.  Loathed – Hated 

11.  Abhor – Hate a kind of behavior, because it’s morally wrong 

12.  Conspire – Plan to do something bad> All six men admitted conspiring to steal cars. 

13.  Insight – Clear understanding of something 

14.  Tailored  To adjust and make something suitable for someone’s needs 

15.  Cater – provide > areas to cater to the different needs| 

16.  Pursue – Trying to achieve something 

17.  Invaluable – Extremely useful 

18.  Valuable  Worthy of money 

19.  Marvel – Amazed, surprised, likeness of something> Marveled by their innovative… 

20.  Comic – Funny 

21.  Ironic an ironic situation is one that is unusual or amusing because something strange happens or 

the opposite of what is expected happens or is true. 

22.  Avail:  to no avail or of no avail, you do not succeed in getting what you want: 

23.  Haste y> In my haste, I dropped my wallet. 

24.  Fled – leave somewhere very quickly 

25.  Agitate  To make someone feel upset 

26.  Stout  Fairly fat & heavy> “A short and stout man” 

27.  Keenly Like, willing 

28. Showcase n event or situation that is designed to show the good qualities of a person, 

organization, product etc 

29.  Inaugural  the 1st of all events 
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English Notes – Paper 1 – Functional Writing                                                                                 (Hard Copy) 

Personal Vocabulary One                                                                                                                                

30.  Unanimous Completely Agree on something 

31.  Assimilate  Able, starting to get used to eg. A new school. 

32.  Accomplish  Succeed 

33.  Accustomed  Be familiar with something, see it as normal 

34.  Enriching  Improving> Enriching the student leaders 

35.  Inculcating  To fix ideas, principals into mind> inculcating organizational skills 

36.  Inclined – Wanting to do something but not very strongly> 

37.  Immensely  Very much 

38.  Assure  Guarantee 

39.   Tabloid  Newspaper> The top tabloid 

40.    Garnering Collecting

41.  Inadequate Insufficient 

42.   Acquaintance  someone I know, who is not a close friend

43.   Roared with laughter

44.   Intended have a plan in your mind

==END OF PART 1==
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English Notes – Paper 1                                                                                                                       (Hard Copy) 

Composition Vocabulary One                                                                                                                                         

17.      tries to rationalize 

his drinking by saying he deserves a beer after a hard day. 

(a way of explaining something about life, society, etc) 

Apparently the company is losing a lot of money. 

21.  

A stranger came to the door, ostensibly to ask for directions. 

> Ostensibly, there is a strong believe in that notion that… (Quite true, there is a strong...) 

22.  ences, means something is true with real 

experiences.> “Empirical Evidence.” 

23.  Only focusing, interested in local, particular things..>…To avoid having a 

parochial view… 
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English Notes – Paper 1                                                                                                                  (Hard Copy) 

Composition Vocabulary One                                                                                                                                         

24.  to keep following someone and asking them questions in an annoying. 

>Coloured socks cause DMs to hound you. 

25.  ed completely) 

>The high school uniform has transmogrified into an outfit … 

26.  class neighbourhood. 

27. 

> Nixon's name has become synonymous with political scandal. 

28.  the quality of being true or real. 

>The verisimilitude of the notion mentioned earlier would be questionable. 

29.  something that is completely the opposite of what you believe in. 

> His political views were anathema to me. 

30.   is unusual or amusing because something 

strange happens or the opposite of what is expected happens or is true. 

> It's ironic that her husband smoked for thirty years, and yet she's the one who died of lung cancer. 

> It's outrageous that the poor should pay such high taxes. 

> I'm afraid the problems you mention are inherent in the system. 
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English Notes – Paper 1                                                                                                                      (Hard Copy) 

Composition Vocabulary One                                                                                                                                         

> He perceived that there was no other way out of the crisis. 

>How some people perceive school uniforms nowadays. 

Avoid (ways to circumvent the problem.. means WAYS to AVOID the problem) 

> We are both somewhat ambivalent about having a child. 

>As for me, I still largely remain ambivalent regarding… 

– More than enough

>There is ample evidence that climate patterns are changing. 

>You'll have ample time for questions later. 

>Amy boasted that her son was a genius. 

sympathetic treatment and a lot of attention 

 Main, basic, standard. 

> A school is one of the fundamental building blocks which… 

> We have to tackle the fundamental cause of the problem.

Shape, design 

> The way a child is brought up is what moulds the child into the type of person 

Plausible reasonable and likely to be true or successful 

> a plausible explanation 

> His explanation sounds fairly plausible to me. 

==END OF Part 1==
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