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An Example of Informal Writing

: i Ally in thei
The pictures below show a conversation between Zach, Amir and Ally F
classtoom during a lesson. Study the pictures carefully.

[ Good idea. Who better than a finance
professional to teach us a_bout
prudent spending, and the difference
between wants and needs?

T . .4 I!I‘

Our Financial Literacy
Programme will take
place on Tuesday,
8 February 2022.

§ p—
Jim's Dad is a banker
o right? Maybe we can
e ask him to volunteer
for this programme.

—

Mrs Tan says that there is P*»J-,

already a simple teaching plan [

in place so it’s easy for anyone [
to deliver the talk.

T

(]
T+ ¥ =
-

—

Why don’t you ask Jim
to ask his father if he R = "
will be willing to help | | ! emember to putin Mrs
Surciaie? an’s email address so that

he can contact herif he s

has any questions, JI (T“‘Jk
. - T Y e
¢ : »

Yes, I have it in my diary. It's
tanweilyn@pleasantpr.com.sg.

f—
1
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Informal Writing

Imagine you are Zach.

Write an email to Jim, asking him if his father would be willing to help out at

school in your financial literacy programme. You are to refer to the information
and pictures on page 12 for your email.

In your email, include the following key information:

* What the programme is about

When the programme is taking place
What you would like Jim to do and why
Who Jim's father can contact

One other detail that is important

You may reorder the points. Remember to write in complete sentences.

Purpose:

Audience

Context:

13
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Model Answer & Notes

Dear |

Howihave you beenzlHope you are [
Welli) wasWonderinglifyour fatherwil

pewilling tohelploutiwithiourschool’s

financiallliteracy programme.

Ihe programmelis to teachlstudents

MI thought it would be
perfect to EHS N AE A il

wouldimindvolunteering/to helplour

classmates understand/the importance
ofimanaging ourmoney well, especially

~

about prudentispendingandito b
Understand theldifference between \

——

No surname because it is
informal.

Informal notes often begin

with ‘How have you been?’

to indicate a personal
relationship.

e

Purpose contained within
a casual tone. Contextually
accurate.

Point No. 1 fulfilled,

Points No. 3 and 4 fulfilled.

/

sincelhelis albanker.
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Informal Writing

The lesson will take place on RSB

/ Point No. 2 fulfilled.

Eebruary 2022 YRR
/

Point No. 6 fulfilled.

lIbe'a’simpléteaching planinplace e

so.itwill be'easyto deliVerthe talk: [[{NS

has any queries, he can [EnkEll I
.

Point No. 5 fulfilled.

ourteacherMrsTTan at tanweilyn@
pleasantprcomisa,

Ireally hope thatiyoulcan convince your

Link back to the purpose
and context.

fatherto help'usioutiforithis

programme. RLERSEREY [et me know T, |
as500n as you can!

A call to action is always
good to have when a
request is made and a
response is expected.

\

\\\

Informal sign off.

First name, no surname
required for informal notes
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16

Exercise 1

—_—

N lly does when o
The pictures below show Mrs Tan's instructions t0 Ally and what Ally en she

gets home that day. Study the pictures carefully.

13 January 2022 |

-

Next week, we will be welcoming Sandra
back to Pleasant Primary School after three
years in Vietnam. Ally, | would like you
to buddy up with her to help her settle
back into the school routine and new
| Procedures for home-based learning.

—

N

I Bring her to the Computer Lab )
to get her computer set up on
her first day back at school and
show her where our classroom
is. You will need to arrange 3
meeting time and place befora
assembly as she won't know

where her classroom is.

L\

I think I'll meet her at the school
gate at7.15 a.m. next Monday.

wait to see her again!

That way, she won't get lost. | can't

kSt
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Informal Writing

|

Imagine you are Ally.

Write an email to your friend who will be returning from Vietnam after her
father’s job posting is over, telling her how you will be helping her settle back

into school. You are to refer to the information and pictures on page 16 for your
email,

In your email, include the following key information:
* Why Sandra was away from Singapore
* What two areas you need to help her with

* What you need to do on Sandra’s first day back at school
* Arrangements to meet

You may reorder the points. Remember to write in complete sentences,

Purpose:

Audience

Context:
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