Informal Format:

Informal Email

Informal Letter

Informal email

Sender's name & email address

3 Recipient’s name & email address

| pate —_—
Subject
Salutation (first name)
B

Valediction
Sender’s first name

| Signature NOT required for email

Informal Letter

BIk 102 Queens Avenue Sender’s Address

Salutation (first name)

".T.F T or wer ‘—‘WMH:
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P

| valediction (capital ¥ and small t)
Signature is required

Sign off — Sender’s first name

Formal Format:jm

1. Formal Email

Recipient from Same Organisation

Recipient from external Organisation




From: Amy Tan <amy tan@dhs.edu. sgb - Sender's name & email address

Recipient’s name & email address

Date

Subject

Salutation (Recipient’s full name)

Valediction
Sender's full name
Capacity

| signature NOT required for email

Sender's name & email address

Recipient’s name & email address]

Date

| subject

_| Salutation

Valediction

Sender’s full name
_UIA Representative | Capacity
Class 1K

_| Signature NOT required for email

2. Formal Letter:

Recipient from Same Organisation

Recipient from External Organisation




20February2025 Date Formal Letter - reciplent from external organisation

Blk 20 Marine Parade Road | sender’s address
Recipient’s Full name #12'140
- Her title/position in the organisation
. Name of her organisation

-

| Date
Salutation [NOT her first name) Recipient’s full name

= His title/position in the organisation
Subject (underlined) g

Each word to start with capital letter
........................ oo | except for prepositions/articles

Name of his organisation
His company address

Tite ! Rl leher o cuveiy

o Salutation (NOT his first name)
word  copitel @éept prepogitiovg
_'.‘

| subject (underlined & capitalised)
Each word to start with capital letter except for
prepositions/articles

| valediction

Signature is required

| valediction
Limjmgjmg_ Sender's full ame Signature is required
Claal . SRl | WIS A wralat) .

(May indicate the capacity that the .l 5. -
sender is writing In, eg. Chairperson) ‘Student Councillor o The capacity sender is writing in

sender’s full name

Name of sender’s organisation

Things to take note of:

1. All letters EXCEPT Formal letter (Recipient from same Org) has to have
address

2. All letters have Signature

Email have subj, Formal Letter have subject underlined
4. Emails = From then To

w




