
Class Notes
Class: VII Topic:

Notice Writing.
 

Subject: English

Notices are meant to give information. When an information is meant for a large number of people, 
for example, members of an organization, participants of some event or even the general public, a 
notice is used to collectively inform them.

Now let us take a look at how to write a notice with impeccable format: 

hName of Organization/Institute, Place.

NOTICE (all capitals)
Date: ddth month year

Heading Topic

 Proper beginning: All the students/members are hereby informed
 What- event/purpose
 For whom- specific group
 When- time/date
 Where- place
 What to do- instructions
 Deadline- last date [if required]
 Specify date, time and place for commencement of the said program.
 Proper ending- For further details please contact the undersigned.

Name: ABC
Designation

Key points to remember while writing a notice:
o Formal/ Polite Language is to be used only.
o The Notice should be short, compact & precise
o Put the notice in a box
o Date, time & venue of the particular event are to be clearly mentioned.
o Name and designation should be mentioned at the end and signature is optional.



Please Turn Over

Now let us take a look at few sample notices, so that we can get a clear idea of how 
to frame our own notices effectively.

Sample 1: You are Rahul/Srilatha, the head boy/ head girl of your school. Write a 
notice for your school notice board asking the students to contribute towards the relief 
fund meant for the flood affected people of Kerala. Provide all the necessary details.

ABC International School, Dehradun.

NOTICE
Date: 24th April 2020

Donation for Kerala Flood Relief

Help! Make someone smile! Donate for a noble cause. All the students are hereby 
notified that our school has decided to raise a relief fund to help the flood affected 
victims of Kerala state. Your one step of nobility can become worthwhile for many. 
Therefore, it is a humble request to all to extend your helping hand by donating to the
relief fund in cash up to the hilt. All contributions by the students will be collected
by the class teachers on or before April 29th, 2020. For further details, please contact
the undersigned.

Rahul/Srilatha
Head boy/ Head girl.

Sample 2: You are Sriya/Avnish, the Head girl/ Head boy of XYZ International 
school, Pune.
Your school is soon going to publish Annual Magazine next month. Write a notice for 
the notice board of your school inviting students to submit the write ups. Give the 
necessary details.



Please Turn Over

XYZ International School, Pune.

NOTICE
  Date: 24th April 2020

Call for Submission

All the students are hereby informed that our school is going to publish its Annual 
Magazine next month. Students who wish to contribute, can submit their entries to 
their respective class teachers by 4th of May, 2020 till 11:00 am. While creating the 
write ups, the following are to be noted: 

 It includes essays, poems, stories, travelogues, riddles and paintings 
 It should be legibly written on one side of a blank A4 sheet 
 Medium of write up can be either English or Hindi. 
 Plagiaristic works will not be selected. 

For further queries, you are to get in touch with the undersigned. Looking forward to 
your active cooperation.

Sriya/Avnish
Head boy/Head girl 
On the basis of the samples, complete the exercises in your notebook. 
Exercise 1: You are Srivijaya/Srikant,head girl/head boy of Geetanjali Public School, Lucknow. 
Write a Notice appealing students of your school to generously donate in cash and kind for 

 the poor children of ‘Masoom Bharat’, an orphanage. Give necessary details.

Exercise 2: You are Vivian/ Dipika, the cultural captain of Woodstock School, Dehradun. Write a 
notice calling for 
active participation towards State-level Inter school Dance Competition. Give necessary details.

Learning outcome: 
o The learner will be able to write a notice in a proper format.
o The learner will be able to comprehend short and precise messages .

o They will be able to read and seek information from the notice board.

o It will enable them to draft, revise and write short paragraphs.

  



Prepared absolutely at home.


