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f a notice is to anng
cation. The purpose © Unce o
ces are generally meant to pe i

a formal means of communi .
aces. Notices issued by the

group 0
her in schools

f peo le. Noti .
P por in public pl

A notice is .
display information to a partncul}zllr[
up on specific display boards, whe
government appear in newspapers.

Format
A notice should be written in the following format:
The name of the organisation issuing the notice

The body of the notice
The writer’s signature, name (in block letters) and designation

o
m The title ‘NOTICE’ .

B A heading to introduce the subject of the notice
B The date

B

o

Value Points

A well-written notice must inform the readers about what, when, where, who and whom ;
(the 5 Ws), i.e.: 7
®  What is going to happen?

B Where will it take place?

B When will it take place?

®  Who can apply or is eligible to attend?

B Whom to contact or apply to?

B Include only the important points.

B Add only relevant information if not included in the uestion

B Short and grammatically correct sentences. ! .

B Present the notice within a box.

B Word limit is 40-50 words (o i

B Information must be preseflt::iy ctl};:rvlvy(.)rds @ bodughthe motice are cougid
® It must attract reader’s attention at once,
B Increase the visual appeal of your notice,
o

Standard abbreviations are allowed,
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Format of a Notice

Name of Institute/
Organisation
issuing the Notice
(in Block letters)

> NOTICE

Title or Description
[ of Subject
|

Contents
including
schedule
(Date,
Time
Venue)

——

! —— Signature
T
I - l

|

? Name of Person

li issuing the Notice
|
L ]

+— Designation
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"~ Notice: Meeting

Date; Time:

Venue:

—— e -

Agenda:

Who to attend:

o
[

m

B Purpose:
|

B Contact Address:
]

Specific Instructions:

Notlce Lost and Found

Arucle lost/found:

r.____m;_ S

Place

Contents:

—————
——

;i Notlce T‘““'S/ CamPS/EXhlbltlonS

Name and nature:

Occasion:

u

o

B Venue:
B Date:
o

Ob_]ectlve-lnforrnation, invitation

appeal:

Entry fee:

|
®  Time duratiop:
=

B Contact address

'‘'m m m

/Hl B H W B § B B =E @m
_ .
.
I |
,

{ ]
————— e
'
]

1]
B B B H =
1]

Notice: Event
Name of the Event:
Date:
Occasion:
Time:
Venue:
Eligibility:
Contact address:
Specific information:

Contact address:

_ Specific instructions (if any):

NOthE' Appeal/warning

Name of the organiser (if any):

Objective/Purpose/Occasion:
Date:

Time/Duration:
Place/Venue:

Wording of Appeal/Slogan:

Contact address:

~ Specilic instructions (if any):

Notlce Change of Name

D1 awmg attention:
Existing name:
Father’s name:

Address:

New name:
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