
CLASS 6 

English : Week 12 (22-27 June 2020) 
 

 

Period 1, 2: Pronouns (to be continued and completed)  

Period 3, 4: Notice Writing  

A. Discussion about notices we see in our vicinity and the kind of information given in those notices. 

Key points related to notice writing to be discussed. The teacher will explain these points with 

examples. 

The students will write these points in language notebook.  

Key points: 

 A notice is a sign or printed statement that gives information or warning.  

 It is written in order to inform about an event or an activity. 

 A good notice is always to the point and leaves no scope for any further enquiry. 

 The language of a notice needs to be formal. 

 First and second person pronouns to be avoided. 

 It is to be written in third person pronoun. 

 A notice should necessarily have the following: 

1. Name of the issuing agency (school/ organisation) 

2. Subject and date of issue 

3. Name of the event 

4. Date, time and venue of the event, participants’ number etc. 

5. Signatory authority (name and signature) 

6. A notice should always be inside a box. 

7. It should not exceed 50 words.  

 

B. Format of a notice 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NAME OF THE ORGANISATION (in caps) 

XXX  

NOTICE 

XXX 

Date (in expanded form) 

XXX 

HEADING (in caps) 

XXX 

Body of the notice 

 

 

XXX 

Name 

Designation 

 

 



C. Sample (to be written in language notebook as homework): 

 

Sample question: You are Rupa/Ritesh, the cultural secretary of MRV High School, Hyderabad. You 

have been asked to inform the students of classes VI and VII about an Inter School Dramatics 

Competition. Draft a notice in not more than 50 words for the students with all the necessary details. 

Put the notice in a box. 

 

 

Period 5, 6 

 

Ex1. You are the Head Boy/Head Girl of your school. Your school is organizing an Inter House 

Debate Competition. Write a notice in about 50 words, giving all the necessary information. (to be 

done as CW) 

 

Ex 2. Your school is organizing an educational tour to Kaziranga National Park for your class next 

month. As the class captain, write a notice in about 50 words for the students of class VI, giving all 

the necessary details. (Dates of the trip, eligibility, last date for giving names, expenses). (To be done 

as HW)  

 

 

MRV PUBLIC SCHOOL, HYDERABAD 

XXX 

NOTICE 

XXX 

22 June 2020 

DRAMATICS COMPETITION- AUDITION 

XXX 

An Inter School Dramatics Competition will be held on 5 July 2020 at Nalanda Hall. An audition 

will be held to select students for the school team. Interested students to give the names to 

the undersigned. The details are given below: 

Date: 27 June 2020 

Time: 10.30 am 

Venue: School auditorium 

Eligibility: Classes VI and VII 

Last date for giving names: 25 June 2020 

XXX 

Rupa 

Cultural Secretary 

 


