C ) NOTICE WRITING

A notice 1s a short COmposition meant to formally communicate a picce of information about some
happening to a group of people whom it may concern.

A notice may be written to give information about
*  asports event

) \ f‘.t}“
. a cultural event “

/’a 7
. change in rules and regulations W" \{@L
. a meeting -

-t
an arranged visit by an eminent person i fo
7

declaration of holidays |
birth, marriage

A notice is written in a formal manner and certain guidelines are
E}UIDELINES FOR WRITING N OTICES Ii

followed.

A notice is written within a box.

The word NOTICE (written in block
mentioned on the top.

letters)

Details regarding the when, where, wh

A notice is written in a formal style and words like
the third person.

nd concise manner.

Following is an example of a notice. Topic :

You are the Principal of 3 school. Wri
parents of class XI students about an orientati

on programme.

Name of the
organisation and
its address

7~[ SUMMER VALLEY SCHOOL
NOTICE

Date —+—>[ 5]uly20...

Topic ———b[

CVC‘nt or

» the date and the name of the organisation are clearly

left out.

T and ‘we’ should be avoided. It is usually written in

te a notice informing the

Content The school is Organising an orientation
e Programme

*| students. The programme will be held
© Date the school auditorium. Students ar
: \Q:Je accordingly. Parents are requested to b

career consultant, will be the guest speaker.

B Sk

'( ea' ,lbda“ ,,aeewmmg eu'w Grammar-7

programme for the parents of Class XI
on 10 July 2011, from 10 am to 1 pm
¢ requested to inform their parents
€ present at the event. Mrs S Mathew, 2



4 parent i

5 SIS unable ¢ .

. PN the offiee by ;tt(nd the same, the student is requested to inform
. T —

signatd > M Bh;min Jllly 20 ...

me and designation .
Na ‘{ (Meengy Bhasin)
Principa]

of the signatory =
. above notice includes infyy .
The at €S Intormation aboyg

the purpose of organising ¢
, g the e '
g the event (orlentation)

. the day. date, time and venye of the event

the name of the chief guest

¢ to attend has to be given

. towhom the names are to be given to

. the signature and designation of the person issuing the notice

Q.
Example 1 : You are the Princi
. pal of your school. Noti ‘
school in their winter uniform. s dhcfiom et ot

ﬁ/}.\u

/ 15 October 20...
)

HAPPY CHILD SCHOOL
NOTICE

WINTER UNIFORM
Students are hereby informed that from 2 November 20.... they must attend school in their winter

uniform.

Students who are yet to purchase their unifo
20...onwards, between 11:30amand 4: 30pm.

MSen
Mona Sen

rm can collect them from the uniform shop from 15 October

———————

Principal

1. Inform the students that from 1 October

Eco-club of your schoo - ¢ from 1 C
) your school. Draft a notice mforming the

will be Jaunched 1n
details.

Example 2 : You are the Secretary of the

RS d Water Programme’
- _ vave Energy an also briefly state the

udents about the programme and

ST JAMES SCHOOL
NOTICE

30 Sept 0...
e Save Energy and Water Programime
a

- at from s
Studens are hereby notified th students are expec

launched. As per the pfogramme’

the ‘Save Energy and Water Programme will be~
ds the conservation of

ted to contribute towar




11. Write aletter to the sports head of
A ad ot
1

| ~ - 2
arts classes in your school your school on behalfof
. alfof the students of your class to introduce martia

Hint : with due res
{ b " uc ~l espect we would like
he an advantage since it tr ctor

cquest — : .
ish of the students — martial arts class __would

ams for self-def
selt-defence
—Ww . e
ould be grateful if you kindly accept the request]

ORMAL LETTERﬂ

. Write alettert ’ 3
- ‘ oyour friend r ;
R 1d reques hi
7 jucesting him/her to lend a digital cameraduringy holid
; ryour holidays.

—

) Write
[ 4l7mchshccl Road
\ AP : - 7

N.m-alwgan_i -
Barmckpm‘c
» May 20...

Dear Srijan
would

[ hope you are well and makin
r g plans for your summer vacation. I am also busy with preparations as I

he travelling to Switzerland along with my aunt and uncl
cle.

after staying there for almosta fortnight, T would be back

We would be leaving on the morning of 15
M
by the end of the month. s ay and

Srijan, can you lend me your di
, formight, please let me know.

ooking forward to hearing from you.

will keep it safe. If you can spare it for

gital camera for the trip? Don’t worry, I
airport, if it is convenient to you.

I will take it from you on our way to the

Jam|

Yours affectionatelV

Ravi
O
Example- 2 : Write a

¢ important things that happened

hool for a week and inform him about

letter to a classmate who has been absent from sc

during his absence.

J’%—"’L TC Goswami Street
Serampore /'l‘:gq""
HOOghly
19 July 20...
Dear Jay
absent from school for about 2 week now and everybody

u have been
Headmistres

nt things happe
basketball team.

s have been enquiring aboutyou:

ned. One of them 18 the surprise
[ am sure if you were present you

s alright. Yo

her and the .
Maths unit test and the

would have made 10.to

_Ihope everything 1
including the class teac
two importa

During your absence,
f the school

( 1 1
t)}:hcr is the selection O
¢ basketball team.

Ihope you are not ill a

Lam looking forward to hear

ing from you s001-

Vo <
UI‘S sin
cerely
Tanmay him or her your experience of the last day at your
i I m or he A ‘
sin sharine with 11

. E
Yample 3 ;. Write a Jetter tO

&;ﬁarding school.



\\ ‘e all

1 .
l or llxtcnmg: to stories. One may
and be

CI1ov readine Y pick up a novel. 4 collection of

¢ Wansported mto 4 d arious characters who take us

itterent world with v
Stonry UYH‘\‘]d\ }{CIC

ATC names of some {

; hnar: ~ 4 g as the plot of t}
amous authors of children’s stories—Ruskin Bond Enid By
b ? Yt()n.
IK Rowling and <o on. e Ui 2o
: o ) ANCE, UL
Ston Wrting can be a fun if we tollow certain guidelines. \e, PP g A1 va -
i : — v WA RS S ;9}1 LSSV
~y 7 4 A ” 2 362
GUIDELINES FOR STORY WRITING l @;L-’:‘ Seg?l T
N\ N R _ _ \
vV 7 Firstly, an thteresting plot is essential for 4 good story.

*  The various portant events must be relaged and generally follow 3 chronological order of sequence of
cvents. Sometimes. 3 Past happening or event may also be included which a character may think of o
which is required as 4 reference based on the main plot.

* The characters in the STOTY must appear to be rea] Sometimes, they may be absolutely Imaginary like
ahiens. elves, fairies and so on.

*  The writer may reveal the characters through a narrative or use another character to give a description
Sometimes, realistic incidents or behaviour of the characters help unfold the s

* A story can be made gri 1

* In order to make the story appeal
of people. places and actions.

various adjectives and phrases are used for description
The story should car

Iy @ message for the reader which

may be implied or be obvious at the end.J
Stories can be written with the help of given outlines. The following points should be
remembered while doing so.

WRITING STORIES WITH GIVEN OUTLINES |
Read the outlines, clues carefully and try to understand the
* Do not leave out any pomt and maintain the order of the ev
Connect every part so that they appear to be linked.
Introduce dialogue, wherever possible,
A proverb or idiom may be use

main plot of the story. ;
ents.
to make the story inte

d as the title of the story.
The story should be written in simple

resting.

I. Now, read the outlines given in the box and the stor

- NS
e et s e P P PP PP e

Mighty king ruled Roshanpur—wanted people to be happy—no heiy
o] J - > "

honest person—disguised as a beggar and sneaked out of the palace

market—fell into a roadside pit—group of wraders crossed and said

batallion of soldiers passed by and said that

= i e e
N

- ) . ]C.
and wanted to find an Jbbv
. - ~ nearby
as might fell— reached the nea a

& L . 11—
that he deserved tobemap

. ooar—they
r them to rescue a beggar
\/\«\«’\—\/\/W

—~ > N
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PICTURE comPosITION

", v,“s""l' /:’
Yy .‘/'7 p] Y N /‘
\o" L 1
)
I W It v X 1 .
€1 i l ,i‘-ﬂ,‘!t!!ldw.? ' pictures or : ] 1 ure. It

o o ) 5
i ».l'u;,;l(' ji;«‘];f..!,f

In order to write 3 picture com

Position, one should carefu i in the pict :
appropriate words to express Creative id ] Sy, Hie il Stiows e

written text should leave

eas and imagine what was said or done to make it mteresting. The

It was the festival of lights. Raghav and his friends were very excited. Before the school closed down for Diwali.
the teacher discussed in detail and told the children, “Say no to crackers and do not increase pollution. You should
not waste money on something that harms the environment and involves a lot of risk. Remember my words!”
The next day, Raghav took his pocket money and headed for the nearby market. He said to himself, “After all,
what 1s Diwali meant for. I want to have fun and burst crackers.” He bought a big packet of crackers from a
shop next to his house. The candles, rockets, mini crackers, bombs looked attractive to him and he wanted to
have a packet of each. He just couldn't wait to burst the crackers. He excitedly lit a rocket and waited to see it
zoom up in the sky with a magical ‘Whoosh!” To his horror, the rocket headed straight to the cracker shop

and before he could blink his eyes, there was a massive explosion.

Within seconds, the nearby shops were also engulfed in flames. He saw tl?e shoppers running grpund.
Somebody shouted, “Call the fire brigade. Run away!” The flames were furious and many were injured.
There was a cloud of black smoke that filled the air and only after many hqurs, the fire could be controlled.
Later, Raghav sat on his bed and said to his mother, “Mama, I should have listened to the t;acher ;}nq said no
to crackers.” But the damage had already been done. He pledged .nev'er to burst crackers again all his life.
Here is another set of pictures which suggests a shocking incident. Observe the pictures carefully

J

and write a story.
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- DIARY WRITING

i ey enter Tk u o |
5 ort comn ) . » . A

wctivities during th position, a record of the writer’s personal feelings, thoughts or
P I a particular day,

Let us discuss the work of Anne Fran y
fuﬂmrmg (}M\ Plll‘]l(d(lnn 0" l](‘l‘ dl
Amsterdam. mn the Netherlands. He
World War 11

111

K—aJewish girl — who became internationally famous posthumously,
ary. _5110 was born in Germany. She lived for most of her life near
. Anne Frank was I‘Cl';tii;llllltl‘f}”r went into h-iding during the C}ern}an invasion of thhcﬂands in
Bsremiensinile fisiofa d‘i\q 8 H Y a .C.Cted and dlsFtlrbcd by the war. She recorded her fcc]mgs aﬁd
All that she wrote. gives us ary. ,Cll ertmg was publlslzcd after her dcath, when hcr» fathc_r discovered it.
bt pa prn gives :-an msight into Fhe mind of a teenage girl, her nsecurities, joys, fears and
e e e t\itlpitjom her diary which she used to write religiously.
{ Sunday June 14, 1942 . Wﬁ\%\*ﬁé :

) Dear Diary 7

I'll begin from the moment I got you, the moment I saw you lying on the table among my other birthday
presents. (I went along when you were bought, but that doesn’t count.)

On Friday, June 12, I was awake at 6 O’clock, which isn’t surprising, since it was my birthday. But I am
not allowed to get up at that hour, so, I had to control my curiosity until quarter to seven. When I couldn’t
wait any longer. I went to the dining room where Moortje (the cat) welcomed me by rubbing against my legs.

—~—

A little after seven, I went to Daddy and Mama and then to the living room to open my presents, and you
were the first thing I saw, may be one of my nicest presents. Then a bouquet of roses, some peonies and a
potted plant. From Daddy and Mama, I got a blue blouse, a game, a bottle of grape juice, which to my
mind is a bit like wine (after all, wine is made from grapes), a puzzle, a jar of cold cream, 2.5 guilders and a
gift certificate for two books. I got another book as well, Camera Obscura, a platter of homemade cookies
(which I made myself, of course, since I have become quite an expert at baking cookies), lots of candy, and
2 strawberry tart from Mother. And a letter from Granny, right on time, but of course that was just a

e N

—

coincidence.

Then. Havelli came to pick me up, and I went to school .. f.ve.vevienenn. {
NANANNANANNANANANAN /‘/\/\/\/\/\/\/\/\#\/\/\/\/\ N/ ANNNANNAN/

This will give you an idea of how a diary entry 1s written. Of course, the above details were written by Anne
-~ v b 4 .
Frank before the war had started. (N owadays, we do not use a comma when we write the date.)

BN N PN

GUIDELINES FOR WRITING A DIARY |
The following points have to be remembered while writing a diary entry. |
*  The date must be mentioned on the left hand side at the top. In the next line the day must be
mentioned. Thcn the time must be mentioned in the next line. (These days we do not use any
‘ntoned. . ‘

punctuation mark while writing the above mentioned points for diary entry.)
* You may begin by leaving a line after the

date and then you may write ‘Dear Diary’ on the left hand side
before you start the paragraph on the ngx;lmc.
The descriptions have to be clear but briet.

They have to be expressed 1n 2 loglcgl way.
| style and 15 a s4

i Sl bjective piece of composition.
It 1s written 1 forma )
en in an n

Wm Eeammg Series Grammar-7 ;




ESSAY WRITING

An cssay 1s an mteresting yie y iy
‘ ¥ piece of writing on a certain topic, comprising of a number of well -
written and well-arrai ) !
1iged paragraphs on a given subject. It expresses ones ideas and

ho ts O

though n a particular topic and also provides relevant information to the reader.
e FLASHBACK 4444444‘;:1344_44_44444—44—444—4
@ ure ‘u}*.’.,?_ ~1. an @eRRA LA
-

[ a The structure of an essay :
7

v
—

An essay can be mainly divided into three parts.
/{ Introduction : It introduces the reader to the theme or topic of the essay and therefore has to b
effective. attractive and brief. e
— a2
. Body : The main part of the essay comprises of several paragraphs which explain the theme or the subject
matter of the essay. This part of the essay has to be in detail and the points must be logically arranged.

*# Conclusion : It is the closing part of the essay and must be convincing, precise and brief. )
¥4—44—4—¢-¢—4—444444444444444 44—4—44—4-4J

ESSENTIAL FEATURES OF AN ESSAY | ©2 Lohat, , o] 4@7*

M;)_Paragraphs 2q32
“# Tvery essay should be divided into paragraphs. While constructing paragra

€

*"r*’*’*‘*”"

phs, the following aspects have to

be kept in mind —
Unity : Each paragraph should deal with a single subject but the content should be related to the main topic.

L

2 Variety : Each paragraph should have variety in thoughts and ideas.

3. Logical Sequence (cohesion and coht\a:'ence) The paragraphs should be placed in a logical
sequence of thoughts. v =T,

Style A | b

The style of an essay has to be direct, simple and concise. The writer needs to observe the following points :

1. Bedirect : use short sentences Qretd

Be simple : use simple words and construction
k! LOhal- |_g S bbocww or

2
3 Be natural : don’t imitate the style of any other writer )

e n Rdpsy
% PRSP | pROCESS OF WRITING AN ESSAY _auauae ey

Step-1: Choose the topic that interests you.
Step-2 : Generate ideas by asking yourself what, when, where, why or how apout matters related to

the topic and write these in points on a rough sheet of paper. (brainstorming)

Step-3 : Sclect relevant points from the ideas that you had earlier written down. Now, arrange them
and prepare an outline that will work as the framework of your essay.

Step-4 : After the essay is written, read it thoroughly and correct the errors (spellings as well as *

grammatical). )
444_‘_‘444-—‘—‘-‘44—4444444444
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PECIMEN ESSAYS A |

ANNUAL FUNCTION OF YOUR SCHOOL |
on this day, we organise our annyy]

o N » IERVIQMY |
The foundatibn dav of our school is on 16 December and cvery L theme was ‘GREEN’
3 D : . N < V(O thie )¢ A5 2 .
function. Every vear, the function has a central theme and this year

d vathered around 5 pm, nearly one and 2

. i Tere we ha
The 110 * he + wchool auditorium where we '
SN v o el at this scha v I dressed i our costumes ac ording to the evengs
halt hours betore the tunction was due to start. We were all dres

in which we had participated

. . with the chief guest Mr Sunil Gupta, the
At 6 pm. our Principal Ms Anju Diwan entered the hall along wit

Mavor of the aitv: The tunction was inaugurated with the lighting of the lamp by the chicf guest, followed by
his speech ' hool

The auditorm was packed with audience who were mostly parents and gllard"‘”}S zf ‘thc‘f]id”f’ S(;L;?””
After the maugural speech by the chief guest and our Principal, studcnt's who had excelled in different
competinons, held throughout the year in school, were given prizes and certificates.

Atter this. the cultural programme started with the dance performance by Small children of OUTASChOO].
Dressed i costumes of colourful flowers, they enthralled the audience with their performance. Th.CIT dar_l.ce
presentation was followed by several other performances by the students of classes VI, VII and VIII, including
a music rendition by the girls of classes IV and V.)

I the meantme. refreshments were served to the guests and the participants. Afterwards, the main attraction
ot the event. a drama by the senior students of our school was presented. Like all the other events, it centered
around the mam theme of the day ‘GREEN’. Through the play, the importance of environment and mainly
trees was Inghlighted. It showed what school children like us could do to ensure that our environment
remained green.

I'he drama was highly appreciated by the audience who gave a standing ovation to the participants when thev

gathered on the stage.
Ataround 9 pm. the progiamme ended with the audience pledging that they would make efforts in saving the

environment. This made us happy since it made us realise that our efforts ultimately paid off. Before the
guests Jeft they were thanked for gracing the occasion.

- IMAGINE YOURSELF TO BE A BOOK AND WRITE AN ESSAY ABOUT YOUR LIFE
,// 7{: 4 book. The words *High School English Grammar and Com

‘ position’ are written on my cover in huge
letters. Yes. 1 am a grammar book.

I'was born many vears back in the printing press of a publishing house in Delhj. When I was new, [ wore 2
deep red. glossy cover which has faded over the years and has now become dull. ‘
In the press. there were many others like me with the same look, same conte
day. we were all packed in boxes and sent to different book-store

Connaught Place along with some of my friends. We were

nt, same shape and size. On¢
$ across India. I was sent to a book-store I
kept on one of jts book shelves.

One by one, my friends left me and then one day the owner changed my place and
rooni because | was no longer in demand. My place was taken by some g)e “colow
had pictures on their covers like storybooks. I did not like them They did not bear the serous look thatd

grarnnar book should have and | was sure that m the «1”,\ to ¢ R
E ¢ come [h(.\, \\’Ollld e - he stor¢

) accompany 1 e s
mum,l pany me

dumped me in the store
¢k, colourtul grammar books. The

I was wrong. The new books were sold oft very quickly and some more w

NN ~ P ~ )
ere ordered. 1 fele sad. I wanted ©
cry, but [ am not a human bemg. From that dark store room which reseq

ibled a dungeon, 1 could hear the
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> v framed slogans on a parte
pictures an | careful : o

e nin
» e about an upcoi
; ’ nform a large group of p¢ opl |
highlight a cause or to infe : ge & ey | 'rf
There are two main aims for making posters — ;.- ) o -
(a) tor publicity | .
(b)) tor creating awareness on certain social or political issues

FEAT}JRES

i through a catchy slogan.
«  The theme of a poster should be clearly and precisely stated. It is usually conveyed g

« The slogan may be written in bold letters so that it stands out. : o the bont, Tt sisd Bl
* The information conveyed through the poster should be concise and to p
in a simple language for easy comprehension. . ‘ - 2
¢ The name of the issuing authority should be mentioned clearly along with the logo ( y)
¢ Visuals used in the poster should be impressive, attractive and relevant.
* The lay-out should be interesting and clear.

Look at the poster given here.

VISIT THE BOOK EXHIBITION - READ MORE
BOOKS AND BE ENLIGHTENED

20 September — 1 October 20... at the
SOPHIA HALL FROM 10 am onwards,

Ay

Ruskin Bond Charles Dickens Enid Blyton

R

Jeffrey Archer
. Books by renowned authors like Ruskin Bond, Enid

Blyton, Jeffrey Archer, Charles

Doyle and others are available.
¢ Books give us knowled

general knowledge books,
¢  Other books available include novels

dictionaries and collections of short stories, ’
¢ 20%DISCOUNT ON ALL BOOKS

. Mam attractions — Fa

Dickens, Arthur Conan
ge so buy encyclopaedias  and

comics,

mous Five Series by Enid B]
‘ | . ) yton,
Harry Potter Series by JK Rowling, Tintin Comics

Charles Dickens Book Clyb
Morning Bells Public Schoo)
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F\* Answers (Information)

| Wings of Fire
W;;_‘MMinds

oy~ Indomitaple Spirit

e EVC“ . " " " . s
W’ as the President he took avid interest in science and

tcclmology_

He put forward a project plan for establishing bio-implants,
was the Pal‘yavaran Ambassador of India

Avul Pakir Jainulabdeen

Abdul K
President of India from, 2002 Llo 203(;;n11115 ?KI;’lllarly known as Dr APJ Abdul Kalam, served as the eleventh

known as the ‘People’s p
Tamil Nadu. His father
worked as a newspaper v

s . /3 a noted scientist and a leader with a vision who was popularly
ent’ during his tenure from 2002-2007. He was born on 15 October, 1931 in

owned boats which he would rent out to the local fishermen. Abdul Kalam also
endor to pay his fees.

He graduated in Physics from

2 : St Joseph’s Coll Tiruchi i ined a dipl in Aeronautical
Engineering from Madras i ofT}e)chnolo g;ge, iruchirapalli. He obtained a diploma in

Dr AP] Abdul Kalam was 5 scientist
the development of India’s first Sate
ISRO. He played a major role in dey
India'. He strongly believed
technology. He loved to inte

par excellence who later worked as Project Director and was involved in
llite Launch Vehicle. He was an acronautical engineer with DRDO and
eloping missiles in India. Hence, he is also known as the 'Missile Man of
that India can progress remarkably if there is more development in science and
ract with children and youngsters.

His outstanding contribution won him the Padma Bhushan in 1981, Padma Vibhushan in 1990 and Bharat Ratna in
1997. He wrote many books like Future India 2020, Wings of Fire, Ignited Minds, Indomitable Spirit and so on.

Even as the President of India, he took avid interest in science ano{ technology. He also put forward a project

plan for establishing bio-implants. He was also the Paryavaran Ambassador of India and continued to work
for the benefit of his countrymen. .

@ The following table gives you details about the life of Enid Blyton, the favourite author of
children all over the world. She wrote various mystery and adventure stories for children.
Use these facts to write a biographical sketch of hers.

‘Questions - Information
When and Where was she born? | 11 August, 1897,in London, UK
Full Name Enid Mary Blyton
Pen Name ' Mary Pollock
Parents Thomas Carey and Theresa Mary Blyton
i Studied at St Christopher’s School in
Eneuionl BN Backenham, trained as a teacher at Ipswich
High School
Other Details Was a talented pianist, excelled in sports and
er De

academics, took to writing poems and stories
in her spare time, was an avid reader very
close to her father Thomas Carey (a well-read man), shared
information with him on all that she read.




