
Notice writing 

For class vii and viii 

By Aditi Kundu 



Can you tell me what is this ? 



• Yes a notice board ,just like the one in your school.It is one way to 

communicate with a large number of people 



What is a notice ? 

A notice is a written announcement in a place 
where everyone can read it. A formal 
announcement in a newspaper or a magazine 
about something that has happened or is going 
to happen is also called notice.  

 

Purpose of Notice 

 

• To announce/display some information to a 
specific group of people. 
 



Types of notice 

1. Notice for Lost and Found of article or other 

valuables.  

2. Notice issued for informing the masses/general public 

for change of name, warning somebody about 

something etc. 

3. Notice informing about tours/ fairs/ exhibitions/ 

camps to be organised in near future. 



Notices on Newspaper 



Key points to remember 

• 1. Written in formal tone. 

2. Factual and to the point.  

3. Language is simple and formal. 

4. Short, compact, precise. 

5. Substantial gap between date of issuing and 

date of event. 

6. Follow the word limit. 

7.. Put the notice in a box 



Format of a notice 

•    Name of the Organisation/School issuing the notice. 
     
        NOTICE 
       HEADING 
Date (DD/MM/YY) 
 
    Body of the Notice 
 
 
 
 
Signature 
Name 
Designation 



Remember the rules of five ‘w’s 

1. What is going to happen:  the event. 

2. Where it will take place:   the venue 

3. When it will take place:  date and time. 

4. Who can benefit from the information 

5. Whom to contact.  

 



If you found something 



If you lost something 



sample notice 

• You are Ram/Reena ,a student of class vii of 
Kendriya Vidyalaya Ara.As you had lost your 
geometry box yesterday in the playground of 
the school, you need to put up a notice in the 
noticeboard of the school now. Write down a 
notice on it. 



Kendriya Vidyalaya Ara 
NOTICE 

Lost a geometry box 
2nd April,2020 
This is to inform the students that I lost my geometry box in 

the playground on 1st April,2020.It’s a Camlin geometry 
box.It is brand new with all the articles such as 
compass,scale , divider,eraser,pencils etc.My identity card 
was also in it.If anybody happens to find it ,kindly return it 
to the undersigned. 

Ram/Reena 
Class - vii 

 



Sample of other notices 





Sample notice 

• You are Arunima , secretary of your school’s 
science club. A science exhibition is being 
organised in your school in the second week 
of July 2020. Write a notice inviting 
projects/models from the students. Also 
encourage them to volunteer their services in 
managing the event 



K V ARA 
NOTICE  

SCIENCE EXHIBITION 

12.06.2020 

    This is to inform the students that the school is organising a science exhibition for the students of IX-

XII. It will be held from 11th to 13th July 2020. The students are invited to submit their 

models/projects by 8th July. The best project is going to be awarded. Each participant will receive a 

participation certificate. The students are also required to volunteer for the programme. For any 

further query, contact the undersigned.  

 

Signature  

Name  

Designation 



HOME WORK FOR CLASS VII 

• You are Shyam/ Shyamli Verma of class VIIA. You have lost your library 
book which was issued to you, in the playground. Draft a notice for the 
school notice board, informing the students about it. 

• You have lost your school identity card in the school playground. Write a 
notice mentioning other details about it and a suitable reward to be given to 
the finder. 

 

• You are Madhav/Madhavi of KV ARA.You have found a class vii Hindi 
textbook lying in the school auditorium. Draft a notice mentioning other 
relevant details of the book so as to find its owner. 

• Write a notice informing general public about a bag containing marksheets 
and certificates that you have found while travelling to Delhi by train. You 
should mention other necessary details about the bag so as to locate its 
owner. 



Home work for class viii 

• In your school, the Drama Club is organizing a drama. Write a notice to be put up on the 

school notice board inviting students to participate in the drama. Sign yourself as the 

secretary of the Drama Club. 

• Your school is organizing a Social Service Camp in the first week of November. You are 

supposed to impart education to adults. Write a notice to be put up on the school notice 

board inviting students volunteers.  

 

• Your school is organizing a carnival. Write a notice inviting students to donate their old 

pieces of clothing, books, and other articles to be sold in the carnival. Sign yourself as a 

member of the social club of your school.  

• You are Asma/Ashish, the head girl/boy of XYZ  school. Your school is soon going to publish 

the annual magazine next month. Write a notice for the notice board of your school inviting 

students to submit write-ups. 

• You are Ruhi/Rahul, head girl/boy of ABC  school. Your school is going to organize an inter-
school singing competition. Write a notice for your school notice board inviting names of 
all the interested studen 


