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CREATIVE WRITING SKILLS

1.NOTICE WRITING

Layout & Format: (Value Points) > Name of the Institution/Organisation (In the centre; in
Capital letters preferred) (For example: EMRS School, Budni)

> The word “NOTICE” in the centre in capital letters > Date: DD Month YYYY (For example:
23rd June 2026)

> Heading/Title: (Write in bold and capital letters; in the centre) For example: INTER-SCHOOL
DEBATE COMPETITION

> Body of the Notice: Include the following points in short and formal language:

The FOUR Ws i) What is the event/activity? ii) When is it going to happen (date & time)?
iii)Where will it be held?

iv) Who can participate or whom to contact? Any special instructions.

> Signature (Name) (Designation — e.g., Head Boy/Girl, Cultural Secretary)

+ A Notice should always be written in a box

Q.1 The Residents’ Welfare Association, Green Park is organising a ‘Holi Fiesta’

in the locality. As the president of the

association, draft a notice in not more than 50 words informing the residents about the same.
Give other essential details too.

Q.2 On the occasion of National Science and Technology Day, the school has decided to
organise a Science Fair. Vikram, the secretary of the Science Society, wants to call a meeting of
the office bearers of the society to

discuss the arrangements for the fair. Write a notice is not more than 50 words.

2. INVITATION WRITING
Following these are lines:-
For Invitations:

1.Name of the host / inviting authority

2.Name of the invitee (for formal)

3.Nature of the event/occasion

4 .Date, day, and time

5.Venue

6.Special instructions (dress code, RSVP, etc.)
7.Contact details (at the bottom-left corner)
8.Enclosed in a rectangular box

For Replies:
1.Acknowledgement of the invitation
2.Clear acceptance or polite refusal



3.Genuine reason (if declining)
4.Warm closing
5.Sender's name and contact

Q.1 Your school, Bal Vidya Mandir, is planning to organize the Annual Sports Day on the school
premises. Draft a formal invitation in not more than 50 words for the event giving all the

essential details.

Q.2 Your friend, PV. Sathish has invited you to attend the wedding of his sister, Jaya. You find
that you have an important paper for the pre-board examination on the wedding day. Thus, you
cannot attend the event. Write in about 50 words a formal reply to the invitation expressing your

regret. You are
Puneet/Puneeta Vij, M-114, Fort Road, Sehore.

@ HOLIDAY HOMEWORK — PROJECT WORK@
1 .S Y S Wl FT PIE TATR AT 8|
5 e, ¥a, 7, &1 a7 T1é 99X 9T &7 Feh! &

# Basketball court
Volleyball court
_~ Badminton court
% Kho-Kho court
£3, Kabaddi court
@ Football Ground
Points( g T3 points project work & AT FIAE )
1. Ground / court ka lebelled diagram
2. Measurements
3.Rules and regulation
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