Notice Writing

NISRRRSEIF I

sia cultural event
« any death, bi isi : '
ference y death, birth, visit by someone in future inspection, excursion
s social cause to be undertaken and so on
or
ad it, note
ice. As you T the format and the important details which have been included.

e the principal of a school. Inform the students and teachers about the change in school
¢ of the winter season.

\ St. Mary’s Convenn . Issuing
| [ ” authority
; NOTICE
Date
> Ehange in school hours for winter } —» Heading
L 'h :

4 students are hereby requested to note the following changes in school

ers A1
| ! Old timings New timings
| '_.- Upper KG and LKG ~ 9am-12:30 pm 10am - 1:30 pm Content
I Classes1- ClassX ~ 8:15am-2:15pm 9:15am-3: 15 pm
3 equcsted to abide by the new timings with effect from 15 November 2055

r some notices the first person ‘we’ or the second
"'ay' be used.

ort, precise and relevant to the topic. It usually has a word limit of 50 words.

address of the issuing authority is placed at the top followed by the word ‘NOTICE’, the

1eading.

designation of the signatory authority should be placed on the lower left hand corner of

f;t e notice should be objective, impartial and formal.
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. u h this letter I woul

Iroug d request the concerned authorities to take ne '

thout any further delay. cessary action and get the road
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Story Writing |

We all en;j ;
Yoy reading or | . ; :
and be transporte dgini hSten}ng to stories. One may pick up a novel, a collection of short stories or comjcg
0 a different world with various characters who take us along as the plot of the .

story unfolds, |
JK ROWling i Sf;l‘z lalt.re names of some famous authors of children’s stories—Ruskin Bond, Enid Blyton,

St iti ;
OIY Writing can be a fun if we follow certain guidelines.

GUIDELINES FOR STORY WRITING l

2 'gll‘St[y, an interesting plot is essential for a good story.

. 5 =
= : :Sal‘lsous Important events must be related and generally follow a chronological order of sequence of

h'n Peasr1Cs, 12t past happening or event may also be included which a character may think of of

which is required as 3 reference based on the main plot.
Tl_lc characters'l_n the story must appear to be real. Sometimes, they may be absolutely imaginary like
aliens, elves, fairies and SO on.

= The wTitcr may ‘re-veal the characters through a narrative or use another character to give a description.
Sometimes, realistic incidents or behaviour of the characters help unfold the story to the reader.

oF A story.can be made gripping or interesting if there are some pieces of conversation or dialogue included
at the right places. , :

* The story should end on an interesting note. It arouses the curiosity of the reader if there is a twist at the
end of the tale. The events of the story should not end abruptly.

¢ In order to make the story appealing to the reader, various adjectives and phrases are used for description
of people, places and actions.

¢ The story should carry a message for the reader which may be implied or be obvious at the end.

Stories can be written with the help of given outlines. The following points should be

remembered while doing so.
WRITING STORIES WITH GIVEN OUTLINES

e

Read the outlines, clues carefully and t to understand the main plot of the story.
Do not leave out any point and maintain the order of the events. '

< Connect every part so that they appear to be linked.

Introduce dialogue, wherever possible, to make the story interesting.

A proverb or an idiom may be used as the title of the story.

The story should be written in simple English and in the past tense.

Now, read the outlines given in the box and the story that follows —

i . — i d to find an able

1 king ruled Roshanpur—wanted people to be happy—no helr_and wante )
11:4 Irigilstt:y ersgn——disguised as a beggar and sneaked out of the palace as night fell— reached the ne;;rby
s 3 ketf-fell into a roadside pit—group of traders crossed and said that he deserved to be in a pit—a
g::;llion of soldiers passed by and said that it was not befitting for them to rescue a beggar—they

— . - -~




» Wine is made from grapes), a puzzle, a jar of cold cream, 2.5 guilders and a

% i : » Camera Obscura, a platter of homemade cookigs
??;:h I made myself, of course, since I have become quite an expert at baking cookies), lots of candy, and

S wbe. ITy tart from Mother. And a letter from Granny, right on time, but of course that was Just a
coincidence. ;

Thcn, Havelli came to pick me up, and I went to school

...................

: This will give you an idea of how a diary entry is made. Of course, the above details were sritten by Anne
. E;‘gqlf_bcforc fhe war had started. (Nowadays, we do not use a comma when we write the date. Remember to
- mention the time also though it is not mentioned here.)

'UIDELINES 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. Then, the time must be mentioned in the next line. (These days we do not use any
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 next line.

*  The descriptions have to be clear but brief.

®  They have to be expressed in a logical way.







Essay Writing
e

An essay i 3 . .
'tten) :: adn Interesting piece of writing on a certain topic, comprising of a number of way; .
tvh”olughts n well—_arranged paragraphs on-a given subject. It expresses one’s ideas ;4
On a particular topic and also provides relevant information to the reader.
FL
ﬁ The structure of an essay :
g An essay can be mainly divided into three parts.

1 Intr . ™ .
fr o.ductlon = It introduces the reader to the theme or topic of the essay and therefore has to pe
a cltecuve, attractive and brief l

f}:dy : 'f;he main part of the essay comprises of several paragraphs which explain the theme or the subjet
tter of the essay. This part of the essay has to be in detail and the points must be logically arranged.

&
g Conclusion : It is the closing part of the essay and must be convincing, precise and brief.

l ESSENTIAL FEATURES OF AN ESSAY
Paragraphs :
f:;g ?Eﬁlr:g_}gc—i be divided into paragraphs. While constructing paragraphs, the following aspects have
1. /Uity : Each p

- fDnity : Each Paragraph should deal with a single subject but the content should be related to the main topic,

2. o4 i tY:,i‘EaC'h pfll‘agraph should have variety in thoughts and ideas.
3. \\I\le&l /SeQ!;éhce (cohesion and coherence) : The paragraphs should be placed in a logic

setigg?’g thoughts.

b

tyle ;

“he style of an essay has to be direct, simple and concise. The writer needs to observe the following points :
~ Bedirect : use short sentences '

Be simple : use simple words and construction

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

= = RS SRR THE PROCESS OF WRITING AN ESSAY R

Step-1: Choose the topic that interests you.

Step-2 : Generate ideas by asking yourself what, when, where, why or how about matters related to
the topic and write these in points on a rough sheet of paper. (brainstorming)

Step-3 : Select 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). ‘
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INFLUENCE OF INTERNET ON CHILDREN
ildren to profession,,

b |
In today’s world, the use of internet has become indispensable. From school ch
everyone turns to the internet for information, social networking or entertainment.

The growing influence of internet, especially on school children, has both positive and negative aspects,

The advantages mainly include access to information. Children get the required help frgm internet f,
completing their school projects and often their home tasks. Different child friendly websites cater to ¢p,
kids. They provide much nceded information on various subjects like astronomy, geography, science 34
others. They contain updated facts on these topics which are often unpavailable in the-books. Graphicy
presentations, colourful images attract them and through interactive gamies, these wcbsnesralso entertajn
them. Social networking websites also enable the children to interact with friends and relatives staying i,

distant places.
These advantages also happen to be the negative aspects of the internet. This is because of the ease wi

which all kinds of information is available to a child. Similarly, with the same eas¢ he or: She_ might access
information or websites which are not meant for them. Again, social networking sites give them the

opportunity to be in touch with friends who are away from them. However, through such networking sites ;
child may develop friendship with those whom he or she does not know in person and often fall prey to child
abusers. Apart from these, a child may become so engrossed in the virtual world of the internet that he or she
might ignore real friends and relations. His or her education also suffers.

Children often turn to the internet as a source of entertainment. They play games most of which involve
violence which leaves serious psychological impact on the child, often making him insensitive to the suffering

of others. :
Thus, we can see that the internet has both positive and negative influence on the children. To increase the

positive impact and minimise the negative effect, parents can play an active role. They should keep a check on
the websites visited by the child during his or her internet sessions. Parents should have a good bonding with
the child so that he or she does not hesitate to ask for parents” help if one falls a victim to cyber bullies. The
child should be made to realise that the world of internet is a virtual one. Internet is necessary as a source of
information and communication but it cannot be a substitute for real life, real relations and real friendship.
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. . cuch a way that a picture s forme
A descriptive paragraph is used to describe a person, place or thing 1n S d

in the reader's mind.

abula g
it . s the usage of voc 'Y ma ~
When we write descriptively, the overall quality of our writing improves 4 -

more Interesting and engaging.

FORMAT |
e
. Next few

— £ T A TR
We start the description by writing the title at the ce

v ' RS
praer A TITLE First fey
‘The first faw words introduce the idea or theme of the description. ] :;rds:

i ; 3 & n ucti
"sentences: | > The next few sentences carry the actual description and makf_ up on
Al the largest part of the descriptive piece. However, the word limit |
|} description should not be exceeded. | m

The last few words should carry- the conclusion of the description. words:
| This portion, too, should be very concise. Com;]usﬂJ

@ Write a descriptive paragraph on the famous Indian scientist Sir CV Raman in 100-120 words,

Hints: + introduce the Person - ¢ most striking part of his appearance * his achievements

* his personality traits o conclusion

I CV Rasrne e



9. Describe your classroom.

My Classroom is on the 3rd floor of the school
building. It is an open and airy room with a large
door and two wide windows through which cool air
blows in the morning. The classroom has four ceiling
fans, and a large Black-board. In front of the board is
a teacher’s table and chair and then student benches
are arranged. At each desk, two students can sit
comfortably. On the walls, we put pictures of the
outstanding personalities of our nation who served
the nation selflessly, a large world map and
inspirational quotes are also written on chart papers
and put up there. Two dustbins are placed in the
corners to keep our classroom clean.

(116 words)
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l‘;\ez:ﬁ:g;i 3::1“1:::21 r::x:n: “mu{qbﬁ}wm- two peo_ple". Dialogue-writing is a usfc.ful form of composition, es.
STt { n stuc t;:n.t who is trying to gaina comn}and of spoken English. Under proper guidance
e uim to the colloquial way of talking English, and train him to express his thoughts in e :
g nstructions. The spoken English of the Indian school-boy is too often rather stilted and bookisp,
wing t‘o the fact that he has not much chance of talking with English people ; and anything that will help h;
to acq}me naturalness and ease in speaking in English is of value. R
To write a_dialogue successfully, calls for a little dramatic power; for the writer has not only to see both sid
of a ques%mn, but has also to put himself, so to speak, inside two imaginary persons so as to make ther: =
press their opposite opinions naturally and in keeping with their characters. He has in tumn to be each =%
and see the point of view of each on the question. .
A written dialogue should be so composed that it appears to be spontaneous or impromptu. The reader of ;
should not feel that it is premeditated, stilted and dull. =
At ‘the same time, careful preparation is necessary for writing a dialogue, though this must not appear. The
writer must have the art to conceal his art. It is always advisable to make a plan or outline of the dialogue
before beginning to write ; otherwise the dialogue may be rambling and pointless. 3

Method of Procedure

1. Carefully think over the subject given, and jot down briefly the arguments or opinions about it which
might reasonably be expressed by the imaginary persons who are supposed to be talking.

2. Arrange these ideas in some logical order, so that one will arise naturally from another in the course of
the conversation. (It is well to write down these points in the form of an outline, or numbered heads,
as a guide to follow in writing the dialogue.)

3. Try to imagine what would be the way in which each character in the dialogue would express his
views. To do this, you must have in your mind a clear idea of the imaginary persons taking part in the
conversation, so as to make them speak in character. (For instance, in Specimen No. 2, Swarup, the
bookish student talks in a different way from Dulip Singh, the athletic student.)

4. Keep in mind that your dialogue, when completed, should read like a real, spontaneous conversation
So try to make your imaginary characters talk in an easy, familiar and natural manner. Avoid stilted
and bookish phrases. Try to remember how real people talk in friendly conversation, and reproduce

that conversational style as well as you can.




. Yes, you may live longer in the country. But you don't get so much out of fite as we do in town. A short life and a merry one, | say
e t“, en two boys discussing their hobbies.

1 am in luck, Will. My uncle has just sent me a letter from Japan, where he is on business, with some Japanese stamps. He knows
| collect them and often sends me foreign stamps from the places he visits.

They look rather nice. Are you qoing to paste them in your album ?
ves, here itis. | have got quite a nice collection now.

What a lot ! French, ltalian, Dutch, German, American, Turkish. You seem to have some from almost every country

Oh ! there are a lot | have not got yet. And some rare ones are very expensive, and cost pounds of money.
But what is the use of collecting stamps ?

Oh ! Well, it's a hobby. And it teaches you some geography ; and sometimes it bnngs )
How is that ?

Why, a really good collection sometimes sells for hundreds of pounds Why don't you go in for stamp-collecting ?

| ike something more active. My hobby is collecting ferns and wild flowers. And to get these you have to go long country walks, and
explore the woods, and climb the hills. It is quite an adventure when you find a rare plant or fem in some wild place
But what do you do with them when you get them ?

| press them, and then mount them neatly on sheets of paper, and name them. | have got quite a nice collection.
How da you press them ?

| lay the fern or plant between sheets of blotting-paper, and put them in a press, or under a board with heavy weights. You have to

change the blotting-paper every day, and in about a week the plant is dried and pressed, and will last like that for years.
And what is the good of your hobby ?

Well, it teaches me a lot of botany ; and takes me into beautitul country; and does me good physically, because it means exercise
in the open air.



