Specific Writing Skills

» 1.1. NOTICE

Notice is an announcement or intimation of something impending. It is usually formal

in style and has some sort of legal binding. It is widely used by individuals and organisations
to inform about different events and occasions. Notices may be posted about :

(i) new procedures

(if) social events

(iii) advertisements for internal appointments

(iv) to issue public instructions

(v) about loss and found of a thing

(vi) reports on matters of interest
(vii) reminders of company or organisation procedures.

Most organisations have notice boards at prominent places throughout the offices. Most
notices are meant to be pinned up or pasted on these boards. Notices issued by the
Government departments and other big organisations also appear in various newspapers.
Loss of a thing, or when a thing is found, opening and closing of public issues are also
notified through press. Caution notices are given in respect of violation of trade marks.
The notices should be simple, brief and clear.

®1.1.1. Different Types of Notices

There are various kinds of notices for example,
Tender notice

Legal notice
Admission notice
Public notice

Caution notice
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Notice issued by organisations, institutions etc.
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=] / imings or venue of a part;
| Noti rding ; ({) Change of name (if) Change of tming Particy,
7. Notice rega : _
meeting. .
8. Notice regarding change of address.
W nes while drafting the notice :

We should keep in mind the following guideli
J(z) The entire content of the notice is centere
(i) One can highlight the name and description 0
differently coloured alphabets.
(iii) Ensure your display is eye-catching and effective.:
(iv) State the action that you want the reader to take.
FORMAT OF LOST AND FOUND NOTICE

Title of Lost of Found Notice

d within a ‘box’.
f the item with bold or underlined of

Name of the missing/found article.
Description/Content
(Full details of missing article or thing.
Mention colour, size, contents, material and other required information)
Place :
Date :

Contact : (Name, address, contact no, or e-mail address etc.)

It is not compulsory to follow the forma

: o t in
time and place within the description/congery the same manner, we can place date,

SAMPLE - |

NOTICE INVITING TENDER

Himachal Pradesh [rripai
' ITigatio
Sealed item rate tenders op form ! Cum Py, Department

6 and § f
on behalf of Governor of 4 p or the below invited
project IPH Division Bas.: -, 1€ EXeCUtive enginear . 10t Works are hereby invi
ass1 on the prescribeq form °f, changer area medjum lift irrigatio®

appropriate class enlisted v;
with IPH Depa om the experienced contractors o

registered under the centra] Sal ftment, The co
office of the Executive Engineerc '1("?‘: I‘?S;P 1968, nt
’ upto

payment. The cost of tepnder d ;
transferable. The offer of the te,?;::l :;l t"ls
all re

he tendractors should have also been |

11.11,2019 O™ Can be had from U¥

non-rernd‘b 19 upto 4:00 p.M. against cash

Main q B¢ and tender document is 1O
Pen for 120 days
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