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NOTICE WRITING CLASS 2 

Format for Official/Non-Official Meetings’ Notice 

 Date 

 Time 

 Venue 

 Agenda/Purpose 

 Expected Attendees 

 Specific Instructions 

 Contact Person/Address 
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5. Format for Events’ Notice 

 Name 

 Objective/Purpose/Occasion 

 Date 

 Time/Duration 

 Place/Venue 

 Qualifications/Eligibility/Conditions 

 Contact Person/Address 

 Specific Instructions 

Depending on specific occasions, it is acceptable to use background images, logos or graphic 

representing the event. 
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6. Format for Lost and Found Notice 

 Lost and/or Found Object 

 Date 

 Approximate Time lost or found 

 Place 

 Identification marks (color, size, distinct features) 

 Content 

 Contact person, when and where to contact 
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7. Format for Name Change Notice 

 Eye-catching heading 

 Current Name 

 Address 

 New Name 

 Reason for changing 
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8. Format for Future Tours/Fairs/Exhibitions/Camps’ 

Notice 

 Name and Nature of activity 

 Occasion 

 Venue 

 Objective (information, awareness, appeal, etc.) 

 Dates/Timing 

 Expected Expenses 

 Beginning/Conclusion Dates 

 Duration (From… To…) 

 Contact Information 

 Specific Instructions 
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