
Notice and E-mail Writing Format 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Catchy Heading – original 
and creative – MUST 
NOT be MORE THAN 
THREE words. 

Same as given in 
the question 

The ORDER 
of 

information 
must be 

maintained. 

 

If order is 
changed then 

YOU WILL LOSE 
MARKS for ALL 
the WRONGLY 
PLACED Info.  

Words marked 
in boxes are 

IMPORTANT and 
should be used 

in the same 
manner. 

The VENUE is written – SMALL 
to BIG location-wise 

There is a comma that separates 
them 

Please NOTE: 

 There is NO NEED for any additional information in the Notice. 
 Check the FORMAT of Date and Time – order and punctuation involved. 
 You will lose the entire ½ or 1 mark if more than 1 mistake is made in 

either of the element. 



Learn the 
opening 
sentence 

as is – 
ONLY 

CHANGE 
THE KEY 
WORDS 

according 
to the 

question. 

 

The body of the 
email contains 
two parts:- 

A. the details 
mentioned in 
the notice as is – 
NOTE that the 
venue is again 
written in SMALL 
to BIG order 
location-wise. 

B. additional two 
information 
regarding the 
event – this 
must be brief – 
as highlighted in 
red. 

The word ‘principal’ MUST be there in the e-mail ID. The general format of 
email address must be correct. All small letters. 

Both the closing line and the designation is 
important. You MAY MEMORIZE the closing line 

as is. 

Designation is usually mentioned in the question. 
If NOT, you MAY write one of your own. 


