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TIPS FOR ESSAY WRITING
Choose properly the right subject
Organise the matter
Narrate, report, persuade, or argue ideas coherently
Arrive at the conclusion with relevant arguments
Use correct style.

Organisation of the subject matter, correct syntax,
punctuation, proper grammatical construction, and
correct spellings is very important.
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General Tips

For essay:

Types of essays:

Use a fresh page for every question.
Strictly follow the time and word limit.

Use at least 4-5 paragraphs
Maintain uniformity of paragraphs

Descriptive
Narrative
Argumentative
Story writing
Picture Composition

} Easier and
more scoring

You are given 5 topics to choose from. Read carefully all the topics
given, then select one topic, which you think you can write best on.
Think carefully and collect all the ideas that come to your mind
during the reading time and develop a rough draft in your mind.
Organise all the ideas into paragraphs in your mind.
And now write the final draft you have made in your mind.
And at last just revise once and do the changes that you want.

TIPS FOR ESSAY WRITING



LETTER WRITING
Q. Imagine that you are in a boarding school and have performed poorly
in your terminal examination. Write a letter to your mother, explaining the
reasons for your poor performance, and tell her how you plan to do
better in the forthcoming examinations.
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ANSWER SAMPLE 1:



ANSWER SAMPLE 2:



Q. Write a letter to the Police Commissioner of your city drawing
his / her attention to the menace of hawkers outside your
school. Tell him / her what dangers they pose and offer
solutions for their rehabilitation.

Question 2 (Formal) CKOP!
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ANSWER SAMPLE 1:



ANSWER SAMPLE 2:



NOTICE & E-MAIL
It is recommended that both the notice and email parts be taught as one unit, as the
topic is common to both. It is only the target audience that is different, For e.g. the
Notice is for the pupils of the school, whereas the email is meant for the Principal of a
neighboring school.

For e.g. Your school is hosting an inter-school Debate Competition. Draft a notice for
the school Notice Board giving all relevant details of the event.
Write an email to the Principal of a neighboring school requesting him/her to send a
team to participate in the debate. 

NOTICE

E-MAIL



Question 1.
Q. Your school is hosting an inter-school debate competition.
Write a notice for your school informing them of the event.
Write an e-mail to the principal of a neighboring school informing
her of the event and requesting her to send a team to participate.

NOTICE

E-MAIL



Question 2.
Q. You are the President of a children's club in your locality.
You and your team are planning to organise a programme to celebrate
Teachers’ Day.
Write a notice, to be put up in the local Supermarket, giving details of the
programme to create an awareness of the event.
Write an e-mail to the General Manager of the Supermarket seeking
permission to display the notice and requesting a sponsorship for the event. 

NOTICE



E-MAIL

Question 3.
Q. Your school is conducting an inter-class talent search. Write
out a notice to be put up in your school informing students
about the event and inviting them to participate.
Write an e-mail to the Principal of a neighbouring school
requesting him / her to send a team of teachers to judge the
event.



NOTICE (Format-2)

E-MAIL



Question 4.
Q. You are the Games Captain at school. The school is organizing an
inter-house basketball competition. Write out a notice to be put up in
your school informing students about it. 
Write an e-mail to a prominent basketball coach in your city who has
agreed to be the referee at the event, giving all relevant details. 

NOTICE (Format-2)

E-MAIL



E-MAIL

Question 5.
Q. Your school is organizing a charity drive for the underprivileged children of
the nearby locality. Write out a notice to be put up in your school informing
students about the event and inviting them to participate in the charity drive.
Write an e-mail to the Principal of a neighboring school requesting him/her to
allow the student of his / her school to participate in the event.

NOTICE



E-MAIL

E-MAIL



THANK YOU!




