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(i) MESSAGE
(Word limit: 50-60 words)

_ troduction

. The purpose of writing a message is to send information or a piece of news to someone
;"‘ ho is not present at the moment. Quite often, the question on message writing is based on
s tezephomc conversation between two persons. It is expected that the important information
" contained in the conversation is conveyed to the third person. However, there may be questions

'ﬂ,:- here students are supplied only some notes or hints and are asked to convert the same into
~a message for someone.

to Remember

.+ |tis a short piece of writing that does not require the Sender's or the Receiver’s address
written therein.

* Only a brief salutation should be given e.g. Dear Mom, etc.

* Mention the date and the time when the message is written. (See format given below.)

FORMAT OF A MESSAGE
Wrile the word
[~ 'Message’ here.
Message
Write date and Date
time when the
message is
written. Time
Start with a bnel salutation
Dear ......... e.g. Dear Uncle.

1 Body of tha
message

‘]_ Name/Signalture of the
person witing the message

4

| Put the message in a box. —J

i i i uld
| * Your message should contain only the important information. lrrelevant details sho
be avoided.
' * Put the sender’s name/signature at the end of the message.

* Put your message in a box. f the Message)
. * Donotexceed the prescribed word limit (i.e, 50- 60 words for iﬂi trfg:qagﬁ
. ___* The use of tense depends on the ideas/themes contained in
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Suggested Marking Scheme

Format (2 marks)
The format includes
« The word ‘MESSAGE' « Date and Time
« Salutation (Dear .................. ) « Writer's Name/Signature

Content and Expressions (2 marks)
(/) Contents include:
« Caller’'s name « His/her identity

s Purpose of writing the message
. What the receiver of the message is supposed to do
(ii) Expressions include grammatically correct sentences, spellings, etc.

Note:
(/) ¥2 mark is deducted if the message is not placed in a box.
(if) If the candidate exceeds the word limit by more than 5 words, Y%, mark is deducted.

The Marking Scheme may vary slightly at the Examiner’s Discretion.

SOLVED EXAMPLE
Shobhit receives a call from his sister Pallavi’s friend, Jubeida. Since Shobhit has it
leave for his tuitions, he leaves a message for Pallavi. Read the conversation giver

below and write the message. 4 marks

Jubeida : Hello, may | speak to Pallavi? | am her friend, Jubeida.

Shobhit : Hello, Jubeida. This is Shobhit here, Pallavi's brother. | am sorry to say that Palizvi &
not at home. She has gone to the market to buy some stationery items. Is there an

message?
Yes, please tell her that the school will remain closed tomorrow as a Senior Founds’

Jubeida :
Member of the School’'s Managing Committee has died.

Shobhit : Thanks Jubeida. I'll convey the message. e
Answer Rl
.................... IR i
e —
A D o eeeeetsessmmmenasssees 48RS AR 044 AR ARS8 AR a1 T4
e WIS T NS A N W= = e
. Jubeida phoned me to inform you that the school will remain closed tomorrow 2s 2. Senid,
...'.:.FEHF!F’.!?E.".’.'?.'??PF‘:[.‘:".f..t.*.‘f’..59’.199'.’.?'..'.“.'?.‘??.9.‘.'?9.99’.’.‘.!!‘.!‘.‘.?‘?..*.‘.?‘.?‘:.‘.’.5.?9- ................................
| ..1am going to Arun’s house for my tuitions and will return around 6 p-m. ...
B SRR s i SR A i e —
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A

Message: 4 marks

Date:[ T H LI L] 1]
; e ey e - UNIT | -'d.i.ir'ymnmrf B.3
f Class: ——— — Section ! e Roll No.: :

Read the following conversation between Mr Gulati and the receptionist of D.A.\. Public
School, Faridabad.

Recepiionistm: Good hiofning. This is D.AV. Public School. May | help you?

Mr Gulati : Good morning, madam. | am Shekhar Gulati. My daughter, Shreya Gulati, is a

student of VI C in your school. Could you please convey my message to her
class teacher, Mrs Shweta Mahajan?

Receptionist : Of course, sir. Please tell what the matter is.

Mr Gulati . Actually, Shreya is not feeling well. She has a sudden stomach ache and we are

taking her to a doctor. Please tell Mrs Mahajan that she won't be able to attend
school today.

Receptionist : OK sir, I'll convey the message soon.
Mr Gulati . Thank you very much.

e ——————————

Supposing yourself to be the receptionist, write a message for Shreya's class teacher.
Mrs Shweta Mahajan, in 50-60 words.

O

N B.3 /

Space for Rough Work Total/d

Scanned with CamScanner

Scanned with CamScanner



Mexsage: 4 marks

0 Date:[ | HTHITTT] | ik 1
Ne_u‘nn. LT R R UNIT _/Jjjr'gnmunf B 4
Css 0 . Section: BOlLNG, & i - ) . A

You are Ruchika. Your mother has not yet returned from her office and you have to go g
your fniend Anjali's house to borrow her Social Science notebook as you need it urgently
{0 complete your own homework. Write a message for your mother in not more than 50.
60 words mentioning:
- Where you are going
Why you are going

When you'll return

-

P——,
1 L]

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

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

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

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

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

e e ————— e
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