
Message Writing 
Example 1: You are Smita. Your sister is not at home. You received a call from her friend that her dance class got cancelled. Since you are in a rush to go out, so you will leave a message for her. Now write the message with a word limit of fewer than 50 words.
Madhuri: Hello! Is Kavita at home?
Smita: No. She went outside. May I know who is this calling?
Madhuri: I am Madhuri, Kavita’s friend.
Smita: Ok. Is there any message for her, I can pass?
Madhuri: Yes, please tell her that tomorrow’s dance class is cancelled, since our dance teacher had an emergency and she has to go out of town. The next class will be on Tuesday.
Smita: Sure. I will let her know. Thank you.
Madhuri: You are welcome!



Example 2: You receive a telephone call from your mother’s office when she is not at
home. You have the following conversation with the speaker. But you
have to go for your tuition class. So you leave a message for your mother.
Write the message within 50 words using the information given below.
Do not add any new information.
Ambuj: Hello!
Mr Rastogi: Hello! May I speak with Ms Dixit please? I am Naresh Rastogi
from the office.
Ambuj: Mom’s not at home right now.
Mr Rastogi: In that case can you give her a message? It is urgent. Please tell her
that the meeting fixed for tomorrow has been rescheduled. Ask her to check
her mail as soon as possible for the details. Please don’t forget to inform her.
Ambuj: Don’t worry. I will tell her as soon as she returns.
