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Notices :E 7o

Notices at office have different styles from letters. It is not quite formal writing compared
with notices used in law or contract. It is a kind of written form titled “Notice”, with the person or
company giving the notice.

In this section, we will be able to get to know the format of notices at office and be able to

master how to write notices at office.

Office Rules & Business Etiquette

In a business setting, we need to be aware of the rules of the office. For example, let’ s
observe and see what is going on in this particular one.

A: Fix this. What time is it?

B: It is almost 12.

C: Hi! Sorry I am late, I had to call the doctor this morning for my son because he didn’t
want to eat and he didn’t call back and then the traffic turned out to be hell, so sorry I am late. 1
am going to start off now there I guess.

This lady doesn’ t have it together: she is rushed, she is giving too many excuses, and did
you notice her handbag? She is wearing the suit, but she is wearing a handbag that looks more
like beachwear. If you want to look professional, a briefcase is always a good idea to carry and

maybe a small handbag but not something that clashes with the rest of your outfit; you will not be

taken seriously.

Every notice should contain such factors: the time when the event will happen, the people
who will be welcomed, invited or required, the location where the event will take place and also

the main content of the event. The language used should be concise and clear.
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Layout 1 Notice for Lounge Change i/ 354L:E %

Notice for Lounge Change ‘

Room B219 which once as our lounge will be changed into Associate Dean’ s
office (for Prof. Stephen Yandle). The lock of B219 will be changed too.

Light refreshments in B219 will be moved to the administrative office.

Professors and teaching assistants who need them will always be welcome to get

and enjoy. {

STL Administrative Office
School of Transnational Law

November 30, 2008

Layout 2 Notice for Moving Company 4 ##iEi&E %0

Notice for Moving Company

Pleased be advised that our Hong Kong Office will be moved to the following new
address with effect from January 1, 2008. 6‘5

Room 401, 4/F dipr

Crocodile House,

50 Connaught Road C.,
Central, Hong Kong.
Tel: 8524678910

PHARMEDIC INTERNATIONAL(HK) LTD.’%




Layout 3 Notice for Holiday Leave #i{Ei&%n

Notice For Easter Holiday's Leave

Please kindly note that the Chinese Embassy in Sweden including the Visa Section will
be closed from 10 April to 13 April 2009 for Easter holiday.

Chinese Embassy in Sweden
March 11, 2009

Layout 4 Notice for Quitting a Job FFERIEAN

Notice for Quitting a Job

Dear Wendy,
Thank you for the opportunity to work at Valendar Trust. I have learned a lot during my

time here. I truly appreciate your guidance and friendship during my time employed.

¥

However, the time has come for me to move on. This letter is to formally announce my

resignation from Valendar Tr{st. My last day will be two weeks from today.

s S "
Please let me know what I can do to make my final time here a productive experience.

Regards,

Sullivan

LS R e
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Task 1 Write a notice as required.
— N EEFEESUAESUR T —RIE ARARZHAMIMES, EEE—EA.
H#1:7 A8 H(EHN)
B RLR 8 UK, PR P — R AU, TF 5 SUEDE
SR KRS —— R 3, WIS, KE, 2R
WAL R SMES), HETH S HRIAMERS 684
Task 2 Write a notice of Lost and Found.
HRB T —FFL, ARBIR L, EE - RYHIER .
You have found a mobile phone and want to return it to its owner. Write a notice of lost
and found to clearly state:
1) the time and place of your finding
2) your information for contact
Task 3 Please check the following notice and judge whether it is good or poor.
Prof. Douglas ¥ F 11 A 25 H (J& ) & 2 7 & i 1 Case Study on Financial
Accounting, B8] 2 24 K b4 8:30-11:00, b SR AEA F] LE 115,
2009411 A 12 H

Notice for Case Study on Financial Accounting
The course “Case Study on Financial Accounting” by Prof. Doualas will start on 25th,
November (Friday). The course for class will last from 8:30a.m. to 11:00a.m. in the meeting room

No.115.
November 12, 2009




Task 4 Findthe M differences between the two notices in 30 seconds.

Meeting Notice

Wednesday April 29, 2009
Plenary

Questions to the Deputy First
Minister and Minister for the
Economy and Transport
Debate on the Equality of
Opportunity Committee ’ s
Report on Issues affecting
Migrant Workers in Wales,
their families and the
communities in which they live
and work

Time allocated to the Welsh
Conservatives

Time allocated to the Welsh
Liberal Democrats

Voting Time

Short Debate

Committees

Finance Committee
T M ;

Currently considering Proposed
Playing Fields (l()lommunity
Involvement in Disposal
Decisions) Measure

Currently considerin Proglosed

Local Government (Wales
Measure
Associate Manager
Lake

|

LB RIS RIS —RERTE. Bl

Notice

Wednesday April 29, 2009
Plenary

Questions to the Deputy First
Minister and Minister for the
Eeconomy and Transport
Debate on the Equality of
Opportunity Committee’s
Report on Issues affecting
Migrant Workers in Wales,
their families and the
communities in which they live
and work

Time allocated to the Welsh
Conservatives

Time allocated to the Welsh
Liberal Democrats

Voting Time

Long Debate

Committees

inance Commi i
Sustainability Committee
et )

Currently considering Proposed
Playing Fields (Community
Involvement in Disposal
Decisions) Measure

Legislation Committee No.4 —
Currently considering Proposed
Local Government (Wales)

Measure

Dear friends,

Notice

June 29, 2008

Your attention, please. A tour is arranged for July 1, Saturday, to the Great Wall.

Those who wish to go will gather at the Bohai Pearl Hotel. The bus will leave at 8:00

The Principal’s Office

A




#H 4% 7 B 1% Business English Writing

% K BN _NaN suEs
- WEE s seww

The Dean’s Office Notice
An open English class will be given by Miss Swift on at 9:00 a.m. Monday May 15, 2008,
in Room 101 of the classroom building.

All English learners are expected to attend the class.
May 7, 2008

2. 3F HER-MAIFUNBANL, WA ASERARKARES - EE, B
FHAVEE BRBEE. Hln:

Found
May 16, 2009
I happened to find a purse, inside of which there is money and other things. Loser

is expected to come to our reception to claim it.

Finder,
Zhang Ming

Lost
Sep. 22, 2009
Yesterday afternoon I lost my mobile phone. I will express my heartfelt thanks to

anyone who has found it and will return it to me. You can reach me at 13842685477.
Loser,

Li Zhilong

o

MER ERR—FTOERANNA, HiE BE5FHEEE, H:

Sick Leave Note
April 10, 2009
Mr. Zhang,
I am seriously ill today and cannot go to work. I am writing to ask for sick leave for
a day.
Encl. Doctor’s certificate for sick leave.
Yours,
Li Xing




Note Left
10:30 a.m. , March 10
Ding Ding,
Just now I came to see you, but you were out. Your colleage said you would be back

this afternoon. Please give me a call when you are back. I have something important to

tell you.

Mary

A EEBEA

Notice to Landlord
Dear Mr. Peter,

My lease expires on September 6, 2007, just be safe, I expect to vacate the unit the
evening previous and to return the next day. Plz have the examination—review sheet that
was filled out when I did the pre—acceptance inspection.

Thanks,

Williams

et

5.2 13GE

November 15, 2008

The Director Board will be holding a regular meeting on November 30th, 2009 at 9
a.m.. The meeting will be held in the room No. 520 at office building. In the event that
any or all of the members participate in the meeting by telephone or video, a
speakerphone or monitor will be available at the location noted above.

At the time this notice is being prepared, the company expects the agenda of its
meeting to include the following topics:

1. policy we should take for the coming new year

2. measures taken to promotion

Where noted, the discussion of some of the above topics may be held in executive

session rather than during the portion of the meeting which is open to the public.

Date of Notice: September 10, 2008
General Secretary

Lisa

S



Posters # 3K

A poster is any piece of printed paper designed to be attached to a wall or vertical surface.
Typically posters include both textual and graphic elements, although a poster may be either
wholly graphical or wholly textual. Posters are designed to be eye—catching and convey
information. Posters may be used for many purposes, and they are frequent tools of advertisers,
propagandists, protestors and other groups trying to communicate a message in politics,
commerce, arts, education etc.

In this section, we will get to know the types of posters and the format of the posters,

especially for business purposes.

Cell Phones & Business Etiquette

Sometimes we find that the telephone is a blessing but other times it is really intruding into
our lives. Let’s observe.

A: So after four years why did you leave them?

B: Well, .. I get this... Hello, Oh! please don’t call me now, no... no it is in the fridge...
bye... don’t call me now, I will call you later, okay. Sorry, it’s just the kids... where were we?

Please make sure that you turn off your phone when you are in any situation where either you
have a client or you are speaking to somebody in your office because there is no reason to have a
cell phone on. It’ s got to be turned off and did you notice that our lovely lady was also chewing

gum; that is a no—no.

Many business posters are used for advertising products such as films, music (both concerts
and recorded albums), comic books, concerts, events and travel destinations being particularly

notable examples. They have been widely used in commerce.

R




Unit 2 Posters /&- XF\

Layout1 ZAP Saturday Warehouse Layout2 SM Hypermarket Valenzuela’s
Sale Poster Labor Day Sale
ZAP BER$EEER F—HEEH

ab&rday

sale

May 1-2-3

Saturday March 22nd

3 Mud-E Dirt Bikes ™

shop 'n eojoy 3 great offers for 3 days

sieSpecial on Tunes-Up's
That dl’ Onry

$2 559" .SOM
Sale poster Let us all celebrate Labor Day! Shop and
enjoy 3 great offers for 3 Days on May 1, 2
and 3!

Layout 3 Costume/Clothing Poster fR3&#53R

Samuel & Kevin
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Layout 4 Propaganda and Political Poster Ef B4R

Posters for propaganda and political purposes are very
important weapons in the wars or elections or events. A recent
example of an influential political poster is Shepard Fairey’ s
Barack Obama “HOPE” poster.

Obama’s Election 35 1E7#Ht
Layout 5 Educational Poster & /3

'smokefree’
legislation
afféct me?

West Essex

A Great Poster |s

Readable( 5 iE/)

Readability is a measure of how easily the ideas flow from one item to the next. Text that has
- - - [
lots of grammatical problems, complex or passive sentence structures, and misspellings is “hard

to read”.

10




