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Unit 1
Notices and Posters

Notices and posters are pieces of publicized information. It is difficult to
distinguish between a notice and a poster. They are supposed to be fairly
impersonal, mostly written in the third person and in passive voice. There should
be only the information which would be told standing out precisely and concisely in

the content and nothing else.

1.1 Notices

A notice is written to announce information about a meeting, a party, a film or
video show, a contest or a match. Notice can be in a written or an oral form. In
English, notices include announcements, notes and bulletins, There are at least
three parts of a notice: date. place and activity. The purpose of writing a notice is

to inform the public of certain events or activities.

1.1.1 Categories

Notices are mainly classified into three categories: notifications and warnings,
brief notices and detailed notices. Notifications and warnings are about certain
events in formal terms, with precise structure and concise words. Brief notices are
about meetings and activities (such as speeches, games and parties) including the
time, place and contents of the meetings or activities. Detailed notices are related to
activities with background information about a certain person, organizations and
arrangements of activities,

To achieve the intended purpose and impress upon those who read notices, the
following aspects should be paid attention to:

Use simple and concise words all through the notice.
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Make the heading impressive.

Avoid redundant ways of expression.

Keep spaces between headings and separate parts consistently.

Make notices as briel as possible.

Where necessary, use styles such as capitals. bold, italics or underlying to
emphasize or distinguish some information.

If a notice is to be put in a bulletin board, it should be presented in [ully-

blocked display;besides, the issuer’s signature is required.

1.1.2 Structure of a Notice

Structure of a notice is shown in Figure 1.1.

Heading
|
Subheading I
What
N Who
Body | 7 When
‘Where

[ Thanks or Wishes I

!

Person or organization that gives the notice

Figure 1.1 Structure of a Notice

Heading: to attract the reader’s attention by using the word NOTICE;

Body: to inform the public of certain events or activities. The body includes the
purpose of issuing the notice; detailed information about the event; and the
rounding off remarks; name of person or organization that gives the notice: to
inform the readers who the organizer is. It is usually put at the end of the body;

Date: to inform the readers when the notice was made. The date appears below

the signature, centered or in the bottom left-hand corner.

1.1.3 Samples

There must be one or more notice boards in a school or an organization.
Although notices issued by the governments or other organizations also can appear
in various newspapers, a notice should provide all necessary information and must
be written in a clear and easily understandable language. Even the purpose of notice
writing varies, the procedure almost changes little even without using the

independent paragraphs.
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Library Notice

NOTICE

Library closed: 16 to 18 November

We regret to inform you that our library will be closed next Wednesday, Thursday
and Friday for the sports meeting. It will reopen on Saturday (19 November) with new
opening hours.

Monday—Friday: 8 a.m — 6 p.m

Saturday & Sunday: 10 a.m — 5 p.m

Public holidays : closed

Thank you for your kind attention.

Zhang Shengxiao

10 November, 2016

Sports Meeting Notice

NOTICE

The sports meeting held this Saturday has to be put off because of the heavy rain. All
students are required to come to school on Saturday morning as usual, but there will be no
class that afternoon. Weather permitting, the sports meeting will be held next Saturday
morning. Members of the school ping-pong team must come to the Ping-pong Hall at 4 :30
this Saturday afternoon. Ping-pong stars from Wuhan will come and give special training
then.

Office of Physical Education
10 September, 2016

Students’ Union Notice

NOTICE
The Students” Union has decided to organize a music week, which will be held at the
school meeting hall in the second week of July. The activities include singing pop songs and
playing classical and folk music. Bring your own musical instruments and a music contest
will be included. too. The students taking part in the contest will listen to part of a song or
a piece of music, then guess where it comes from. If you would like to take part in the

music week . please come and sign up for it before June 20.

The Students” Union
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Residents’ Committee Notice

NOTICE
It is decided that a meeting will be called to discuss problems concerning security in
our residential area. The meeting will be held in Room 102 of Building 5 at 7 o'clock on
the evening of December 8. A member of each household is requested to attend.

The Residents” Committee

Manager’s Office Notice

NOTICE
The gentleman who bought two ivory figurines and a lacquer ware coffee set from the
Chinese Arts and Crafts Store on the morning of May 2 has been overcharged through an

accounting error.Please contact the Manager’s Office.

Manager’s office

1.14 Useful Expressions

There will be a... (meeting)at... (time)at... (place).

I am writing to inform you that...

I have the honor to announce...

All welcome.

I have pleasure in informing you that,..

This is to notify that...

All the staff members are expected at the meeting.

Please be there by 8:40.

The session is organized by... sponsored by...

Each participant will be given 5 minutes for speech.

All the students in our class have been arranged to visit...

To maintain correct business procedure and sound security, we are asking all
customers’ cooperation to observe the following rules.

A wallet with some Renminbi and meal coupons has been found this morning
in the dining hall. The loser is expected to come to the General Affairs Office to
identify it.

The sightseeing on Tianhua Mountain organized by... will be postponed to June

1 due to the transportation problem.
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Notice is hereby given that the annual general meeting of the shareholders of

our company will be held at the Bankers’ Club on March 1.

Exercise 1

Please write notices according to the information given below.

(1) As the secretary of your department, write a meeting notice to inform all
of the teachers in your department to have a meeting this Wednesday afternoon at
two o'clock in Classroom 232 to discuss the preparation for the final exams.

(2) As the monitor of your class, write a notice about the English corner.
Make up the time and place by yourself.

(3) Write a lecture notice of your own. You can make up the lecturer, the
topic, the time, and the place.

(4) You lost a watch. The watch is brown-strapped with a silver frame. The
hands of the watch have bright green glow-in-the-dark strips. In your notice you

should make it clear where and when you lost it.

1.2 Posters

A poster is a piece of printed paper designed to be attached to a wall or vertical
surface. They are often put up on street corners, shopping centers and other public
places where they can be easily seen. Typical posters include both textual and
graphic elements, although a poster may be either wholly graphical or wholly text.
Posters are designed to be both eye-catching and informative.

Posters may be used for many purposes. They are a frequent tool of advertisers
(particularly of events. musicians and films), propagandists, protestors and other
groups trying to communicate a message.

The main features of posters:

Organizer: when/where/what /who/how;

Language: various and vivid;

slogan or catch phrase;
simple sentences, ellipsis, black dot;

Characteristics: informality. brevity and originality.
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1.2.1 Rules and Structure

Structure: @ place “POSTER” in the middle of the first line;
@ the title and main content of the activity;
@ the body part in the third line.

Tense: usually use present tense or future tense

Requirement: to introduce the time, place, content and the sponsor clearly

The body: use sentences to introduce main activities and time by using [uture
tense; to introduce the place and other content of the activity; to
explain the feature of the activity, try to state the active and
beneficial aspects; to introduce the requirements and attentions.

To achieve the intended purpose and impress upon those who read notices. the

following aspects should be paid attention to:

* The title of an effective poster should quickly orient the audience.

* The poster should quickly orient the audience to the subject and purpose.

* The specific sections such as the results should be easy to locate on the

poster.
¢ Each section of the poster should be carefully designed so that they can be

easily read.

1.2.2 Samples of Posters

Poster of Shopping Center

POSTER
GOOD NEWS!
Summer Clearance Sales

All the goods on show are sold at twenty percent discount. Please examine and
choose them carefully before you pay. There will be no replacement or refunding. You
have been warned in advance. You are welcome to make your choice.

Personal Shopping Service
Sep. 30, 2016
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Poster of Film News

POSTER

FILM NEWS
Name: Precious Lotus Flower Lamp
Time: 7:00 p.m., Saturday. May 24
Place: The Sportsground
Fare. 3 yuan
Ticket office: The Union
In case of rain, it is to be shown in the auditorium.

The Students” Union
Friday, May 23

Poster of Volleyball Match

INTERNATIONAL WOMEN VOLLEYBALL MATCH
CHINESE TEAM VS. CUBAN TEAM

Place: The City Stadium

Time: 7:00 p.m. May 2 (Tuesday)

Tickets from the Students” Union. limited to 100!

A school bus is available, leaving at 6:00 p.m. from the university gate.
The Campus volleyball Association
April 3,2016

1.2.3 Useful Expressions

The goers are expected to gather at...

... (film)will be shown on... at...

Admission free.

In case of rain, the match will be cancelled.

People of all circles are heartily welcome to be present on this grand occasion.

Those who are willing to be present at the contest want to cheer the
contestants.

The first three winners will be given awards.

Breathtaking and Fascinating Performance!

Tickets have been sold out.

An English feature film. Free!
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Anyone who is enthusiastic and willing to dedicate your time to this activity is
welcome.

Looking forward to your participation,

If you have any questions about... please do not hesitate to contact...

The club offer many different activities for the students like...

Anyone who is interested in the club is welcomed.

Exercise 2

Write an English poster for a football match which is organized by the Students’

Union.

Exercise 3

Write an English poster according to the information given in Chinese.
KT H B S XL E SRR, KA T 9 A 28 HTF 3 &8 5 sifE Kb
%) Show Your Love & F . E2WHA B0 KK EARTRE. =

50 JG.

Exercise 4

According to the following information, write an English poster for Liu Xiang,

Liu Xiang was born in Shanghai on July 13, 1983. He is handsome. He loved
sports when he was young. And he was good at jumping and running.

In 2003, he won the third place at the world indoor championships in England.
On August 27, 2004, he won a gold medal for110m hurdles at the Athens Olympic
Games. It was the first gold medal that Chinese had ever won for the track and field
in the Olympics history. He set a new world record of 12.88 seconds in the Men's

110 m hurdles at a Super Grand meeting in Switzerland in 2006,

Exercise 5

Translate the following posters into English.
(D FiR(ERZP)EEEF KRR . RVAZ!
(2) v o B H P WK 9 3

Wi .4 H 5 HE 7 4
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Unit 2
Invitations

Invitation is written to invite people for a special occasion or event in your
personal and professional life. It is written for business events as well as for
personal occasions like birthdays, family reunion. etc. According to usage occasion,
invitation can be divided into two types: formal invitation and informal invitation.

Usually, invitation letter is informal, and invitation card is {ormal.

2.1 Formal Invitations

Formal invitations are issued only {for important affairs, such as inviting some
distinguished experts or professors to give lectures; while the informal ones look
more personal and {riendly. A formal invitation includes the following in addition to
the name of the person who sends it:

» The occasion or matter concerned;

* The name of the person to whom the invitation is sent;

* R.S.V.P., an abbreviation stand for “please reply” is written in the lower

right-or-left-hand corner of the invitation;

* The telephone number, at which the person invited, is asked to call to give a

reply.

Invitation cards are widely used on all kinds of grand occasions., such as a
company's opening ceremony. a wedding, a banquet. etc. It is a most formal
invitation letter usually less than 14 lines. When writing an invitation card, you
should clearly indicate the invitee’s name, the reason why he or she is invited, the
date, the place and so on. What activities the invitee is going to take part in and the

reason why she/he is being invited. The invitee should also know about the details



