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Note

v Recognize the natural ,frequent,and productive ways people use notes for real purposes.
v Collect examples of everyday notes and short correspondence.
v Demonstrate your ability to write notes to accomplish things of interest or importance.

v Demonstrate your ability to read and understand the notes you receive.

N _/

In today's world, we need to keep in touch with others. We text, telephone and e-mail
but writing notes is also a very good way of communication. The key to a good note is
to let the person feel that you are really thinking of them. A good note keys into the
person it's being sent to and reflects a special connection. Before classes, students
are encouraged to locate examples of notes written to family members, colleagues, or
even to oneself, and to look for everyday notes that remind, plan, request, persuade,
compliment,or solve problems. Students should also look for examples of short corre-
spondence used for inquiring, greeting, sending thanks or condolences.



Discuss with your classmates the best answers to the following questions.
» What kind of people do you think you should write a note to?

» On what occasions do you think you need to write a note?

» What do you think is the difference between a letter and a note?

iple One: Asking for Leave

Tuesday
A .M.
Dear Mrs. Green,

| regret very much | was unable to attend the meeting this morning owing to a
severe attack of illness. | am enclosing here with a certificate from the doctor who is
attending me, as he fears it will be several days before | shall be able to resume my
work. | trust my enforced absence will not give you any serious inconvenience.

Sincerely yours,

Jack

> Expressing regret for the inconvenience caused by taking leave.
> Stating the reason for asking for leave.
» Providing with evidence or corroboration.
> Being sincere and truthful.

Vords and Expressions
owing to B & . F enforce v. 3838 B {&
enclose v. Mt have a high blood pressure = Il &
resume v. B4 ache all over © 5 % 5%
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feel very bad /very ill Junwell /poor
2% 3 A 5F Ak
feel run down B ESB, B HAX
have a bad appetite B O A%
have a sore throat 1§ %

My eyes have been sore FHIEREE & &
attack n. (HB)MRRKE
certificate n. JEBA

absence n. f#RfE

inconvenience n. A&

have loose bowels Fifit F, i85

3 | very much regret that. ..

> | am enclosing here with a. . .

> | trust that. ..

» | beg to apply for three days’ leave of absence from May 1 to 3.

> Will you please excuse my absence on Friday?

3 | apologize for not being able to keep today’'s meeting. Would you like to arrange
another meeting next week?

% The doctor has advised a rest of three more days. | ask that you please extend my
leave for the additional days.

Jié TWo : A Thank-you Note—Thanks for Hospitality

April 5,2008

Dear Betty,

Thank you so much for the marvelous weekend at your house. You and Jim are
such wonderful hosts] | still enjoyed the party tremendously, In retrospect, | can’t
remember when | had a more pleasant time.

| warmly appreciate your hospitality. Again, thank you for unsurpassed compan-
ionship;for tender and loving care;for gifts;for everything.

| hope you will give me the chance to return your kindness when we have a party
here.

With much love to both of you,
Helen



» Basically, when it comes to writing Thank-you notes, tell the people what they
want to hear. Everyone wants to be appreciated.

3 Tell the host or hostess that you were glad to be invited and always include some-
thing specific and positive about the visit.

» Be sincere and thankful.

» Remember to say “Thank you” in the first sentence.

==

Vords and Expressions

marvelous adj. ZF¥H tremendously adv. 4E%Fih
in retrospect [@ [l unsurpassed adj. Lty , Z# A
companionship n. BZf¥ tender adj. JBEE M (KL

» We thank you for your. . .

> Allow us to thank you for the kindness extended to us.

> | want to thank you for including me as one of your guests.
» We'll have to get together soon;my treat this time.

=

sle Three: Form of 1. 0. U.

To Mr. David Smith,
April 5,2008

|.O.U. three thousand U.S. dollars (U.S. $3,000) only, with one year from
this date with annual interest at four percent (4%).

Andrew Hoffman




» State the amount you owe clearly.
» State the period for which you want to borrow.

» Identify the interest rate for borrowing.

1d Expressions

.O.U. & ,51E%; n. X% annual adj.

Received from Mr. Handel the following things.
One PC computer

One Jet 3200 printer.

Andrew

» A receipt is a written statement that functions as one’s acknowledgement of

money received or things returned.

» The receipt,made by someone for an organization,must be signed or stamped.



Exercise A: Write a note of about 60 words to a friend of yours based on the following
situation.

Your have made an appointment with your friend to visit your former English
teacher,who is ill. But for some reasons you cannot keep the appointment. Please
state your reasons and express your regret for breaking the appointment. You should
also express your concern for the teacher's health.

Exercise B; Choose the best answer to fill in the blanks of the following sentences.
1. 1 am very sorry to apprise you that | am unable to attend school today
a stomachache.

A. according to B. since C. owing to D. because
2. Please the others concerned.
A. tell B. notice C. attention D. notify

3. Thank you in advance for the
A. favor B. kindness C. help D. appreciation
4. | am in urgent need of three thousand dollars and would be very much obligea it you

could me the sum for a short time.

A. borrow B. lend C. receive D. return
5. When you this note, please come to Room 311 at once.

A. read B. take C. receive D. accept

Exercise C. Translate the following sentences into English.
1. BIEARS RAEMR—EEFOBAT EABRSAEREAROFHRX, B
*E2 XN R/EHABR (deadline) T o

6




2. BEIFKEBFEREAX.

3. SEBAEREHKRD A, EHK 4T

== [Supplementary Knowledge

1. Notes should be important-looking.

One good way of achieving this effect is to use simple, understandable language.
Plain,familiar, words are more natural and effective than bookish ones. Artificial and
stilted language may obscure your meaning and confuse the reader. Alsc,cut out any
unnecessary words and try to keep your sentences short.

2. 1t is not always necessary to use complete sentences.

Ellipsis is another feature of the language used in writing notes. Some determin-
ers (e.g. a,the,some) and some of verbs (e.g. is,are) can be left out.

3. The usual rhetorical (adj. & EEH) conventions (n. 31 18) associated with formal
letters can be absent in notes.

You may use “dear” at the beginning,and “sincerely” at the end, but you do not
have to. The date is also optional but your name and the name of the person you are
writing to should always be included.
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Notice

v learn formats for writing notices.
v become familiar with various types of notices.

v be able to write various types of notices

As one of the most commonly used forms of practical writing, notices are used to
instruct and inform a large number of people about a situation. The information provid-
ed may be various; a meeting,a lecture, the opening of a new supermarket, a change
of address. Notices may also list instructions and regulations needed in the work-
place. In general, there are two types of notices: notices that announce something is
going to happen and notices that give a warning or an instruction. Find out with your
classmates the best answers to the following questions.

» What are the ways to make your notices more effective?

» What are the ways to make your notices more attractive?

3 What are the main features of the language used in notices?

8




mple One: Notice of a Meeting

Department Head Meeting
A meeting will be held at 2 o’'clock on Friday,July 7 in the conference room to dis-
cuss the financial program of the company. All department heads are required to be
there on time and every one present must prepare copies of their suggestions for the

program.

Administrative( adj. {TERY) Office
July 5,2008

» Heading helps readers to focus on the purpose as quickly as possible.

» Body is mainly about the information that is being conveyed.

3 Name of the person issuing the notice,or the department issuing the notice.
> Position of the person issuing the notice,

# Date of the person issuing the notice.

Expressions

» There will be a meeting /conference in. . .

> |t has been decided by the board of directors that. . .

» All the department heads are requested /required to meet in the conference room
at. ..

> It has been decided /scheduled that a meeting will be called to discuss problems
concerning. . .



[=

}Qtii(:’eof a Business Opening

The Opening of the Yantai Trading Co. Ltd
The Yantai Trading Co. Ltd,which mainly covers the import and export of house-
hold appliances,opens on Nov. 8. To mark this special occasion, customers will be
able to enjoy a 20% reduction on the price of your purchase and, for the first three
days, home delivery of large items is free within the urban area.
All are warmly welcome!

Address; 26, Tashan Road, Zhifu District Yantai City

Telephone; 6665533

1 Expressions

» To mark the special occasion. ZEXMFHEAB FE,
¥ Please be informed that. .. #&ERL.

» Everyone is welcome. il Kz LMo

» Come and cheer them on. ¥ iDFT{ERIN,

» We are pleased to inform you that. . .

» This is to announce the establishment of. .. company.

1 ree i‘fNLoti’c;es Giving Warnings and Instructions

» The walking of dogs (1& ¥4 ) ,the consumption (n. 4% ) of intoxicating liquor (82
B¥AY7E) and the playing of bali games is not allowed in this park.

» Caution; Passengers traveling on this ferry (n. B0 JEHE) are cautioned (v. &
10



