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Part One

Note, Card & Notice Writing

This part focuses on short and usually informal writings,
such as a note, a card, and a notice. It consists of three
chapters:

o Chapter 1 Writing a Note
o Chapter 2 Writing an Invitation Card

® Chapter 3 Writing a Notice






Chapter

Writing a Note

Supposing your teacber happens to be out when you go to consult
him in his office, what are you going to do then? Most probably
you’ll leave him a message or note. In fact, notes are widely used
in our daily lives. It is necessary that you exert yourself to learn
how to write a good note. 4

This chapter will teach you how to write a good note so that
you'll be able to convey your message both effectively and
efficiently.

A. Understanding a Note

Notes are short letters frequently used in our daily interactions for
various types of personal communication. They are written to
convey messages, make appointments or apologies, express
thanks, or send invitations.

A note usually consists of four parts, i. e. the date,
salutation, body, and signature. -

1. Date

It refers to the date on which the. note is written, like “July 2,
2004”. It is usually placed at the top right corner of the paper.

EN ' Chapter 1




2. Salutation

It refers to the name of the person whom the note is addressed to,
such as “Mary” or “Dear Mary”. It is followed by a comma and is
flush with the left margin.

3. Body

It refers to the content of the note. For example, your note may
mean to express your thanks or address an apology to a person. It
is usually flush with the left margin.

4. Signature

It refers to your name written by yourself and is usually flush with
the left margin.

Putting the above pieces of information together will yield the
following note:

~ April 12
Jane, B
I'm off to meet a friend at the airport this afternoon. Type
this letter for me. I'll be back no later than 5.:30.

Tom S

As can be seen in the above example, a note takes the form of
a letter. But some elements of a letter can be omitted in a note,
such as the addresses of the addresser and the addressee, the word
“Dear” in the salutation, the complimentary close, and the year in
the date. There are a dozen sentence structures you can refer to
when you write a note. For example,

(a) T wonder if you could ...
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