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Unit 1
Notes and Notices

INTRODUCTION
Notes and notices are the easiest and most practical forms of writ-
ing. Numerous types of notes and notices can be written, since they

can satisfy many purposes.

NOTES
1. Making a Request
Example 1 Request for Help

January 20, 2000
Dear Ruth,

I shall be obliged if you could call at your earliest conve-
nience. The British Council visitors will arrive at the railway
station at 6:30 p. m. next Wednesday, and the opening cer-
emony for the Self Study Centre will be held next Tuesday.
Your advice and suggestions are expected for the agenda for
meeting the British Council visitors and the opening ceremo-
ny.

Sincerely,

Zubeda




Example 2 Request to Swap Work Hours
May 21, 2000

-

Dear Nancy,

I understand that you’ re on duty tomorrow night from
5:00 until 9:00. I wonder if it would be possible for you to
work for me next Thursday night, if I work for you tomor-
row. A friend is visiting me next Thursday. I’d be grateful
if a swap could be arranged.

Sincerely,
Christle

Notice that the above notes are written in “indented style”, i. e.
the first line of a paragraph is started further in from the margin.

However, it could also be written in “block style”, i.e. each line of
a paragraph starts at the same point of the margin. An example of

this style is shown in the following note.

Example 3 Request Permission to Borrow

Tuesday

Anna,

]I was wondering if you still have two copies of David
Nunan's LANGUAGE TEACHING METHODOLOGY. If
you have, could T borrow one for a few weeks? 1 will work
on my dissertation. [ am asking Suzy to pass this note to
you. I you could spare one copy, she will bring it to me.

Imma




Example 3 is less formal compared with examples 1 and 2, not be-
cause it is in block style, but because of the way it gives the time
(Tuesday), the salutation (Anna) and the closing (Imma), and the

language used.

LANGUAGE FOCUS

1) Different polite expressions are used in the above notes. These

are:

- I should be obliged if you could. . . (formal)

- 1 wonder if it would be possible for you. . . (informal)

- I'd be grateful if a swap could be arranged. (formal)
Other possibilities: Could you possibly. . . (formal)
I wonder if you’d mind. . . (informal)

Would you mind if ... (informal)
2) What is the function of each of the above phrases?

PRACTICE 1
1) Write an informal note to a friend asking him/her to get a book
from the library for you. Tell him/her the title, author, and

year of publication. Explain why you can’t get the book your-
self.

2) You want to borrow a British map from one of your friends, but
when you call at her house she is out. Leave a note for her, ex-
plaining why you want to borrow the map and how long you may

need to keep it.



2. Making Apologies and Explanation
Example 1 Apologizing for Breaking an Appointment

19th March, 2000
Dear Xiao Ying,

1 am very sorry that I can’ t go and see our English
teacher with you this afternoon. My brother is ill, and my
parents are very busy with their work. They want me to
take my brother to the clinic. 1 am sorry that I have to break

our appointment. Please give my regards to our teacher.

Yours,

Chritionna

Example 2 Apologizing for a Delay

3rd April, 2000
Dear Zhang,

Your book is attached to this note, I am terribly sorry
for not being able to return it to you on time. I should have
returned it to you last Saturday, but I got seriously ill last
Friday and stayed at home for three days. I hope the delay

did not cause you too much inconvenience. Thank you for

the book.

Gratefully,
Lizi




LANGUAGE FOCUS

1) What are the following phrases used for in the above notes?
---1 am terribly sorry for ...
---1 am very sorry to . ..

---I must apologize for. ..

Add to the list any other expressions which fulfil the same function.

2) Does the following sentence have the same function as the list
above?
What does it mean?

——1 hope it did not cause you too much inconvenience.

PRACTICE 2

1) You promised to attend your friend’ s birthday party, but for
some reason you did not go. Write to your friend apologizing for
your absence from the party.

2) Out of carelessness you broke your landlady’s teapot while clean-
ing. Leave her a note explaining how it happened and promise to

buy her a new one.

3. Asking for Leave
This is a common form of note. It is comparatively formal because it
is usually written by members of an organisation to a superior.

Example 1



6th April, 2000
Dear Mrs Ross,

I beg to apply for ten days’ leave of absence from April
10th to 20th because I am running out of money and my
business agency has met some trouble in getting money for
me.

To support my application, I herewith enclose the in-
voice that was sent to me by the college boarding depart-
ment, and a letter from my business agency.

I should be very much obliged if you would grant my
application. As regards the course assignment, I will do my

best to submit it in due time.

Yours respectfully,
Jas Hillard

Sometimes a note asking for leave will be written in an informal

style. The note below from a student to his teacher is an example.

Tony,

1I"m afraid I can’ t be in your class after coffee — break, be-
cause my parents just arrived from Malaysia. | have to meet
them at the airport. Please leave any handouts for me with
Hitshi.

Dani




LANGUAGE FOCUS
invoice: A %% : a document that lists goods that have been supplied
and services that have been done, and says how

much money you owe for them.
boarding department: fE&H
coffee-break: HEI4K B

What is the difference between the following two sentences?
1) “I beg to apply for ten days’ leave of absence from April 10th to
20th . ..”

2) “I’m afraid I can’t be in your class after coffee-break. .."

PRACTICE 3

1) You are running a high fever and cannot attend a class. Write a
note to your teacher to ask for leave. Explain the reason for your
absence, and express your concern for missing lessons.

2) You are going to play volleyball in a tournament in Shijiazhuang.
It will last about ten days. This means you have to get permis-
sion to miss classes during this period. Write a note to the dean

of your department to ask to be excused.

NOTICES

Notices are different from notes in several aspects. What are the dif-

ferences?

Task 1

Read the notices below and answer the questions that {ollow them.



Notice 1

Notice
Teachers and students are requested to note that the opening

times for the library during the summer vacation will be:

Monday to Friday 8:00—11:00
2:30—5:30
Saturday and Sunday Closed

These hours will start on July 31, 2000.

The Library Office

July 25, 2000

Notice 2

Notice
Health examinations for teachers in the Foreign Language
Department will be conducted on September 9, 2000. Please
be at the hospital at 8:00 a.m. on that date.

Do not eat breakfast or drink anything on the morning of

your examination.

Foreign Language Department
September 7, 2000




Questions

1)} Whom and what is the notice for? By whom was it issued?

2) What are the items of information included in the notices above?
How are these items of information located?

3) What is the relationship between readers and writers of a notice,

generally?

4) What are the differences between notes and notices?

LANGUAGE FOCUS

Useful expressions used in these notices include:

1) ... (to) be requested to note that . ..
2) ... (to) be conducted

Notices are often written in an impersonal style, therefore passive

verb forms are generally used in notice writing.

PRACTICE 4

1) A new schedule for the library during the summer term has been
developed. Write a notice to tell when the schedule will go into
effect, and give the new hours.

2) Inform students and teachers of a forthcoming English party.

Give the reason(s) for the party, the time and the place.

The above is the most acceptable format of giving notices, however,

the following format is also acceptable.

Task 2
Read the following notice, then work with a partner to answer the

9



