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Unit 1

Notes & Notices



Lesson One

Notes

In the workplace or in our daily life, we may find that the person we’re looking for isn’t
available, so it is often necessary to leave a message. A note is like a short letter with only one
or two lines. It is usually handwritten. Its tone may be either formal or informal depending upon
who it is written for and the situation. It can be used to express apology, thanks, invitation or to

ask for a leave.

Getting Started §

3 Complete the dialogue and then leave a message to Mr. Brown.

John: Hello, may I to Mr. Brown?

Secretary: He just .

John: When do you expect him ?

Secretary: I’m sorry, but he’s for the day. Would you to leave
a message?

John: Could you tell him that John and asked him to me
tomorrow?

Secretary: Sure. May I your phone number?

John: I think he has my number.

Secretary: , Mr. Smith. I’1l tell him you called.

John: Thanks.

\\/eﬂep/wne N lessage "

From: To:
Date: Mar. 2 Time: 1000 am. |
Message :

‘ Signature : Alice (Secrefary)

‘ — >

Lesson 1
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Besides leaving the telephone message, in what situations will people write notes?
What are usually mentioned in the notes?

Sample §tydy

Sample 1
March 21 Date
Dear Prof. Black, —_— —— Salutation
I’m sorry | couldn *+ make our 11 o’ clock appointment. Prof. Wolf ’s lecture \
lasted a lot longer than | expected. | could meet you in the library Reading Room 4 Body

tomorrow at 1000, if that is convenient for you. If not, please leave a note in my
mailbox #334 this afternoon.

Thank you!
Elizabeth

Sample 2
May 3 Date
Denis, —— Salutation
We are to hold an English speech contest in Room 506, Building 2 at 200 pm. \
Body

on Friday, May 4. The contest will last about 3 hours. We would be very delighted if /

you could be one of the judges.

Foreign Languages Department —— — Signature

Sample 3

Mon. morning Date
Miss Li,

Our Personnel Manager, Mr. Steward, will be in Shanghai on business for

five days. Please reserve a plane ticket from Beijing to Shanghai on April 20 for

Body
Mr. Steward and then send it to his office. Also call to book a single room with ] 0d)
bath at Holiday Inn, from April 20 to April 24 inclusive. Thank you very much. /
Zhang Li Signature

Lesson 1
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Words and EXpressions smacemssmmemm—————

1. make: vt. to manage to reach (a place) % ik 2| 3 (¥ &)

. convenient (for): adj. giving no trouble or difficulty 7 £ #7 , 4 & 1

. delighted: adj. very pleased and happy & >4 87, 7 /&

. judge: n. [C] someone who decides on the result of a competition ¥ % , % B
. Personnel Manager: A % % £

. reserve (for): vt. to arrange for a place in a hotel, restaurant, plane etc. to be kept for you to use

N s W N

at a particular time in the future 1T
7. book: vt.&vi. to buy (tickets) in advance, reserve T W (F %), BT
8. inclusive: adj. (follows nouns) including the limits stated (5 7 4 7 J& ® )& 4 & W

Useful Expressions -

1. I’m sorry I couldn’t make our 11 o’ clock appointment.
2. ...if that is convenient for you.

3. We are to hold an English speech contest.

4. We would be very delighted if you could...

5. Please reserve a plane ticket from... to... for (somebody).

Tips on Writing : - e —— —

QO Make sure to include the key elements of a note: the date, the recipient, the message and the
writer.

O Mention the name directly, usually without the word “Dear”. But be formal if you are writing
to your teacher or boss, or someone you are not very familiar with.

0 Be informal in style except for the notes to superiors.

O Be brief and precise in content.

O Write the date only, without the year, or even without the day of the week.

The layout of a note should include:

e Date

e Recipient

e Message
opening (what happened/will happen)
focus (why or how this happened/will happen)
action (what you plan to do)

e Writer




PRACTICE T

Complete the following chart according to the information given in the samples.

Sample 1 Sample 2 Sample 3

Date March 21
Recipient Prof. Black
Writer Elizabeth

I’m sorry I couldn’t
Opening make our 11 o’clock

appointment.

Prof. Wolf’s lecture
Focus lasted a lot longer

than I expected.

I could meet you in
the library Reading
Room 4 tomorrow
Action at 10:00, if that is
convenient for you.
If not, please leave a
note in my mailbox
#334 this afternoon.

PRACTICE 2

Classify the following sentences into groups according to the function: A
(Make an apology), I (Make an invitation), FF (Ask for a favor) and T (Give
thanks).

. Thanks for your generous help.

. I do apologize for missing my appointment yesterday afternoon.

. Please accept my deepest thanks for your beautiful present.

1

. My wife and I would like you to come to our tea party on Friday.

. All of us were touched by your thoughtfulness.

. I am terribly sorry I couldn’t get to the cinema last night.

. Would you please write for me a letter of introduction to your uncle?

O 00 9 O L A W N~

. I wonder if you could allow me to delay handing in the paper until Tuesday.

. Please excuse my inattention.

1

10. Are you free after work on Friday to join a few of us for dinner?

Lesson 1
5



