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Introduction to the new
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#®: Study of notice writing
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Fax and E-mail Writing

1. format
2. Language features

3. Sample
4. Assighment




?E-mall format

To: Enter the recipient’s E-mail address
From: Your own E-mail address
Subject: | prter the topic of your message;
Be as brief as possible.
Ce: carbon copy (#3X)
Bec: blind carbon copy ( FhFHE#PiX)

Attached | Documents, files and graphics can
be attached.




E-mail message

E-mail is meant to transfer information quickly,
so it is purposely informal. Some people do not
use capitalization. E-mail also makes use of a
great deal of abbreviations (4i’5 ) to speed up
typing. For example:

u you hand | have a nice day

2 |to tyvm| thank you very much
bb | Bre-bye [ I love you

f2f | face to face |ur your

iow | in other words|4u for you




% Assignment

You are required to write an e-mail according to
the following information given in Chinese.
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= From: lujing@ 126. com
= T0: lilu77 @ hotmail.com
= Subject: Appointment in Advance
= Date: April 15th, 2010
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! Dear Li lu,

% We had not seen each other since we
graduated from the University in 2006. | am
scheduled to visit Beljing on business on
Mf?_y 20th, and wish to call on you at your
office.

| will be staying in Beijing for about a
week. It would be appreciated very much if
you would like to arrange to meet with me at
your convenience. | think we will have many
things to tell each other.

Thank you in advance for your kindness. |
am looking forward to meeting you in Beijing
soon.

Sincerely yours, .
Lu Jing e 4

.
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LA fter-class practice

ou are required to write an e-mail to
Dr.Smith@ 126. com according to the
following information given in Chinese.
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To: Dr.Smith@ 126. com
From: jiazx1971@163.com

Subject: |An invitation from Beijing
University

Date: Sept. 25,2010
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d /ﬁear [Dr. Smith]:

[The English Department of Beijing University] would
like to extend to you an invitation to be our guest
speaker at the [annual conference] to be held at the
[meeting room] at [eight] o’clock, [Saturday morning,
December the thirtieth, 2010].
As you know, the department is interested in [the 20th
century English literature] Since you are familiar with the
field, we know your views will be extremely interesting to
us.
You will receive further details later, but we would
appreciate having your acceptance soon so we may
complete our agenda.

Cordially,

LiXian

., Director of thefffice |
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d‘f' "As signs put in a public place that
announce something or warn
people about something, the
writing of notices varies in forms
from one to another. They may
be written on blackboard or
bulletin board. They may be
written as memos delivered to
the desk of officials. They can
also be written as letters to notify
people of something in detail.
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;éiﬁ’lt may be an announcement of a meeting,
4 a party, a film or video show, a contest,
a match, etc. Such a notice includes at
least three parts:
1. Date — day of the week — time
2. Place
3. Activity
4.Audience
For lectures or talks, the notices should
also include:

5. background information about the
speakers, and for tours
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NOTICE
In celebration of May Day , there will be ---
IE X

School Office

April 25, 2000
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English Teaching & Research Group
NOTICE

There will be an English lecture on the differences
between American English and British English by a
famous English professor ,Mr. Alexander, the author of
Follow Me and New Concept English which are well
known to us all. It will be given in the Lecture Hall from
7:00 to 9:00 on Saturday evening, September 23. Those
who are interested in it are warmly welcome. And you
may also invite your friends of other schools to attend
it.

Be sure not to be late. After the lecture, you may have a
picture taken with Mr. Alexander.
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Notice, Attention, Announcement
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NOTE: For notice or written
announcement drafting, writers should
pay attention to what has happened or
what will happen and as well as to when
and where something has happened or
will happen. Besides, to whom the
information is given should be included.
As far as language Iis concerned, it
should be concise, simple, accurate and

somewhat formal.
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There will be a ...(meeting) at... (time)
in/at...(place)

| am pleased to tell you that...
| am writing to inform you that...
Please informed that...(%F It 5 50)

|/ we have pleasure in informing you
that...
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I'd like to tell you that...

All the staff members are expected at the
meeting.

EXINARE DS SISV
You are invited to attend...
The session is organized by...sponsored

by ...
(=iH...... HZUKTr, H...... ‘
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Each participant will be given 5 minutes for speech.

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

Passengers are requested to note that ..

It is hereby announce that ... CkFittidE ’ﬁ[l)
This is to notify that . UHJH: GERSID

Your attention, please.




PATTERNS

By this we inform you that we have today

paid Mr. Smit

h. $120.
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Notice 1s hereby given that the annual general

meeting of the shareholders of our company
will be held at the Bankers’ Club on Mar. 1.
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;;a 1. Notice of Meeting
- MEETING NOTICE
Date: Saturday, May 21,2008
Time: 9:00A.M - 3:00 P.M.
Location: College Hall
Sessions include:
*The Scientific Research of the Students
*Education Reform in the Teaching of English
* Teaching Practice of the Students
All teachers are required to be present at the session.

Students are welcome.

College Office
May 19, 2008




. Notice of a Speech

NOTICE

All are Warmly Welcome
Under the auspices (3Z#¥)
Of the College Literature Association
a report will be given
on Dream of Red Massion
by famous speaker Wang Zhu
in the College Hall
On Wednesday, April 18, 2007 at 1:30 P.M.
College Literature Association
April 8, 2007
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