Notices Handout
A notice may take different forms, it can be written on a blackboard, it can be an official memo; it can be a poster, a leaflet, a sign, a letter or an email.
The function of a notice is to provide information. So ask yourself: Who is it for? Who is it from? What? Where? When? How Much?
Two main types of notices:

1. Notice giving a full message of information

2. Notice giving a warning or an instruction

Four main formats for notices:

1) Poster format

2) Leaflet format

3) Mail format 

4) Public sign

1) Poster Format

· short and simple

· should include information on what, when and where (and how much and how to get tickets if applicable)
Should also have:

Eye-catching Layout: The notice heading is usually in the middle of the page, in bold and maybe ALLCAPs. Main information should be easy to read. It may also include a picture.

Clear Content: Information should be complete and clear.

Brief Language: You do not need complete sentences.

Poster Format Example:
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2) Leaflet Format

A leaflet notice contains more information and is often used as a way of promotion. A short form is often attached to it. Readers can use this form (once filled in) to receive a special offer such as a discount or a present.
When writing a leaflet, make it:

· Eye-pleasing: a leaflet is like an advertisement. A well-designed one will attract people to read it in depth. Use ample spacing and highlights (different colored words, capital letters, underlining). Do not overdo the highlights though.

· Reader friendly: Use simple sentences, not long, complex ones. The heading, which states the purpose of the notice, should be a short sentence. A clear description of the special offer will help the reader to understand it.

Leaflet Format Example:

In this notice a supermarket is announcing its opening. The purpose of the notice is highlighted in the heading, and the important information (date and address) are all stated clearly in the first paragraph. After that, a brief and general introduction of the supermarket may arouse the reader’s interest. At last, a special offer is presented.
3) Mail Format

Any notice sent through the mail should be in mail format. Notices distributed to people’s houses may also be in mail format. As e-mail has gained in popularity, e-mail notices are getting more and more common. They are a quick, efficient way of getting information to people.        E-mail notices have the added bonus of being very flexible in length.
Generally speaking, notices have a fairly formal style. However a notice in mail format allows for some personal feelings to be conveyed through the use of a salutation and a warm closing.

A mail notice can be especially useful for giving information about complex events as it is not limited by the format.

Tips:

· Use the passive voice.

· Use a positive tone.

· Use imperative sentences.

· Use separate lines where appropriate.
Make sure:
· the format is effective

· the writing is informative 

· the tone is polite

Mail Format Example 1:

Mail Format Example 2:

4) Public Sign Format

These are to make people aware of something.
Three types of signs:

1) Signs forbidding or obligating a certain action(s).

· Quiet

· Keep Off the Grass

· No Smoking

· Flush the Toilet After Using It

· Please do Not Touch the Exhibits

· Turn Off the Light Before You Leave

2) Signs for warning

· Be Careful

· Keep Away from Heat

· Beware of Dogs

· Workmen Ahead

· Wet Paint

· Handle With Care

3) Signs giving information or direction

· Not for Sale

· This Way to the Toilet

· Please Pay in Cash

· Turn Right

· Office Hours: 8:00 a.m. – 4:00 p.m.

· Bike for Hire
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Dear resident,





We were informed by the Hong Kong Bank that the auto-pay arrangement for your rental charges for October 2010 has been rejected. Would you please contact Miss Maggie Sue at the Staff House Office in person or call 2249 1801 on or before 20 December 2010 to settle the payment.





Thank you for your attention.


Regards,





Rocky Tang (Mr.)


Manager





In an email, this would be in the Subject Line








Window Cleaning





Dear residents,





Please be informed that we have arranged to have Strong Plus Ltd. Come to clean all the glass windows in Staff House between 9:00 am and 5:00 pm as scheduled below:





Rooms on 9th Floor – 11th Floor		13 Dec 2010


Rooms on 7th Floor – 8th Floor		14 Dec 2010


Rooms on 5th Floor – 6th Floor		15 Dec 2010


Rooms on 3rd Floor – 4th Floor		16 Dec 2010


Rooms on 1st Floor – 2nd Floor		17 Dec 2010





Please note that the cleaners will require access to your rooms in order to do the cleaning. To facilitate the cleaners, please remove any obstacles that are placed next to the windows. Neither the cleaners nor Staff House will be responsible for any loss or damage of personal properties if you fail to co-operate.





Thank you for your attention and we apologize for any inconvenience that this may cause.





Regards,





Rocky Tang (Mr.)


Manager














Opening of DELLA Supermarket


A Special Introductory Offer


10% Off


Offer valid until January 15, 2011 at DELLA Supermarket











THE OPENING OF


DELLA SUPERMARKET





We are pleased to announce that DELLA Supermarket will open on January 1. This new store will be a spacious environment for the shopper at 56-58 Green Avenue.





We will supply top quality goods at reasonable prices and make every effort to ensure your complete satisfaction.





To mark this very special occasion, customers will be able to take advantage of a special introductory offer. Just cut out the voucher below and bring it to the supermarket with you anytime between January 1 and January 15 and we will be happy to give you 10% off the price of your purchase.
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BASKETBALL Match


Production Department team


vs.


Sales Department team


4:30 p.m., Friday, May 15, 2002


Southern District Gymnasium





Get your tickets (10 RMB) from May Long in Staff Relations!!
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