
Notes

Even with the widespread use of email, there are times when a brief handwritten note is the easiest and quickest
way to communicate a message to someone.

In the workplace, you might write a note to a co-worker to pass on information, to leave a quick reminder, or to
thank him/her for a favour. In your personal life, you may need to write a note to your child’s teacher, to a family
member or to a neighbour.

Notes are short, usually not more than three or four sentences, often with short forms and abbreviations. They are
concise and do not require a lot of details. Notes are usually handwritten.

1 Look at the following notes and answer the questions.

1. Who is the note for and what is it about?

2. Why is a note appropriate in these situations?
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May 4

Dear Ms. Fidler,

Ismail will be leaving school at
11:30 today because he has a
doctor’s appointment. Could
you please give him the work
you will be doing in class so
that he can do it at home?

Thank you, 

Mrs. Farah

Mary:

Here are the files you askedfor. I couldn’t find the file forSarah Jones. Maybe Tom hasit on his desk.
Leo

Jan 17

Hi Judy,

Finished most of the work you
left for me. Didn’t have time to
order paper for the photocopier
and we’re running low. Could
you do that as soon as you
get in?

See you Mon,

Trina



Notes (Cont.)

2 Write a note to your child’s teacher to request a meeting to talk about your child’s progress at
school. Your note should include:

• today’s date

• the teacher’s name

• your child’s name

• the request for a meeting (with a suggested day and time)

• your signature

3 Write a note to your colleague asking him to turn the security alarm on before he leaves at the end
of the day.

Dear

Thanks,
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