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“The function of education... is to teach one to think intensively and to think critically. But
education which stops with efficiency may prove the greatest menace to society. The most
dangerous criminal may be the man gifted with reason, but with no morals. ”

—— Martin Luther King
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Forewords

About the course: this course aims to help you develop from the basic English writing skills to the most
advanced writing proficiency. It will tell you the following matters that are closely related to your writing ability,
they are: the common problems we face when we write, the general formalities of writing, the ways to write
effective sentences, the methods of writing paragraphs, the techniques of choosing the effective words, the ways
of writing complete essays, rhetoric in writing, tone and styles in writing, writing for a test, practical writing for
business and life, etc. All in all, the course attempts to present you a bird’s eye view over the entire knowledge
and practice of English writing.

And, during the learning period, sometimes we can watch films, slides, cartoons and sometimes we can
have discussions, make speeches, have forums, all of which you will enjoy as long as you put your heart into
them. If you study hard and practice diligently as your teacher tells you to, you will find yourself a master of
English writing, and you will find you have the world before you under your control, and you will gain great

freedom in the world of business and life. All is because of your powerful writing.
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Guide Words >>> >>> Chapter Objectives
bt g 1. To know if speaking and writing are the
Sl IRIEE HARAN—HET, %I HER Ly | same thing;
FABNERNHRBLIE , 82—y ik FIFE/E 454 | 2+ To know how to take up writing;
B RELBHSETE? TH—EHEEY BB AT | 3. To leamn to write summary or abstract;

BT AR B8 4 s 4. To know the right manuscript form, mainly
including textual  distribution, title,

capitalization, and punctuation.

Success Story >>>
1. EHAIF: EHHKER( Wik | B

¥ IINE, B KIS B, B T — R, — s hoR | (1911.8.6— )
BE IRAUBER — R R — 0 — KMl — A1, EFRE | XA FHE,
L SRRE AR AT, EEORS R, Mg | TEER L.
GO ZAUARK, PR TR — A | © i‘;j . f: #:
[ IREAR A B = PO4E, A TR, — AL T ANEE T | 20 °
BT, M, REM E LR, MABE S, ATREMGEX R, s
ESH, BARYGIAE A2 ZHENRN. BORT Atk
MESMERREBEAE, NEMRR— N, RIS, i
LIBTAAI TR, (RIR M FXAIE S, XA T AR R T,
BIRSUVELIRE ORI, BAFE— BRI R R0 | Witing and Speaking
fa, BURNEIE LRI B AR, BT T RIT00 IRELER | o Where Shall W S -
ER—, TTR—& R, TREBGEIA IR, H A
HeB BT 15, I AR K35 30, R0 R B | IR 2
RIR TR E A Bt 0728,

%I INE, F% T —IRT—RE, DIEE . HER]
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R, AR HLME, R TEEREEE, REHGA
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ETEBINENERAPBIIRE, BIADT — OB, &
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Pirt 1  Instractions & Actions

Session One

Writing and Speaking

..........................................................................................

>>> 1 Writing and Speech: the differences and similarities( 1% {5 )

Action1 >>>
B T EEMEIEIE AR E ST A WA AR RS, E/EMEB DIES BHELNXERLY
LEHEIR. BAUREXHEE AL, FEM—TF I AREZ.,

Hi, everyone. My tutor told me to choose this topic. So I have to write it. But I know little about this. So

i please excuse me for the mistakes. Now, I'm going to talk about the causes of the epidemics.

Professor Pops in >>>

It would work all right should it be made in speech, but it definitely upsets the readers should it be used as
the beginning of an essay.

Nevertheless, both speech and writing are communication activities sharing many common characteristics in
content, structure, context, audience, feedback, etc. At the same time, it is evident that they differ from each
other in point of feedback time, style of expressions, frequency of grammatical usages, communication means. In
any case, the first and foremost thing we need to be conscious about is to avoid confusing the two matters if we

want to learn to write skillfully.

Action 2 >>>
Fill in key words while reading. Suggested answers followed.
1. Similarities
Whether to tell a story or write down one, you need at least to consider these five elements: content,
organization, context, audience, and feedback. Whether to speak well or to write well, you need to have good,
ideas and present them in the right . In addition, you need to be aware of the
and their interests and needs. For writing, you have something to say in a logical way for your target
readers and make efforts to identify with them so as to involve their likewise.
(well-organized, context, audience, identification )

2. Differences

W 1. Audience’s presence or a . Speaker can obtain f to adjust his ideas. A
writer has only an i audience. H is he affected by the r of his reader,
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which allows the writer to work on his own. So a writer expects the questions and interests of his readers in order
to involve the readers in “communicating” with him.

(absence, feedback, imagined, Hardly, response )

%2 Speaking is less f than writing. What colloquialisms do you often use such as “Oh”

[13 I . .
You know” ? To name more, s . ; , etc. Contractions like

“I'd” “Tll”, repetitions, broken sentences, restarts, etc. are characteristic of speaking. Look at this talk.
“Gonna swim, huh?” “I am so — sorry, I'm a — afraid I don — don — don’t be free today. Shall — eh —
shall we make it some other time?” Tell the elements of speaking out. By contrast, writing is characterized by
s grammar. Of course, the oral part, such as in story-telling, can have the oral way.

(formal, Ok. , Really? Well, All right, strict)

Action 3 >>>

E. g. In exchanging views with us, some of those Western human rights scholars once did raise the question that '

why s it that duties are listed in the same Chapter with rights, instead of providing for civil rights or human

i rights in a separate Chapter?

It is not the daily talk way except that it may be a formal speech. In writing, we may use more often such
grammatical elements as participle phrases, attributive clauses, appositives, parenthetical expressions, etc. So

the use frequency of certain grammatical structures in both writing and speaking is largely different.

We may often write this way >>>

1. The apple tree, swaying gently in the breeze, had a good crop of fruit.

{ 2. Your letter dated March 10 (which was dated...) has been received.

E 3. They set up a state of their own, where they would be free to keep the blacks as slaves.

4. Immediately the Israeli armored uniss (L) 5525 B Z8EN) opened fire, killing Sour Lebanese military
i policemen and injuring the fifth who later died of his wounds.

i 5. The hope that we will sooner or later succeed never deserted us.

6. In other words, U.S. policies toward China, whether hostile or friendly, have been by-products of the

| development of U.S. -Soviet relations.
Rl . .
Zf% 4. Communication means.

Look at this picture. How does she succeed in conveying her meaning? What means does she
use? What other means do we use when we talk face to face? Name some of them.

Daily communication means: non-verbal languages such as gestures, facial expression,

dresses, etc.

But the writing is without the above oral communication means, so we need to make up for this.



Chapter 1

Get Ready for Writing

Action 4 >>>

Generally speaking, a language has both spoken and written forms sometimes referred to as speech and

prose. Study the following table about the distinctions between speech and prose.

SPEECH PROSE
Midget words (/]5A]) Learned words
General words Specific words
Vogue slang Frozen expressions
WORDS Clipped words Full spellings
Phrasal verbs Bookish verbs
Mouth-fillers Parentheses
Short sentences Long sentences
Simple sentences Involved sentences
SENTENCES Fragmental sentences Compllete sent.ences
Casual structures Conscious logic
Single adv, modifiers Involved modifiers
Ungrammaticality Grammaticality
LINGUISTIC Tones of voice
FACTORS emphatic accents Verbalization
NON-LINGUISTIC Facial expressions Grammatical devices
FACTORS Body language
Turn-taking Consistent
Hesitations and pauses Coherent
OTHERS Slips of tongue
Self-repairs
Digressive Subject-oriented

Session Two

Where Shall We Start in Writing

..........................................................................................

>>> 2.1 Fresh ideas about writing ( 5 {E#7 2 %)

A B REZ R EE SRR S E B VU R 3 3R 1 S0 SR LB T, BR B 25 A0 Y
INEEHEMBHEELNER, RinsHiRERIHER SR T R,

BNl WEEEENBAE—FESEMZ b, KEHE, RSEEHAMM X", #EM
“illiterate” , BB EHARBEME, BEMY, BRE AL -EWHER, EHBR), GEEL
I ARE B, TG b L, BBRE — A ASHE S B N EMR , B R BB R e, BXHES Xk
LWROEM, mLRITEN . WEBEENZER. 2FINE, KB UL R R FRNEANE LSS
ERSEGIEEENER, '

B N2, BAELARE NG, BARETA SRR R N EE, A AR 8, B — R
Wilko B8 . TIE A£Z B FSABERTEE, BRAT HEE, B EEEE, Wi EEEeBIENETE =
A BRE AR AT ISR , T L AR B SR ORI, SR B AR BRI

B No3. BHRIRABBU B RIS, RA SR IUR 518 S U B B i SR RREE 1A
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BERANER. iEBERSEE S NE S AR BE, FAMNESiE, MEEREL L2 FHEHS
FWE S . AHEREE S Bk EEEAR TR, i BB & P AN R B (T T R I 3 R A, BENG
1i2% 37 (enjoy learning it) ,

>>> 2.2 Practical suggestions for learning to write ( % 3] SERJLAN L AEI) :]

HE Nol. BT, 2 ISEEE R, RSBS00, 5 00 i A 2 LS -
ZW A LB IR, BN — AL EHE X8 AR B % 1 “ B thinker” . BAIH , 57515
B LA BEIRH IS, & B A OB Ry — BN B SR, KRBT EE i f S
bR R ST R R A R —

N2 B, SEET B RINEEST , P EYA G R T IR TR S IR A
FHT AR, WY E C A F R BB KT E A SNt R . B TS
SRR B 2 R GOSMETE B PR A, S5 R A 327 LA 013 A7 N B A1, 25 T 1L 013 Pl 7 M b
WA BAE N MRS, HREAE T2 T #H b, USSR B E 2 28 i
BN TH, ARABIMEES . ©iE MO BN BT R, BRI R, B 46, 2 T Z R A DA FAME A
B IR, RIS ME (3 RRATHEE FRAME AR S 8807 UK, 76 E — S 300 22 5T 2 2 91 A O 89 503t O 7
A S ARAE S B AT T, At — 5 T 3R T4 BOBLR B30 77 s B2 5T 5 58 ) SR 8 R IR TR AN 11
HERE,

B3, RS, WM RS 2B, (hT 00 Mk IR X3S T Rk
By 0. — BT B XE% S H , RN R L ST 5 F E RS SO R
R A CEERBBETHER, DT ERAKN . AEARN EBRTE, FENAR” 52T
To RATABIERES b B4R A BN 2 SO AT A 25 1

BNt BTEE. R, REURCE LB R R R RITRIE NI BT
BUE TG, I T, R BRI S, B AN B, TR BAR 7 T, 76 IR A B B 25 Al
BB, A DSk sl B FA R B B ER 115 F B, I LT A BB 2k th 33X [ BB
BB . BT, AERNLBTSLT BRAARNET.,

S HEPEERE AN L)

L HARB (R  “ MM AR, R A, (2 ik, iR iEm)

2. BIRC <S> UK BVURES, BT 0, RS EERAEAR, ETTRL.” OREIRE)

3. XUBBCGCUBER)  “B2LfER" . (RE)

4. FEURE (PR - ZUANREAE, T ELX T 5L R B TG i, B TR bR B
FEZ ORI o (BETISC, S8 B AR, TURE 2 Bl HOAR 3% )

>>> 2.3 Practical steps for beginners( )% S {EEM AL AIIGSE)

WEFIBRFIFBIER RIS, A TREX A R H 3% IR, “ B BIERE A MR B 952" &
WX T F R A A, B4 M BEE T DS AL T

Ql: HBFRTAIE/E AT

vl 5mE, B — R OCRE, P G5 04 78 35 A SO L, B S T 30 BAEALL 1A 3, 4
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XEAHETMRARA A, KKA B T X EERELERINRIEE, &5, B ER 0, V%
HORIEFHLSCTFHET . ETF RS IRMESERIT,

Q2: AEHER B WM EAT?

B N2, BiRBMER I, EXHRMESE LT —NBR, FENSGREPAMWEKEES, HigHh
FMTLE, SHBH BN AR RRZARIER BN R, XER BT 5 TR R BT
PEERIBES BE TR R TICZ, %%,

Q3: RAARHRATUBREMMEHKERIS? (FRK%ET2B0HE)

B N3, EUIGEESE, FIEBREAN R B IER A, S8 T RESEH S E R4
EEmMEHEREETN—F, RURAHHBIES RS BN G B ER,

Session Three

>>> 3 Processes and principles for summary writing ( {#§ESE$B.5/EM])

Study the following steps and write a summary for the article followed.

1. Read through the text quickly to gain an impression of the information, its content and its relevance to
your work (on the assumption that summary writing is a useful method in workplace) ; underline/ highlight the
main points while reading;

2. Re-read the text, making a note of the main points; ‘

3. Begin your summary writing, by restating the main idea at the beginning of your summary and indicating
where your information is from at the same time ;

4. Mention other major points; change the order of points if necessary;

5. Re-read your work to check if you have included all important points and expressed as economically as

possible.

Action § >>>
Role play 1: You are a teacher telling students the main idea of the article.

Step I  Notes made:

# Dolphins show a when asked to do the same thing.

# They are the b creatures in the sea.

# They have a complex c

# They have a language without d

# Whales are as intelligent as dolphins. Unproved if the e intelligent apart from man.
# Man will appear less superior when learning more about these f creatures.

Step I Begin the work;
How do you start by mentioning the source of information? (Find at least two ways)
# g
# h
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Step I Mention the most important points

# Dolphins and whales show great intelligence in emotion, i , community organization.

# Man will not feel so superior to them when learning more about these remarkable creatures.
ide

a. boredom/emotion  b. friendliest c. society/community/organization d. words e. most

f. remarkable g. In this article it mainly tells about... h. Some reports made by scientists show that...

Action 6 >>>

Role play 2: You are an editor giving the main idea of the article at the beginning.

Although the work is the same, the requirements are most probably different for the summary of a teacher
and an editor. What do you think are the possible differences?

1. Who is more likely to use more words?

2. Who is more likely to speak in more general term?

Sometimes They Seem Almost Human

Dolphins have become a popular attraction at zo0s in recent years. They are more interesting than lions and
tigers because they are livelier and perform tricks, like circus animals. But although they are more willing to
cooperate with the trainer than other mammals in captivity, they get bored if they are asked to do the same trick
twice. This is one reason for believing that they are very intelligent.

Dolphins are regarded as the friendliest creatures in the sea and stories of them helping drowning sailors have
i been common since Roman times. We now have more reliable evidence of their usefulness than sailors’ tales. In South '
: Africa, two dolphins have been trained to help swimmers in difficulties and drive sharks away from the beach.

The more we learn about dolphins, the more we realize that they are better organized and their society is
more complex than people previously imagined. They look after other dolphins when they are ill, care for
pregnant mothers and protect the weakest in the community, as we do.

Some scientists have suggested that dolphins have a language but it is much more probable that they
communicate with each other without needing “words”. They have an echo-location system which is similar to a .
bat’s and much more sensitive than our hearing , so the most important task of a dolphin’s brain is to transmit
and receive sound.

Whales, especially the smaller types, like the killer whale, are probably as intelligent as dolphins and some
scientists claim that they are the most intelligent species in the world, apart from man. The great whales have
the same brain power as the smaller ones but it is not so easy to study them because they cannot be kept in

captivity for long and they live in the deeper, less accessible parts of the ocean. Nevertheless, the only great

i whale kept in a zoo for a year learned as fast as a dolphin.

Could any of these mammals be more intelligent than man? The question cannot be answered because our aims
and interests are different from dolphins’ and whales’. They are better adapted to their environment than we are and
Jfind food more easily. As a result, they are much more attracted by pleasure for its own sake than men and are not
nearly so interested in dominating other species. Certainly the most common argument in Savor of man’s superiority

| over them — we can kill them more easily than they can kill us — is the least satisfactory. On the contrary, the more

we discover about these remarkable creatures , the less we appear superior when we destroy them.
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A teacher is more likely to use more words than an editor since students may need more details about the
article to understand better. But an editor is more likely to speak in more general term because the summary aims

to present a very general idea to the readers.

A summary is a brief restatement of the essential thought of a longer article. It reproduces the theme of the
original with as few words as possible, generally speaking. Summary writing, an important method for writing
beginners as mentioned in the previous session, helps improve better understanding and trains one to express
one’s thinking clearly, concisely and effectively.

% Tips:
Do’s and don’ts: The art of summary writing can be summarized as .
Always concentrate on the main points;
Always report the original meaning of the text correctly ;
Do not include your own opinions or extra information not covered by the text;
Do not include details of secondary importance;

Give examples unless they are fundamental to understanding ;

e S

Use your own words in presenting.

Session Four

SR AN ATV RRNE SR, RZEATER b0 W0k B 2 AR B 038, 3R 50 19 AT IR R TR 417, 26
AT Sk R TR SR AT A, TR SO I B AR (3 (4 L B2 B SO BV B4 B MR | 4 B T4
ABEE-FHEBF R RFM BRI, (RINSEERR 1 fT)

AR .
4.1 XWfiR 4.2 EIXGRE 4.3 KB 4.4 kR

>>> 4.1 Textual distribution( XFEHF )

Action 7 >>>
Suppose it’s a blank sheet of paper in the crossing part made by four blackened sides. Check the following

drafts made by some careless learners and point out the errors in textual distribution.



