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前 言

英语写作是我国英语教学中最薄弱的环节之一，学生的写作能力一直很

难提高。这种现象严重影响着我国现代化建设对 21 世纪复合型人才的需求，

因此，英语写作教学的改革刻不容缓。

本教材以过程写作为模式，将写作理解为一种不断循环、螺旋型发展的

思维过程。事实上，英语写作确实是学生在英语学习过程中使自己的思想逐

步深化的有效方法。所以，英语写作需要调研、搜集资料和阅读输入，只有

这样才能激发思维，形成思想。写作应该有明确的读者，有值得探讨的问题

和真实的目的，只有这样，才能激发写作的灵感，使写作具有实际的价值。

学习写作还应该以真实为前提，让学生对自己的作文反复打磨、反复修改，

最终完善成型。

华莱士 （W allas, 1926） 把写作的思维过程分为四个阶段：预备
（preparation）、孕育（incubation）、启发（illum ination）和验证（verification）。

罗曼（R ohm an）则把写作过程分为三个阶段：前写作阶段（prew riting）、写作

阶段（w riting）和重写阶段（re-w riting），并认为最重要的阶段是前写作阶段。

本教材以两位学者的观点为理论依据，结构上的设计分为：①写作前准备活
动，包括 brainstorm , free w riting, critical thinking, opinion discussion, peer w ork,

researching,related argum ents and in-depth reporting,presentation等写作前环节；②写
作计划环节，包括：笔记、提纲、构架、分类等；③起草和修订环节，包括
辨认错误模式、同学反馈、教师反馈、使用 checklist以及校对和编辑等控制和

检测环节。本教材具有以下特色：

(1)实用性。本教材充分考虑到学生在真实的学习、工作和生活环境下的

写作需要，将技能写作与学术写作，办公环境写作及个人生活写作贯穿起来，

最大限度地满足学生在不同环境下写作实践的需要。

(2)真实性。本教材选材力求真实，直接从国外的报纸、杂志和网站选

材，使学生直接接触和感受纯正的英语语言的韵味和文采。真实的语言材料

不但为教师提供了可拓展的教学空间，也使学生触及到真实的写作问题并进

行调查、研究和讨论，在写作中培养学生的批判性思维。

(3)灵活性。本教材在写作内容和练习的设置上，难易兼顾，便于教师针

对不同程度学生的需要对教材进行灵活取舍。同时，本教材有较大的适用面，

既适用于高职高专英语专业的学生，也适用于其他本专科院校英语专业的学

生。
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(4)过程性。本教材以过程写作为主线。注重对学生写作技巧、写作策略

和交互能力的培养。作者在教材中设计了一系列便于操作的课堂活动，如小

组讨论、演示、课题研究等，以便帮助学生明确写作过程中各个阶段的具体

细节，顺利完成写作前准备、起草、重写和修改等任务。

本教材共有 8个单元。每个单元具有独立的主题，由热身运动、阅读写作

A、阅读写作 B、语言聚焦、写作策略、写作任务、反思写作和错误识别 8 个

部分组成。每个单元需 8个学时，共 64个学时。

本教材在编写过程中得到了许多同事的热情帮助与指导。澳大利亚专家

M ccartney D on为本书编写提出了宝贵的意见和建议。在此，编者一并对他们表

示诚挚的谢意！本教材是对过程写作教学方法进行的一次探索和对写作材料

发展的一个尝试，其中定会存在不当和疏漏之处，敬请使用者批评指正。

叶 红

2006年 7月 17日
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H O W T H IS B O O K IS D IFFER EN T

Process-or iented ——— W hatcharacterizes the book is the process-oriented w riting.T his book tries to

w alk students through the w hole w riting process from preparation, prew riting, drafting, revising,

proofreading and editing w ith a strategy and a w riting skill in each unit to support this process

developm ent.A ctivities,like team w ork, group w ork, presentation, discussion, doing research, are the

basic form s ofpractice in this book to prom ote students�,interaction in learning and help to com plete the

cycle ofprocess w riting.

Practical ——— T he integrated coverage oftechnicalw riting,academ ic w riting and institutionalw riting

in contexts helps to m eetstudents� needs in life,learning and w ork. T hey are w ellintertw ined to avoid

the redundancy and burden feeling.

Authentic ——— T his book uses authentic m aterials directly from m agazines and new spapers and other

m aterials on the w eb so as to m ake students realize the tone and styles ofthe language in w riting.T his

also leaves flexible space for teachers to expand from the text book, as authentic m aterials provide

m eaningfultopics for discussion, research and therefore help students realize the practical problem s in

w riting.

Flexible ——— T o m eet the needs of students from different backgrounds, the topics, exercises and

practice startfrom the foundation-building phase but allow it to go in depth. For exam ple,Language

Focus，Writing for Learning，Error Spotting are accurate-oriented and provide opportunities for

students to do reflective writing and identify their error patterns. Reading for Writing provides

opportunities for research online and discussion，allowing learning enviroment to be extended

beyond the classroom into authentic and appropriate contexts of use. Besides，there is wide range

of exercises or practice from controlled，half-controlled exercises to final task in each unit to

provide an alternative when the teaching time is limited or needs extension.
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MAP OF THE BOOK

Page

Units
Theme Skills Strategies Writing in Contexts

Unit 1

Page 1

Keeping Informed Sentence Writing

The Essential Building-Blocks

Free Writing Notices

Unit 2

Page 19

A Way to Keep Track
Sentence Writing

Sentence Linking and Expansion

Writing Portfolios Business Memos

Unit 3

Page 37

Creating an Image of You Sentence Writing

Using Specific Words &

Metaphors

Developing Vocabularies CV & Covering Letter

Unit 4

Page 59

Business Is Business Sentence Writing

Formal and Informal

Expressions

Proofreading Business Letters 1

Formal & Informal

Letters

Unit 5

Page 77

Cushion the Blow Paragraph Writing

Opening and Concluding

Paragraphs

Using Thesaurus
Business Letters 2

Negative Letters

Unit 6

Page 94

Looking Beyond

Differences

Paragraph Writing

Body Paragraphs &

Opinion vs. Facts

Writing Outline Comparative Writing

Unit 7

Page 114

Interpreting

Visual Information Paragraph Writing

Charts Writing： Curve

Charts

Data Collecting

Trends & Numbers

Unit 8

Page 136

Experiencing Science
Passage Writing

Charts Writing：Bar Charts

Information Sources Grouping & Qualifiers

Appendix Answer Key

Unit 1

Page 155
Keeping Informed

Unit 3

Page 164

Creating an Image of

You

Unit 5

Page 175
Cushion the Blow

Unit 7

Page 183

Interpreting Visual

Information

Unit 2

Page 160

A Way to Keep

Track

Unit 4

Page 169
Business Is Business

Unit 6

Page 179

Looking Beyond

Differences

Unit 8

Page 188

Experiencing

Science

注：该教材预计用 64课时左右完成。主要面向英语专业的高职学生和其他院校英语

专业的本科学生。



T H E ST R U C T U R E O F T H E U N IT S

（A focus on input learning and practice）

■ W arm ing U p (G etting ready forw riting)

■ Free W riting (5 ~ 10 m inutes� free w riting to getideas on paper)

■ R eading forW riting (A focus on input)

■ Language Focus (A focus on accuracy)

■ W riting Strategy (W riting support)

■ T ask (A focus on free practice)

（A focus on reflective wr iting）

■ W riting forLearning (A review ofthe lesson:w riting dow n w hatyou have learntin this class)

■ ErrorSpotting (R ecognizing students� errorpatterns)

■ D oing R esearch (Preparation forthe nexttopic:pre-class research online)

Appendix

■ A nsw erK ey
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U nit 1 Keeping Inform ed

By the end of this unit，students should be able to

w rite form alnotices,inform alnotices and notices in graphs.

w rite dates and days ofthe w eek in order.

selectappropriate expressions and techniques in notice w riting.

identify the essentialbuilding - blocks in a sentence.

w rite com plete sentences w ith essentialbuilding - blocks.

do free w riting.
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W arm ing U p

Tell your par tner what the notices say；where you might read the notices；what makes

them interesting. Rewrite the notices in the following.

● R oad closed:

● K illyourspeed:

● D earcrossing:

● Feeling blue:

2



Please wr ite down other notices you can remember in the following table and share

with your par tner .

1.

2.

3.

4.

5.

6.

Now write down whatever you know about notice wr iting the following. This is a 6-

minute non-stop free wr iting per iod. For more information about free wr iting，please

come to the Writing Strategy page in the unit.

Free wr iting page Date： Words：

Topic：

Comments





：
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Reading for W riting A

Tell your par tner what information

you have got from the notices. What

do you think of the necessity of the

notices？Observe your sur roundings

and write notices where it is

necessary to make people aware of

the potential danger involved and

what to do in case of danger .

FIRE    ACTION
IF YOU DISCOVER A FIRE
1. Sound the alarm.
2. 

ＯＮ ＨＥＡＲＩＮＧ ＴＨＥ ＦＩＲＥ ＡＬＡＲＭ

Attack the fire, if eossible, using a    
suitable extinguisher， but do not 
exeose  yourself to task.

Leave the building by the nearest
route, closing doors behind you.

Do not use the lifts.
Move to at least 50 metres away
from the University buildings.
Keee entrances clear for
emergency vehicles.
Do not return to the building for any 
reason until authorised to do so.

1.

2.
3.

4.

5.

Ｖｉｃｅ Ｃｈａｎｃｅｌｌｌｒ
Ｓｅｐｔｅｍｂｅｒ １９９９

Notices can be what people write in workplace to let their colleagues know about new policies or

upcoming events. A notice gives information briefly and quickly to make it possible for a reader

to follow the message quickly and with complete understanding.
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Read and tell your par tner what information you can get from the notices in the Bulletin

Board below and make a list of the key points which should be included in a notice.

Ｂｕｌｏｅｔｉｎ Ｂｏａｒｄ

Ｓｅｐｔｅｍｂｅｒ ３０ ＯＡＣ Ｍｅｅｔｉｎｎ Ｃａｎｃｅｏｅｄ
Ｔｈｅ Ｏｖｅｒｓｉｇｈｔ ｓｎｄ Ａｄｖｉｓｏｒｓ Ｃｏｍｍｉｔｔｅｅ ｍｅｅｔｉｎｇ ｓｃｈｅｄｕｌｅｄ ｆｏｒ
Ｔｈｕｒｓｄｓｓ Ｓｅｐｔｅｍｂｅｒ ３０， ２００４ ｈａｓ ｂｅｅｎ ｃａｎｃｅｌｅｄ． Ｔｈｅ ｎｅｘｔ ｍｅｅｔｉｎｇ
ｗｉｌｌ ｔａｋｅ ｐｌａｃｅ ｏｎ Ｔｈｕｒｓｄａｓ Ｏｃｔｏｂｅｒ ２８， ２００４ ｆｒｏｍ １２３０ ｔｏ ３３０
ｐ５ｍ５ ｉｎ ｒｏｏｍ ４２０１ ｏｆ ｔｈｅ Ｈｅａｌｔｈ Ｓｃｉｅｎｃｅｓ Ｌｅｓｒｎｉｎｇ Ｃｅｎｔｅｒ５

Ａｐｒｉｏ ＯＡＣ Ｍｅｅｔｉｎｎ Ｒｅｓｃｈｅｄｕｏｅｄ
Ｔｈｅ Ａｐｒｉｌ ８，２００４ Ｏｖｅｒｓｉｇｈｔ ｓｎｄ Ａｄｖｉｓｏｒｓ
Ｃｏｍｍｉｔｔｅｅ ｍｅｅｔｉｎｇ ｈｓｓ ｂｅｅｎ ｒｅｓｃｈｅｄｕｌｅｄ ｓｎｄ ｗｉｌｌ
ｉｎｓｔｅｓｄ ｔｓｋｅ ｐｌｓｃｅ ｏｎ Ｍｏｎｄｓｓ， Ａｐｒｉｌ １２， ２００４ ｆｒｏｍ

８：００ｓ５ｍ５．１１：００ｓ５ｍ５ ｉｎ ｒｏｏｍ ２１２ ／ ２１４ Ｆｌｕｎｏ５

Ｃｏａｒｉｆｉｃａｔｉｏｎ
Ａｐｐａｒｅｎｔｌｓ ｔｈｅｒｅ ｉｓ ｃｏｎｆｕｓｉｏｎ ｒｅｌａｔｅｄ ｔｏ ｔｈｅ
ｃａｎｃｅｌｌａｔｉｏｎ ｏｆ ｔｈｅ ＵＷ Ｍｅｄｉｃａｌ Ｓｃｈｏｏｌ
Ｏｖｅｒｓｉｇｈｔ ａｎｄ Ａｄｖｉｓｏｒｓ Ｃｏｍｍｉｔｔｅｅ ｍｅｅｔｉｎｇ ｏｎ
Ｊｕｎｅ ２６ｔｈ５ Ｔｈｅ Ｗｉｓｃｏｎｓｉｎ Ｕｎｉｔｅｄ ｆｏｒ Ｈｅａｌｔｈ
Ｆｏｕｎｄａｔｉｏｎ （ＷＵＨＦ） ｍｅｅｔｉｎｇ ｔｈｅ ｓａｍｅ ｄａｔｅ
ｈａｓ ＮＯＴ ｂｅｅｎ ｃａｎｃｅｌｌｅｄ５ Ｔｈｅ ＷＵＨＦ ｍｅｅｔｉｎｇ

ｗｉｌｌ ｔａｋｅ ｐｌａｃｅ ａｓ ｓｃｈｅｄｕｌｅｄ ｂｅｇｉｎｎｉｎｇ ａｔ ９：

００ ａ５ｍ５ ａｔ ｔｈｅ Ｃｏｎｃｏｕｒｓｅ Ｈｏｔｅｌ ｉｎ ｔｈｅ
Ｗｉｓｃｏｎｓｉｎ Ｂａｌｌｒｏｏｍ５

Ｔｈｅ ＵＷ Ｍｅｄｉｃａｏ Ｓｃｈｏｏｏ
Ｔｈｅ ＵＷ Ｍｅｄｉｃａｌ Ｓｃｈｏｏｌ ｉｎ ｃｏｌｌａｂｏｒａｔｉｏｎ
ｗｉｔｈ ｔｈｅ Ｏｖｅｒｓｉｇｈｔ ａｎｄ Ａｄｖｉｓｏｒｓ
Ｃｏｍｍｉｔｔｅｅ ｉｓ ｃｏｍｐｌｅｔｉｎｇ ａ ｐｒｅｌｉｍｉｎａｒｓ
ｄｒａｆｔ ｏｆ ｔｈｅ ｆｉｖｅ ｓｅａｒ ｐｌａｎ５ Ｔｈｅ ｐｌａｎ ｗｉｌｌ
ｂｅ ａｖａｉｌａｂｌｅ ｏｎ ｔｈｅ ｗｅｂｓｉｔｅ ｎｏ ｌａｔｅｒ ｔｈａｎ
Ｍａｒｃｈ １３ ｆｏｒ ａ ｔｗｏ－ｗｅｅｋ ｐｕｂｌｉｃ ｃｏｍｍｅｎｔ
ｐｅｒｉｏｄ５

Ｓｔｕｄｅｎｔｓ Ｐａｙｃｈｅｃｋｓ
Ｊｕｎｅ ｓｔｕｄｅｎｔｓ ｐａｓｃｈｅｃｋｓ ａｒｅ ａｖａｉｌａｂｌｅ
ｏｎ Ｊｕｌｓ １０ｔｈ 
Ｉｆ ｓｏｕ ｗｓｎｔ ｓｏｕｒ ｃｈｅｃｋ ｍｓｉｌｅｄ ｈｏｍｅ
ｂｒｉｎｇ ｓ ｓｅｌｆ－ｓｄｄｒｅｓｓｅｄ ｓｔｓｍｐｅｄ
ｅｎｖｅｌｏｐ ｔｏ ｔｈｅ Ｐｓｓｒｏｌｌ Ｄｅｐｓｒｔｍｅｎｔ
Ｂｕｒｎｈｓｍ５

Ｏｕｒ ｃｓｌｌ ｃｅｎｔｅｒ ｉｓ ｏｎｌｓ ｃｌｏｓｅｄ ｏｎ Ｔｈｓｎｋｓｇｉｖｉｎｇ
Ｄｓｓ Ｃｈｒｉｓｔｍｓｓ Ｄｓｓ ｓｎｄ Ｎｅｗ Ｙｅｓｒ’ｓ Ｄｓｓ５ Ａｌｌ
ｏｔｈｅｒ ＵＳ ｈｏｌｉｄｓｓｓ ｏｂｓｅｒｖｅｄ ｂｓ ｏｕｒ ｃｏｌｌｅｇｅ ｓｒｅ
ｗｏｒｋｅｄ ｂｓ ｔｈｅ ｃｓｌｌ ｃｅｎｔｅｒ ｗｉｔｈ ｓ ｓｋｅｌｅｔｏｎ ｃｒｅｗ５

Ｔｈｏｓｅ ｉｎｔｅｒｅｓｔｅｄ ｉｎ ｓｔｔｅｎｄｉｎｇ ｔｈｉｓ ｗｏｒｋｓｈｏｐ ｓｒｅ ｓｓｋｅｄ ｔｏ ｆｉｌｌ ｉｎ ｔｈｅ ｒｅｇｉｓｔｒｓｔｉｏｎ ｆｏｒｍ
ｓｎｄ ｒｅｔｕｒｎ ｉｔ ｂｓ ｍｓｉｌ， ｂｓ １０ｔｈ Ｎｏｖｅｍｂｅｒ ２０００， ｓｌｏｎｇ ｗｉｔｈ ｔｈｅｉｒ ｒｅｇｉｓｔｒｓｔｉｏｎ ｆｅｅ５

Ｔｈｅｒｅ ｗｉｌｌ ｂｅ ｐｒｅｓｅｎｔｓｔｉｏｎｓ ｏｎ ｉｎｓｔｉｔｕｔｉｏｎｓｌ ｒｅｓｐｏｎｓｉｂｉｌｉｔｉｅｓ ｗｉｔｈ ｒｅｇｓｒｄ ｔｏ ｔｈｅ ｃｓｒｅ ｏｆ
ｔｈｅ ｏｌｄ ｐｅｏｐｌｅ５ Ｔｈｅ ｅｓｓｓｓ ｉｓ ｄｕｅ ｏｎ ２０ｔｈ ｏｆ Ｄｅｃ５２０００５
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Study the following pairs of sentences and tick the sentence that is clearer and learn

how specific information makes a sentence clearer；how hours，dates and days of a

week are put in order .

１.

■ The meeting has been canceled.

■ The Oversight and Advisory Committee meeting scheduled for Thursday，September

30，2004 has been canceled.

２.

■ The next meeting will take place on Thursday.

■ The next meeting will take place on Thursday，October 28，2004 from 12: 30 to 3: 30

p. m. in room 4201 of the Health Sciences Learning Center.

３.

■ The meeting has been rescheduled and will instead take place on Monday.

■ April 8，2004 Oversight and Advisory Committee meeting has been rescheduled and

will instead take place on Monday，April 12 2004 from 8: 00a. m. ～ 11: 00a. m. in

room 212 /214 Fluno.

４.

■ The plan will be available on the website.

■ The plan will be available on the website，no later than March 13 for a two-week

public comment period.

５.

■ There will be presentations on institutional responsibilities.

■ There will be presentations on institutional responsibilities with regard to the care of the

old people.

６.

■ You will fill in the registration form and return it by mail.

■ Those interested in attending this workshop are asked to fill in the registration form and

return it by mail，by 10 November 2005，along with their registration fee.

７.

■ The WUHF meeting will take place as scheduled.

■ The WUHF meeting will take place as scheduled，beginning at 9 : 00 a. m. at the

Concourse Hotel in the Wisconsin Ballroom.

Read and complete the following sentences with the phrases given in the box.

are closed are due will take place on

are being organized as scheduled has NOT been cancelled

are available will be held on is open

1. Our centers on New Year�s Day，two days for Independence Day，Thanksgiving

Day，and three days for Christmas.
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2. Our office on Saturday，October 15，2005 from 8 : 00 a. m. to 5 : 00 p. m. .

Directional signs will be posted in the building.

3. Studies from 27 June through 30 June 2006 by International Institute of Asian

Studies（IIAS）and European Association for South Asian Studies（EASAS）. The conference

held after every two years is the largest gathering of South Asia .

4. The final Tuesday，Dec. 20，in Phys. 210，8: 30a. m. ～ 11: 30 a. m. .

5. The first lecture Wednesday September 7（2: 30 p. m. ～ 03: 20 p. m.） in room

210 of the physics building.

6. The seminar will be held on Tuesday，September 6. Section 2（from 10: 10 to

12: 05），will meet for the first time on Wednesday，September 7. The lab is in room 65 in the

basement of the physics building！

7. June students paychecks on July 15th！If you want your check mailed home，

bring a self -addressed，stamped envelope to the payroll department，Burnham 100.

8. The Wisconsin United for Health Foundation（WUHF）meeting the same date .

The WUHF meeting will take place as scheduled，beginning at 9: 00 a. m. at the Concourse

Hotel in the Wisconsin Ballroom.

9. School fees . Contact the office if you need forms to fill out.
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Reading for W riting B

Read the information in the following Bulletin Board and tell your par tner the information

you have got in your words.

%Ｂｕｌｌｅｔｉｎ Ｂｏｕｒｄ

１． Ｉ’ｍ ｐｌｅａｓｅｄ ｔｏ ｕｎｎｏｕｎｎｅ ｔｈｕｔ ｄｕｅ ｔｏ ｐｏｐｕｌａｒ ｄｅｍａｎｄ ｔｈｉｓ ｍｏｎｔｈ ｗｅ ｕｒｅ
ｈｏｓｔｉｎｇ ｔｈｅ ３ｒｄ Ａｎｎｕｕｌ Ｂｅｓｔ ｉｎ Ｓｔｏｒｅｓ Ｃｏｎｔｅｓｔｎ

２． Ｉ ａｍ ｐｌｅａｓｅｄ ｔｏ ａｎｎｏｕｎｃｅ ｔｈａｔ Ｓａｌｌｉｅ Ｔｒａｘｌｅｒ ｗｉｌｌ ｂｅｃｏｍｅ ｔｈｅ ｎｅｗ
Ｅｘｅｃｕｔｉｖｅ Ｄｉｒｅｃｔｏｒ ｆｏｒ ｔｈｅ Ａｓｓｏｃｉａｔｉｏｎ ｏｆ Ｃｏｌｌｅｇｅ ａｎｄ Ｕｎｉｖｅｒｓｉｔｙ Ｈｏｕｓｉｎｇ
Ｉｎｔｅｒｎａｔｉｏｎａｌ． Ｓｈｅ ｗｉｌｌ ｂｅｇｉｎ ｈｅｒ ｗｏｒｋ ｆｏｒ ＡＣＵＨＯｓＩ ｉｎ Ａｕｇｕｓｔ ２００４．

３． Ａｔｔｅｎｔｉｏｎｎ Ｗｅ ａｒｅ ｇｏｉｎｇ ｔｏ ｈｏｌｄ ａ ｆｒｅｅ ｌｅｃｔｕｒｅ ｏｎ Ｃｒｏｓｓ ｓｃｕｌｔｕｒｅ ｂｙ
Ｐｒｏｆｅｓｓｏｒ Ａｌｌｅｎ Ｗｉｌｓｏｎ ｔｈｉｓ ｎｉｇｈｔ ｉｎ ｔｈｅ Ｆｏｒｅｉｇｎ Ｌａｎｇｕａｇｅ Ｄｅｐａｒｔｍｅｎｔ ｂｕｉｌｄｉｎｇ．

４． Ｐｌｅａｓｅ ｒｅｍｅｍｂｅｒ ｔｏ ｈａｎｄ ｉｎ ｙｏｕｒ ａｓｓｉｇｎｍｅｎｔｓ ｆｒｏｍ ｔｈｅ ｃｏｕｒｓｅ ｏｆ Ｅｎｇｌｉｓｈ
ｃｏｍｐｏｓｉｔｉｏｎ ｏｎ ２０ｔｈ ｏｆ Ｍａｙ． Ｎｏ ｄｅｌａｙ． Ｒｅｍｅｍｂｅｒ ｔｏ ｓｕｂｍｉｔ ｏｎｅ ｃｌｅａｒｌｙ
ｍａｒｋｅｄ ｏｒｉｇｉｎａｌ ｃｏｐｙ ｏｆ ｔｈｅ ｐｒｏｐｏｓａｌ ｗｉｔｈ ａｕｔｈｏｒｉｚｅｄ ｓｉｇｎａｔｕｒｅｓ ｐｌｕｓ ｅｉｇｈｔ
ｃｏｐｉｅｓ ｏｆ ｔｈｅ ｅｎｔｉｒｅ ｐｒｏｐｏｓａｌ． Ｎｏ ｆａｘｅｓ ｏｒ ｅｍａｉｌ ｗｉｌｌ ｂｅ ａｃｃｅｐｔｅｄ．

５． Ｗｅ ｗｉｌｌ ｈａｖｅ ａｎ ｏｐｅｎ Ｑ ＆ Ａ ｓｅｓｓｉｏｎ ｆｒｏｍ ７～８ ｐ．ｍ． ａｎｄ ｔｈｅｎ ｔｈｅ ｐｒｅｓｅｎｔａｔｉｏｎ
ｓｔａｒｔｓ ａｔ ８ ｐ．ｍ．． Ｔｈｉｓ ｉｓ ａｎ ｏｐｅｎ ｍｅｅｔｉｎｇｇ ａｌｌ ａｒｅ ｗｅｌｃｏｍｅ ａｎｄ ｅｎｃｏｕｒａｇｅｄ ｔｏ ａｔｔｅｎｄ．

６． Ｔｈｅｒｅ ｗｉｌｌ ｂｅ ａ ｋｅｙ ｓｉｇｎｉｎｇ ｆｏｌｌｏｗｉｎｇ ｔｈｉｓ ｍｅｅｔｉｎｇ． Ｃｏｍｅ ａｎｄ ｈａｖｅ ｙｏｕｒ
ＰＧＰ ／ ＧＰＧ ｋｅｙ ｓｉｇｎｅｄ ｂｙ ｆｅｌｌｏｗ ＰＬＵＧ ｍｅｍｂｅｒｓ． Ｓｅｅ ｔｈｅ ｉｎｓｔｒｕｃｔｉｏｎｓ ｏｎ ｔｈｅ
ｗｅｂｓｉｔｅ ｆｏｒ ｉｎｓｔｒｕｃｔｉｏｎｓ ｏｎ ｗｈａｔ ｔｏ ｂｒｉｎｇ ｗｉｔｈ ｙｏｕ．

７． Ｂｅｃａｕｓｅ ｔｈｅ Ｓｐｒｉｎｇ Ｆｅｓｔｉｖａｌ ｆａｌｌｓ ｏｎ ｔｈｅ ２０ｔｈ Ｊａｎｕａｒｙ ｙｏｕ ｃａｎｎｏｔ ｇｏ ｔｏ
ｔｈｅ ｓｃｈｏｏｌ ｌｉｂｒａｒｙ ｕｎｔｉｌ ２０ｔｈ ｏｆ Ｆｅｂｒｕａｒｙ． Ｄｉｒｅｃｔｉｏｎａｌ ｓｉｇｎｓ ｗｉｌｌ ｂｅ ｐｏｓｔｅｄ ｉｎ
ｔｈｅ ｂｕｉｌｄｉｎｇ．
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Work in pairs. Compare the notices above with the notices in Reading for Writing A，

explaining how they differ in styles and in sentence structures. Make a list of the

differences in the following table

Items
Reading A（√） Reading B（√）

Minimal Prevalent Minimal Prevalent

Pronoun use （ ） （ ） （ ） （ ）

Active voice （ ） （ ） （ ） （ ）

Passive voice （ ） （ ） （ ） （ ）

Oral expressions （ ） （ ） （ ） （ ）

Written expressions （ ） （ ） （ ） （ ）

In conclusion，how would

you best describe the two

types？

Formal（ ）

Informal（ ）

Informal（ ）

Formal（ ）

Rewrite the following notices and try to avoid personal expressions by using the

passive voice. If unclear，you can add necessary complementary information.

1. I�m pleased to announce that，due to popular demand，this month we are hosting the 3rd

Annual Best in Stores Contest！

2. I am pleased to announce that Sallie Traxler will become the new Executive Director for

the Association of College and University Housing International. She will begin her work

for ACUHO-I in August 2004.

3. Attention！We are going to hold a free lecture on Cross-Cultural Communication by

Professor Allen Wilson this night in the Foreign Language Department building.
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4. Please remember to hand in your assignments from the course of English composition on

20th of May. No delay. Remember to submit one clearly marked original copy of the

proposal with authorized signatures plus eight copies of the entire proposal. No faxes or

email will be accepted.

5. We will have an open Q & A session from 7 ～ 8 p. m.，and then the presentation starts

at 8p. m. . This is an open meeting；all are welcome，and encouraged to attend.

People sometimes write a complex notice using a graphic table to make it br ief and

concise. If it is too wordy，people will not want to read it. To capture readers�

attention，it needs to be eye-catching and easy to read.

For example：

Subject： South Weymouth Naval Air Station Restoration Advisory Board

Type： Monthly Public Meeting

Date： August 12（2nd Thursday of Each Month）

Time： 7: 00 p. m.

Location： Conference Center on Shea Memorial Dr ive，South Weymouth，MA

Sponsors： EPA，US Navy

Now read the following notice and see whether you can write a notice in graphical

table.

The 19th European Conference on Modern South Asian Studies is being organized at

7：30 p. m. from 27 June through 30 June 2006 in Leiden，the Netherlands by

International Institute of Asian Studies（IIAS） and European Association for South

Asian Studies（EASAS）. The conference held every two years is the largest gathering

of South Asia.

01 此为试读,需要完整PDF请访问: www.ertongbook.com


