I /S

)

ceiies forg/

‘_, S / Ie3 . = = {j [ y
:?:QQ\ "§ Wﬁ&%% f ra d uate chgl n Serie
z A.sﬁﬂ%‘%sz*b%ﬁu zﬁz&

BER A8

Prachcal

iniing

B ﬁﬁ S51EIKIZE

=2H4 IR

BEHE ML

HIGHER EDUCATION PRESS




mwoE 21 g R E M
Textbook Series for 21st Century

Graduate English Series
HAEERFEFKIE
HEH XMBE

Practical Writing
THSEKTE

= % msslagmig
W OB BENLZTIRER BHA

B H¥HHEHMKRH

HIGHER EDUCATION PRESS



nEE S

ABREHHFR BEHEFEMA 21 HAHFNEMREERKE "W RRR, REA 21
HLZRBEMMBHEFR A" AREHM . FHR(ARERBERFISE)EMH BN ERH R
G B RBREANGS, BEBRFRIRERFBRREEBEMNEERE, BF PHZRAEN,

ABUEAEEFRIRHEIEE WA L& BIRARBI R MBA JL2% 4 RE 88, 38 T4

FRLKFREE B
B $ /% B (CIP) iR

v E A EEHHE = Practical Writing/Z 4 , % &
FH;EDERE — R BEHE AR, 1999.9 (2000 EE])
WFoE A B R VR :
ISBN 7~ 04 - 007486 - 9
1.5 1.0%-- O Q@%F- I.EE-SE-H
REHE-HH V.H315
P E A B 1R CIP B\ F(1999)%F 61854 5
PR I R PSR - LB fE
T/ BEL BEAE

HAREST BT HEHE , ‘
#t H AETRBRYHESE 558 - HBERSREY 100009

B 3& 01064054588 ~ & A 010-64014048
R 3t hup://www. hep. edu.cn '

2 O FEHELREH
ED Bl AbEShCEHIRIT

F A& 787x960 1/16 AR & 199410 A% 1K
2 W 14.25 E Y2000 4E 8 A 2 IETRI
F O 350000 E # 15.40 TG

N KR4 207 AL 45, A SR TT T R TS
T (R R , 3 L B I P 15 4 B BB T TBK R v 4R
IRBFR PRI



e

“UND) E G 21w iRATH A

FilaFHA L
KA R E A HM




#COHEHXE WERTHETT, REAARABRFTATEHAGRR, A
BER. BEBFEAHFHTR, FERFLARELRATHER. (FTRA
RERFIBEY REATENZ-FWHETHRE R REM.

GRREXBRFAER) RURTR (RERHE) MAY (FHETLHR
ERFBLERP ARE, REREBFALEBFNIGFHEAPEZA 2N H LT R
BAREEHEAANERBTREN LRANENREFRERERE, EAFKEAK
FEELF, REURRAFAES, BRRXRFIHKEHRTFE MR BN YA
RENETRAFEE, A RBRFELATERASENE BERRKFAL
SHEEHRE ERERBELENNAGES RERETHT, EENERAKH,

ARFIBEBEAUTHA:

LAGEFEERRBEERYAHRERERFPEMEEPRENFELR
%, PR Ea kA B R BEEAR N %, KRB AXH %, AR
FI BN BEA P E A HH— R R4 HERM,

2. RRFHRLE R, LIRS, BETUARLERHEEL. B4 FH L+
A HLREFRR. ENOMEGVH, HEIAE RENE. B TREFRENS
BEAXELET—, NREHHFENPEXERRAR, Hib& o8 XA,
HATAERFPREFAENIREAFAEREER. TTUNRE—RFLE, 4570
MEEHM 6, TUEALEEMN, LTUHRALT L ESHTABHEA.

BHRAMBERANRGEAN T UAL, REBHMBE AL H M ¥R
M, ARFIKBESRABIHH . 4R K%, 3 HEA %A %5 English for academic
purposes) Hy4F K. FBY, BT RAMGIHE, ERELIVARAFEEENER/E
ATHAEGZEANEELXATNEERF AL, ARERERFORAE
MENBANFREN ., A, RAFIREHRER, B0 2, LA REE,

ARG B b A BB A RE I R HAM AR

E-2: 14

CFHEHE): BEIMHAM, B GREY. GBI, CREY. KERINEXH
B, BER BT RMBENEHEONNE, REFAERMEAAEHES, K



2 MR A HIEFTFEIZ - TA SR

MAFRGERERALENEN. (FERE) BAIMBTHS.

CRPEHEN: LE2MEHM, B GHERFTHY. (BRETHRY., KAHEBL TR
EAHBANE, FEREFAENT Ao kAR, WENELAR TR EE
HITXGUTRE, 2HBEMEBAIEREFREY,

CZEHERY: B 2MEHM, B ZRHE)Y £, ZEHE -4,
AHRGAEE XA BT AR SR EXE, RE W R ERT, EREAR TN
ERENES.

CERBEHEY: M. AHXBUETIEERAXHES, B HREEXE
WP HE B, RAFEGETREAGS.

REYVE

(ERZREFHE): AFIMHM, B (BFR2UZREEY. (GUXEH%
EXFN (R A 582, ABEAAEHEERENELNERNGERR
KA XRDIR, BEAFEUNABHNTEFTANERZI TN LIRS,

CRXX¥EBREEN LM, ABEAINBLAHERR B N EL X ¥HE
i, REFEAREEXFHREEATER, NTAS TRES AN ERFE
BEAE,

AFRFIBE TR EL L AT AR R LA E R, L THF R4 R EIFMBA
WFAEER, TTHRREAMYTRELTAHEE 4 AT IF g ¥EGEA.

(HREXRFRASR LBRERE. HEA¥. SRRI L A%, H
REAEHBTEARKAAREEFERNETHIS TR RRAKBTH S
ZEREA2HEREHAPEBRTERT “AE” ARUHM. BEHT 4R
NERFBENREREBE T TR RATRAS B AZAKEALE
ABFPERETEAXBRALH XGRS AFRELERTNXH. R4 HE
FEARERERTEOHHM.

FRIBRARETEARBNFRERFRF R EBRE S 00, £ B
w, BAGE RETRETRELATRAEANARARFHEM. HTFREE %K
TR, ERAR, K¥AM, RAEH AL BNRERF L AW EFEH4R 4
#HFEEN, WEEXERAEMESEB T AHBERART T E,

YBE
19995 3 B 20 HF L




(LR BEE#HA2Y (Practical Writing) 7 (% 4 X 1E 7 5 #1280 a8k B B & A,
EEWREFRATANPTRLAE N HHARLEXBEEHLNEIREE, 24
MEEEE. EXEHE. BAXER. XEESRAMHLEELHNIMHK.

BABHEMEXEERT 2 EEREFREREEEN, 2NN BREMEXHE
MEEAKEHRENPEEFTUNE, BUEFLEALEERTMNEMHEER
.

ERAXEXRSRERGEAXERE, AAFEH. 4. . &, F£.
B, B, HE. AXE, NETHAEAAHS EHATHEAIRAES

XEHEEMHVBEFIENEXELEAHBMEGEH LA A X E HH
B, AURERFATHEELAXHENE K,

EBERAHBEAZLAMB REFURANEN, FEEFLAEEHEF R X
ROERFEURFZINE, FARLPUWREHARE,

KEMAAREEH, A, BE, ARHH, THELEGER. 8N NEY
ZERWTHEEULET, WHFARIEHEIN TR, SRR IAEELXE
.

XEERTENERGTREEITE, BF LTRERE S ¥ RSB
HNAHRZ. FARAFEESTHEAFHIEEER.

A AT ERERFREREE XK RS RETL b A ¥ £E % Kustine. F.
Juarez F ], % #F# T Jamie. H. Garrett £ T 94K, 1% M 3 #!

mE
1999 ££ 5 A



Contents

‘Unit One Basic Skills in Writing Paragraphs

i 1.1  Introduction to Paragraphs

| f.I.l Paragraph

! [.1.2 Essay

12 Organization of a Paragraph 4
I

1.2.1 A Narrowed-down Topic

.22 A Reasonable Sequence

i 1.3 Qualities of a Good Paragraph 12
! L.3.1 Unity

! [.3.2 Coherence

‘ [.3.3  Continuity

! 1.3.3.1  Specific Devices Aiding Transitions

| 1.3.32 Useful Transitional Words

1.3.4 Completeness

B e e B e o KR U N SURR N SR S N S SRR U SO S S S N W W W
LI IR R S-SR S RN A ARD.CREE - I R SIS SR R R S R R )

RS

'Unit Two Basic Skills in Writing Essays 33
2.1  Introduction to the Essay 33
: 2.1.1  Beginning an Essay: Creating an Opening Paragraph
2.1.2  Ending an Essay: Creating a Concluding Paragraph
2.1.3  Developing the Body Paragraphs

2.1.4  Using Transitions

Q 2.2 Basic Skills in Essay Writing 48
! 2.2.1 Essay Development by Chronological Order

222 Essay Development by Space



Mo iy abet 9”’7’4’“

HIR AR B TP HIL - LA BTEHAL *ii-

)

223
224
225
226
227

Essay Development by Cause and Effect

Essay Development by Comparison and Contrast
Essay Development by Examples

Essay Development by Classification

Essay Development by Definition

<, o

®, ry R T A ) o, * R S 2, 2, L > P 2% & % %, i, 2, 2 o M
P R X S R B X B CIE < T R IR R g dge e e e 40 € e e elx e ol W W B

Unit Three Writing for Practical Communication 93
| Legrér Weriting 93
3.1.1  The Layout of a Letter

32

312

313

Social Correspondence

3.1.2.1  Personal Letters and Notes
3.1.2.2 Invitation Letters and Cards
3.1.2.3 Thank-you letters

Business Letters

3.1.3.1  Letters of Application and Resume
3.1.3.2 Letters of Recommendation

Ordinary Official Documents 131

321
322

Contracts

Agreements

322.1 Parts of an Agreement
3222 The Language

3223 MEMOs (Memorandums)

Advertisements, Notices, Posters

and Announcements 143

3.3.1

332
333
334

Commercial Advertisements

33.1.1  Planned Objective of an Advertisement
33.1.2 The Layout of an Advertisement

3.3.1.3 Suggestions on Copy Writing

Notices

Posters

Announcements



Contents

'Unit Four Summary Writing
; 4.1  Qualities of a Summary
42 How toWrite Summaries
43  Suggestions on Writing Summaries

*
'’

Unit Five Technical Writing
: 5.1  ShortTechnical Reports
5.1.1 Format
| 5.1.2  Types of Short Reports
f; | 5.1.2.1 Trip Reports
3.1.22 Progress Reports
5.1.2.3 Laboratory Reports
5.1.24 Feasibility Reports
i (Recommendation Reports)
{1 5.1.25 Incident Reports
| 5.1.3 Process of Writing Short Reports
5.1.4 Suggestions on Writing Short Reports
5.2 Abstract Writing
| 521 Types of Abstracts
5.2.1.1 Descriptive Abstracts
5.2.1.2 Informative Abstracts
522 Suggestions on Writing Abstracts

Se O o o Fe ot o% e o ot s L) 3
IR <KX B K X R R R RS

o
o

e e O o

. Glossary

| Acknowledgements

152
153
154
160

L, L) L SO SR SO S 3 20 &%+ >, L L) e 2% Py O o 2 Y% e P % N , ’
LD RS L IR - I I S IR X R <SR < R I B CR < E C I X I X AR K I CR I I XK

165
165

198



Basic Skills in Writing | | J

Paragraphs

1.1 Introduction to Paragraphs

1.1.1 Paragraph

S

Paragraph is the basic unit of organization in writing in which a
group of related sentences develops one main idea. A paragraph
can be as short as one sentence or as long as ten or more sentences.
The number of sentences is unimportant; however, the paragraph
should be long enough to develop the main idea clearly. In general,
a paragraph comprises three major structural parts: a topic sentence,
supporting sentences, and a concluding sentence. The topic sentence
states the main idea of the paragraph. It not only names the topic of
the paragraph, but also limits the topic to one or two areas that can
be discussed completely in the space of a single paragraph. The
specific area is called the controlling idea.

(1YGold, a precious metal, is prized for two important characteristics.
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(2)First of all, gold has a lustrous beauty that is resistant to corrosion. (3)
Therefore, it is suitable for jewelry, coins, and ornamental purposes. (4)Gold
never needs to be polished and will remain beautiful forever. (5)For example,
a Macedonian coin remains as untarnished today as the day it was minted
twenty-three centuries ago. (6)Another important characteristic of gold is its
usefulness to industry and science. (7)For many years, it has been used in
hundreds of industrial applications. (8)The most recent use of gold is in
astronauts’ suits. (9)Astronauts wear gold-plated heat shields for protection

outside the spaceship. (10)In conclusion, gold is treasured nly for i
beauty but alsa for its utilit. ¢ f’““ﬁ
{ N

[

Sentence I is the topic sentence which states the main idea
of the paragraph. It not only names the topic of the paragraph,
but also limits the topic to one or two areas that can be
discussed completely in the space of a sihgle paragraph.

Sentences 2, 3,4, 5, 6, 7, 8, and 9 are supporting sentences
which develop the topic sentence. That is, they explain the
topic sentence by giving reasons, examples, facts, statistics,
and quotations.

Sentence 10 is the concluding sentence which signais the
end of the paragraph and leaves the reader with important
points to remember.

1.1.2 Essay

A n essay is a piece of writing with several related paragraphs. It
is written about one topic, just as a paragraph is. However, the
topic of an essay is too long and too cdmpfex to be discussed in one
paragraph. Therefore, you must tie all the separate paragraphs
together in one way or another to form an essay. Writing an essay is
no more difficult than writing a paragraph, except that an essay is
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Para.

Para.

Para.

Para.

H DRERTS
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longer. The principles of organization are the same for both; so if you
can write a good paragraph, you can write a good essay.

English

It is quite clear that English has become an intemational language because
it has been used by most of the nations in the world. In other words, you
may make a trip around the world without being misunderstood if you

know English.

2 We know that most of the valuable bocoks, newspapers and magazines

are written in English. If we want to read them to increase our knowledge,
we must fearn English. Furthermore, we should also learn English if we want
to do business with foreign countries. The reason is that English is spoken by
the majority of foreigners.

~ Uy A Jé?gvnt the contact between foreign countries and China grows
con a

idér,
interaction. This is why there are so many people in our country who learn

y day by day. English is known as an indispensable tool of

English. They know that learning English makes life more convenient.

From this point of view, English is really a very useful tool to us. Why
don't we double our efforts to learn it?

==

Paragraph 1 is the introductory paragraph which consists
of two parts: a general statement about the subject to attract
the reader’s attention, and a thesis statement to state the
specific subdivisions of the topic. A thesis statement for an
essay is just like a topic sentence for a paragraph: it names
the specific topic and the controlling idea or major subdivisions
of the topic.

. Paragraphs 2 and 3 are the body of the essay which consists
of one or more paragraphs. Each paragraph develops a
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: subdivision of the topic, so the number of paragraphs in the

+ body will vary with the number of subdivisions. The paragraphs

. ofthe body are like the main supporting points of a paragraph

. arranged in chronological order or by order of importance. You

can organize the paragraphs in an essay in the same way.
Paragraph 4 is the conclusion of the essay. Like the

: concluding sentence in a paragraph, it is a summary or review

of the main points discussed in the essay.

1.2 Organization of a Paragraph

Organization is vital to good composition, so it cannot be
neglected by either student or teacher. A paragraph is a unit of
organization of written language. It has only one basic aim: to
communicate one central idea clearly and effectively.

1.2.1 A Narrowed-down Topic

here is usually only one central idea in a paragraph. When

you begin to write, what you must do first is narrow down the
topic. The paragraph should be limited to one part of a subject,
although the subject is probably much larger than the single aspect
discussed in the paragraph. In other words, there must be a focus
in the paragraph. For example, suppose you are asked to write
something about your house in one paragraph. “House” may be
too general a topic for you to discuss in one paragraph, even your
living room is too large. So you should pick out a part of the room,
such as your tavorite desk, or the fireplace, or your bookcase,
etc. In the following example, the writer specializes his topic — the
character’s face.
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(Topic Sentence ) john Doe’s face is distinctive and interesting to observe.
(Discussion) He has a thin, oblong face. Under his light brown hair, which is
thick and straight, his forehead is smooth, tanned, and slightly sunburned. His
heavy eyebrows are darker than his hair, but they have reddish blond tips, as

if bleached by the sun. His eyes are a pale sky blue, fringed with short brown
eyelashes. One eye looks a little smaller than the other from habitual squinting,
His Jong, straight nose is sunburned and peeling There is a large mole on the
right side of his high-boned, tanned cheeks, about midpoint between the tip
of his nose and his short sideburns. There is also a noticeable scar on his
upper lip right under his nose. His mouth is fairly wide, but his lips are thin,
and they smile slightly, even in repose. He has a clean-shaven, chiseled chin.
(Conclusion) john Doe is apparently an outdoors man.

The following two examples show you that when you want more
details, go deeper into the subject, or have a clearer discussion in a
single paragraph, the topic shouid be narrow enough.

Sample 2 |

City College is completely overcrowded. The lack of spaceis
appaﬁenLin—aN—parts—ofthmmpus.T@m are so jammed that
students feel like sardines, and some of thém have to sit on the floor. The
IWoms are so packed that many students must study in
the halls and stairways.The@ria so bulges with bodies that students
often go hungry or lose their appetites. Every inch_af the campus is so
oyercrowded that it looks more like a bargain-basement th4fl a place for

higher learning.

Sample 3

The cafeteria at crowded City College is one of the most overworked
places on the campus. The service line is frequently so long that a student
sometimes gives up the idea of eating altogether. If a student is patient enough

L87038
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EF>3" the paragraph, we get a general view of City College —

to wait for food, she is lucky to find a place to eat it before she wears ct If she
is particularly agile, she may work her way through the mas;g"'s”}t'g a ;ggt
where she can eat before her food is cold. Once seated , however, she is
likely to find the atmosphere so choked with other bodies, noise, and dead air
that she loses her appetite. She cannot easily slip away at that point, either.
Wedging h (Krvay out of the cafeteria, she discovers, is as miserable as working
her way in.

r

In sample 2, the first sentence is the topic sentence. From

- completely overcrowded, especially the classrooms, the library
. and study rooms and the cafeteria. In sample 3, however, the
. paragraph moves much closer to the subject than the previous
. - example. It limits its subject to the cafeteria specifically so that .

L we get a vivid image of the crowdednesg in that place. J

Now you should realize that if you want to talk about something
clearly and effectively, you should first narrow down the topic. To
achieve clarity and effectivenes{zou wish to achieve)in the paragraph,
you need to get closer to the subject of the paragraph.

1.2.2 A Reasonable Sequence

Il is not enough just to have a specific topic. Since a paragraph is
just like a mini-essay, it needs a reasonable organization or

sequence. However, paragraphs are not organized in the same way.

The choice is based on the content of the paragraph and the intention
of the writer. In other words, exactly how the parts of a paragraph will
fit together depends on what the paragraph is saying. For instance, if
it describes a place, it may move from a general view to the significant
details — or from some immediately striking details to some less
obvious but perhaps more important ones. it may also move from
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near to far, or from far to near. The example below describes a picture
in Time magazine spatially — first from top_to battom, and then frgm

left tqright.

At first glance the scene looks picturesque, a study in dramatic

contrasts, exciting and colorful at its focal point, where a great bomb or
rocket is exploding, but the photograph in Tinte magazine is of West
Beirut, a city being destroyed by war. The upper portion of the picture
shows a cloudless, blue-gray sky, but a little below, massive clouds of
smoke billow across the city and rise hundreds of feet into the air. The
smoke surges to its highest point on the\l/e_fut side of the photograph, and
under that mass the tops of buildingsn closest camera range are barely
visible, while much of the city nearby has disappeared from view. Arid
ground slopes down from buildings on the left to cliffs that dip abruptly
into the blue-green shore of the Mediterranean, and this lower left corner
of the picture is its only calm area on land. From left to right, the lower

half of the photograph is shared by land and sea, the land being_s’o
devastated that the vibrant sea beside it seems out of place, an intruder
frolicking upon a tragedy. ]ust@of the picture’s center, the eye is
struck by a huge building located by the shore. It might be a large tourist
hotel, for the view of land and sea from its many stories of balconies and
picture windows must normally be breathtaking. However, the view is
now the panorama of the war exploding almost everywhere in the city,
and the great flash that is the focal point is not more than a mile down
the coast, to the right in the picture. The upper right corner of the
photograph, batancing the lower left, is filled with placid-looking sky, fresh
air no doubt blowing from this direction, carrying the smoke to the center
of the city, where it appears to be most dense. Alas, what a lovely old city
this must have been without a war, the sea skirting its length, its buildings
looking aut upon the water and catching the breezes as they climbed the
hills behind. Now strangely illuminated by fire and setting sun, what is left
of the battered city is fast becoming rubble.




