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Making the most of this book

When you have something to write, there’s much to be done. You have to
think about what you're going to say and how you're going to say it. You
have to decide what shape and structure it’s to have, and what style of expres-

sion is best. You can’t do all that at once!

The writing process

This book shows you how to manage your writing step by step. At the back of
the book, you'll find the major steps of the writing process set out in AP-
PENDIX F:how to work from basic ideas through to a plan, and then on to a
draft. Once the essay is drafted, you can think more about its overall shape and
structure, and APPENDIX F also offers some suggestions about structure. If
you would like to modify or experiment with your style, the book suggests how
to go about it at the entries on style and variety in writing in the A - Z
Guide. If you're interested in using a computer in the writing process, the entry

on computers in writing suggests where they can come in handy.

Editing your writing
To help you revise and edit your work, there’s a checklist, again in AP-
PENDIX F. Whenever you edit your work, there are thousands of questions
about language to sort out:

Why does this word look strange?

Do I need an apostrophe here?

How should [ spell this word?

What's wrong with this sentence?
Sometimes it’s a matter of right or wrong. Sometimes a matter of choice.

The A — Z Guide will answer many of these questions.

Looking words up

The A —Z Guide is in alphabetical order, so you just look words up as you
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would in a dictionary. If the word doesn’t seem to be there, you may be
looking under the wrong spelling. Check with APPENDIX A, which sets out
different ways of spelling the same sounds in English.

Once you've located the word, you may find it's presented as one of a pair
which either look or sound alike. Both will be discussed in the entry. Some of
the words you may be locking up follow a particular pattern of spelling. With
them you may be directed to a larger group entry, which explains how a

whole set of words behaves.

Choices in spelling
In Australian English there are now quite a few words that can be spelled in
more than one way. This book explains why you might choose one spelling or

the other. Check entries such as -ise/-ize and -or/-our, for example. Both

realise and realize, color and colour are correct, and the choice is yours.
We too have made choices for writing this book, and have chosen the spellings
which are more regular and in line with larger numbers of English words.

They are, we think, easier to learn and to use consistently.

Pam Peters
General Editor
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Aa

a
a BRREPBEEMNHMNEALZ —, EEETEEFERIAEEH (in-
definite article), S EM N AR EBiH (definite article) the, HZ W,
indefinite articles ¥ definite articles.
a H—NEEER ano KW T,
an EEAEUTEF L WIAR, .
an artist —{ILFFHK an engineer — {3 LREJF
fH  adoctor —HBEH ateacher  —{IET
XEBEEXNMAMEEFRATLEEMNE, MARL—1F8, W,
hour IE— N FBEE L BERKRT, HUNEM an hour, HHMW
union &S /i/FFHE, BTN E W a union.
XFXFEELHIHFIEE an,

XRE—TITER, A WA, ‘BT H AE.

Wi, HMEE moral Z T amoral, B H. JFEEN,

WA theist ZHTH AL atheist, B A TMEWBA, THRE,

BB a- Ol F RUOCEF L HIRET B, MR an-, 1,

anaerobic REMEW . H5 L an-,

RS~ BRFEEHITEREAML, Win-, im-X non-,

HRERSTH A E X : amoral (FEEH), 5 immoral (GEEMIR

7, WEHR), Z5Rin- / im-5& non-,

-a as a singular ending -a fEE ¥R

Vl-a EERBHEBAIRNW: dogma (M), formula (24X), stigma (HE

B§), vertebra (M) #E I HKE, formula, verlebra BH T &, dog-

ma # stigma BFHEE, BAXLFAEM S EERN—Bs, BEITH

YA ERERERE—RELGE N E-s. B, —BHERME

EENEFHEANBEREECNEAHEAER, W formulae, stig-

mata, EITEELRE - LREHXES, E-BREXEFLEH
1



B B formulas, stigmas,
-a as a plural ending -a fFE¥FRE
EEFTHEHALLU- ERABIRIER, I bacteria (HH), criteria
(31#E), phenomena (MR), strata (FFE). HF bacteria M strata 2
MTHE, ERTEPAEEMEEERARU . EBH, MENNSLYR
ER2HIE bacterium, stratum, (W-um,) BH— Pl ZEHABE
HeiE X B FHBEIE, W criteria, phenomena, HHEEE I EEEA LR
criterion, phenomenon,
BHFXEEBREHESR, R, SENMEEE LH—B0iiEE ¥t
BRE¥, BREH data (FH) F media (HFAW) XFNES, 7L
EERE, SHMAEYR, SRR,
FTEEZHX T EHH F]2 R data, media, agreement I collective
nouns,
BEEEFED agenda (WHER) XMAHEER LET, R agenda,
abacus $ £
X AVAH T BOE R AT abacuses 1 7] R abacio B X F £ B iX— %17
B B1F W -us,
abattoir / abattoirs B335
A EMEE R, abattoirs ERBEHIER, HEHFLPHE
By Ebr H R —REBRE— 1M,
abbreviations & 5 i
RAMESEER. BEMIENRERY, BNMNERAHUARE.
1. A—MARIL M E - FEB RN FHARMNES, W,

cont. continued ZE

p- page B
NSW  New South Wales HBIE /KL
vol. volume

Rev Reverend ¥ B#{H)
p.a. per annum H4E
ACTU Australian Council of Trade Unions MAF| E L &M 4H &

Mon Monday EHi—



2. Ph—1 iRl B 5 BEF 46 3 LU HOR 7 BR45 W 4 ARy 181 5 114 9 4 0%

i (contractions), f:

hep handicap A
rd road i
vb verb BiA
figs figures HF
Dr Doctor i e
Mr Mister pirias
Fr Father HE

Assn Association the
3. EMERERERES?
R (ERBX), ARFREARS, TREINMEEER
RUXEFBHFLERUNEFGFHL, HAEFHES,
E—-RKEGEY, WRALEDNEFE, UMELS, EUXEF
B LR FEE G HME S, HRESE TEUXEFEGF
SMEERGLEERA, Pl continued 14 BT X Hcont. T
Monday 8148 BTE X A Mon, AMA A,
ZRH F B4 5 (acronyms), I ANZAC # K[ &, W
Acronyms,
H&E: a.m. M p.m. WA B am M pm, TUAHES, RRE
MNHEFRERFOEEIT. Lam Mpm.,
HF—RPNEZBEERAARTAR S, BREEBESE, M.
km kilometre or kilometres T
kg kilogram or kilograms 3%
ha hectare or hectares L
ARECHAERM LHZR C,
HXRRRFTESFEHBERIFEHSHE LA W geographical terms,
w®AHEE A — & LR B,
-ability
AR A T ¥ L -able 25 BB AR K 4id .
probable (TRFTRERY) #E4 probability (FJREYE)
available (ATHEEE HH) A4 availability (FIRBE)



capable (A RERY) A capability (BE71)
2 W.-able/-eable,

ablative case Z4&
FEHTHTEAREE —&EF, HAHTIE,
H—MAEREK, BHY FEZATNE by, with, from %, K
W, FER T facto 1, o MBERF Mo H1F ipso facto B E “by
that same fact” ( “HBHER —FH L"),
-able / -eable BE----- ]
WEREMFHARBFRZE, MR ER, bl teachable EEF
teach, l _
BA e 25 RA4 A4 DN b able Bf, A SEH e ZH, B able, 4.
note ((EF) X  notable (HBEEM)
argue (BHE) X arguable (FJHBFHY)
FELA-ce Ml-ge Z5 BRYAI I N able BF, e A ERAREE, HE R c AE/s/
ME, Heglik/d/E, W,
trace (BFH) AN traceable (F[IEEHY)
manage (BEH) X manageable (HE )
FEREEERAREREHAE THEARBKY ¢ RE, F N able, W:
lik(e)able( F] Z Ay ), liv(e)able (] LI B EH), siz(e)able (K )F
us(e)able(FTAIN), MAITAN MR LB PEL ¢, B BSEIEEE,
Ait, XEFCLFERA, LREGTEHE « HNMHEEA NS,
FUBRHFSHEL e GRMEE R, 7ML able B XBIREH e
R.-e, -able / -ible,
-able / -ible
XEFPREE S MR, TREREE?
REEPLBHERT, FHRBHETTEREM, 0. collapsable / collapsible
(T 8NT), KEBHEA THRE, SREHRE B IR L H-able,
R P ELRBB Fis# A -able, #: confessable, contactable,
HE . BWH-able M Ll-ce B-ge & RMIFG, WEHM-« THER
B, W traceable (FJ:B M), bandageable (F[HUFLAY), (W.-able /

-eable, )
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Pl-ible 5 B AA KIS EHKE T T, THRRNMBAIEAZH

XA

accessible BB ITH
audible U773 WAY
compatible B ARy
contemptible TJ &f ]
credible AT {5 Y
divisible FT4>#4
eligible H L A5 5 1
feasible A SLFTHY
gullible & 5 2 %M
incomprehensible 3 f#HY
incredible A A[A{EH)
indestructible 7~ BB B R
infallible — 5 IE B4 #
intangible TIEHY
invincible JG &Y
irresistible A~ A HiiEM
negligible 7 L1 Z#H
perceptible AJ AR FIH
plausible 3% A 1 FE 1Y
reducible 7T 4885
repressible ] i ILEY
sensible BI%7 #Y
susceptible Z1FH
terrible I &)

Aberiginal words ML EAE

admissible 7T R
combustible 54Xy
comprehensible §6HE B H)
convertible A ¥ 44
digestible ZiHLHY
edible iE& & A
fallible 5 JE#5% #9
flexible 5= #)

horrible A8 &9
incorrigible & X4 iE
indelible A~ B8 T ER Y
inexhaustible 7G55 /S
inflexible N7] 55 Hf i)
intelligible 5 F T 1
invisible & A LAY

legible P] RL#FIAE
ostensible BJ LA FFH)
permissible T B fL K
possible ] BE H Ay
reprehensible 5 32 f¥ 35T #
responsible & A F{EH
submersible 7] # A K41
tangible 7] i EEAY

visible & LAY

EEFPA LKA RN L EET, TER %A ADE

% :
boomerang [ K8
kookaburra £R 5
billabong FEH]

corroboree £ 2
kangaroo $¥
koala W42 f8, HHr



wallaby 35 R currawong MM H 85

coolabah HLH LR mulga ARFF & H X

wombat £ B 4568 waratah 5595 2 (44)
B AMBIMAMESS, LR T—EMMARRIMHEY, 5HOE
FiE, OB, MATEATHREMN L EFEE, EE XK
B, miEAFR TERLCBREEREHRRKAL YA HEY
(f; mulga, wombat) AR +EXHIMEHN (M. boomerang (MK H)
THEFERVIHEHE CEF KE), corroboree (M FEJE R a9 KK # Bk
£2)),
FA—t+ZFABEERAENNE, XRENLEFFFRAEXLF. EHH
AR X i B AR M RICR TR, EEERA—HFLHR
P, M. budgerigar (JF K BRAG) 175 B budgerygah, 3E R/
#E W% betcherrygah 1 gijoriga.
BEWNREAEFSIRNE - LEET, 1788 Frt M A kY
250 MAFMES, HESH, 1000 AL ELERAENLEFBRHT
S5, ASOAULEFEAENTEET RETL 70 #,

Aborigine / Aboriginal T EER (AEFAAFITLE)

Aborigine XM ARV BHEERAA LN ERZ —K, F—1TF8E
KE, BRBETHEM A REHTE QK F—H— English,
Cherokee %, LIRIHI B HIER N Aborigines, X MANE—-IFHBHNE
B} (aborigine), HEM—TEHENBRENEBESE. EWNEREXE
aborigines,
Aboriginal M\ Aborigine ¥R HEFiH

The Aboriginal cave painting was of two kangaroos with an Aborigine.

T EANFAAEBEHERARRA - EEA,
#HEF, Aboriginal % Aborigine ¥ 4717 f:

There were seven Aboriginals at the camp site.

BEMmAF 1 EEA

abridgement / abridgment TI &

X FPFEBRIEWY, W-ment,
VAR —FHEEHIRAE ., X summary,
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abseil 569 TRE%
EE: ZiaF ef£i ZHI, W i beforee,

abstract ¥
B—REREXMELSARENPEEAREERFERHE, K sum-
mary.

abstract nouns IR &4
WMESTHTRATLE, BREFENLE —BEAE, LA EFRL.
EAFAHEY, WM. geography (M), love (%), rudeness (HH
) lightness ((EE) F creation (BliF) FMEMHR B, HILATW,
W% AT EFRAFANFY, A HE concrete nouns (LK £17])

accede
4 exceed / accede,

accelerator 02
EE. XMAMEE, N-ator,

accents 0F; TRFS
an accent EIU?E:
1. XAREMEIAOE, &0 with an Insh accent (WA ERZO0H),
2. RHBESFRATHENFS, XA MATHRIREFFLAH

FHRHNTERE,

EIEFH LA KEERENARFTREERAS, ARAF, MmN
B S RN chateau () — T 5 M chiteau #, A] 5 KL chateau, M
HiE P E R Frauein (M, HHEIF miss %) — 7w H A A N
EiEMHEANS (umlant),
FENARAERBPEERIA, Z2ELTEHEEAS, W bhoel
(hotel B ), debris (débris ®F ) il suede (suede fF2 % AHI/MIL
£H).
HAERE - FHHERFSFAETHNE X (W cafe W), BF
b T 3 51X A B B A R A R A kR, R R TREEF K
HE, W, BWEME exposé (FEML ex-po-zay/eks'pouzei/) X — PG
AHERFS, REMT HEFIT expose T o
BRALEN, HEFFH,



HRAS

R ERH acute’ ME T grave' ’ & 4 umlaut ~
TIFF cedilla , & ¥ hdcek
F AT circumflex ~ & T FF tilde -

accept / except ¥E5% /B &
XEMAREHUEERZLTHE,
to accept something & A EZ MR BENHEH,
except HAH B Z5 H BRERT.
Everyone understood the joke except me.
BT RAAEWHETXHRE,
acceptance
TE. KM E, W-ance / -ence,
accessible FEIENTAY
EE: BAKIFE, W.-able / -ible.
accessory maﬂl‘J
EEHFR T XMAL -ory BB A &-arye
HEXMAWAFERLE, - ARIREN X
HE R N-ary / -ery / -ory,
accusative case
I objective case,
ace (ZEMIBRSFLL®|h) LIKBRR—4
FEX A FAS M-ing W ER, FEERARD e
He was acing his opponent all the time.
fih E B LA R ERBAT 77 o
HE LB Ree.
acetic / ascetic BRAY/ B+ W&
WA EE EEHEMY, EEERE,
acetic BE#Y, K& A/ o'sitik/
ascetic B E XK, FRHARMEE,. BL. BEU

, B, accessaryo

BRHEXEANE

WHR, NRERER™]E, THAC, FEASECEMESR. X
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MARK F R/ 2'setik/
ache ¥§
XA e M-ing W R R LB A RBH 78 e
Her ears were aching after the concert.
FERRZ G ERERTH,
HE LM K-,
-acious / -aceous
UEAMNMARHESHE, MAEURREERWE, HENAHSER

HiE A,

] B -acious Al 5 K Z XL B AR, 0.
audacious K EAY capacious R KR
gracious P3| pugnacious -1
spacious RIey vivacious &% )
voracious B ZEH

TR, XA -aci L PR ZAAR KA TH -4, HHER
LFEM-cus W B, HEFHK K- ous,
1@ B-accous BT RBMER, ¥EBERERALZE, FHNEZH

THSEIET, .
farinaceous (containing flour or grain) FREMH
herbaceous (like a herb or annual plant) A
rosaceous (like a rose) fLlE Ry

acknowledgement / acknowledgment i\
PSSR ERA, R-ment,

acreage XEH, EHR
XA AE SR EENS R -age i, BH EH acre KBHIF T e
(£ 5 dose —>dosage HIHLE), X —PERHEFTHMETREETH,
XA B H G T e HRKHEA B, Wee
BHACRAAH. A (hectares) BT EH (acres)o {HH
EXRTEH T “hectarage” ( “ABIE”) XHERyiA, BEyii LHEH,
FATTE L% an acreage of 15 000 hectares (15 000 AGHEHR), BiFE
%8 an area of 15 000 hectares (15 000 2 HIMTE ),



