


B ERS B (CIP) ¥\

RIEHEHE/ BEREE. —FM: FMREHR
#,2003. 12
ISBN 7-81090-223-7

1.3 0.5 I %E-SEmEes-
#H V.H315

R A B 434 CIP 3B (2003) 35 124626 2

REBEHE
wENL WE
FEHE  HAKR

KM KFEBEHEBIRERFT
(Hhhb: FFMTT THREE 200 5 #R4:215021)
BMTER S FRAFINE
(Munk. EMATTERESS & R4 : 226300)

FrA 787 x1092 1/16 EN3K 16.25 F¥ 403 F
2003 12 A1 AR 2003 5E12 A% 1 KEIRI
E[4% 1-4500 i
ISBN 7-81090-223-7/H - 21 (i) &E#r.:26.00 ¢

FHMKERE BEBETEHER A AR AR
HMKFHBERE  Hif. 051267258835



i

All

LS ERM, EBEENXIRERREERBRER, AN, EERXXELKS, 5
fERTBERRZIER, RECSFHENFINEM b SSEFENIIEXREEE
HIBTFURR AN A T SRIEBER XAEXE AN ZGE B R SMITE JLR R L
AXHERURNMHEROFEESOEL, BHILEENLE TRRESELFAF B
LR X BIRBIEE RN ER,

ABEENE:

1. BB AN R B M EEEH, AELUEERNIMUREEBELEENER, &4
HEMEIERBMHR S L TR, RAN A T 5REGEER RAEERN, iLEH TR
ARIERADTF. R, AT iLEEBHRENE T, 2 ERERMRETIFSARIHES
fls AL fl,

2. ERBREAL, ABENBREDREFANAT HEBENFSMTE, FANA
THEBEBBER UM EERR, FEEE W ERESCHER,

3. TH—2XERAL, AERFANATHRE BX . BESLHEANNAX, 84
REITEFESENLAES,

4. 5 NAE R Bk, AELERIEVIN B, MG FERERS S E
WA B T REFIEL RIS HFRE AL RIS B ESTHEEE

FHEERS:

1. A2, FBEENRARRELE AREREE BEMEEALKE. R, B
TABLHWAIERE, MHLAGINER, METLRERFEZELUHFREEL
RIEER W FENBEREM, MATUBRARFXGEHMAHMREEERFEN—F
HELANSEA,

2. FAEX, APRUT FEHHIE BRI, HHEE SR,

3. BMER, APEICEREHIEE, FELH 5T, R BEERNER LB AR
WERARIER EEREENN B,

EREABRT , MESE T AR, EHFAXEMAEERTBE. RS, hTH
FEXKVPAR, BPAYBHERZ TR S, FEEMITEE,

2 LA
2003 ¥£ 12 B



Contents

Contents

Chapter 1
To Understand English Writing through Grammatical Rules

1 Grammatical Units in English(1)
.1.1 Introduction (1)

1.
1
1.1.2 Basic-grammatical Units in English (1)
1.1.3 Macro-grammatical Units in English (2)
1.1.4 The Nature of Grammatical Units (2)
1.1.5 Exercise (3)

1.2 Morpheme(3)

1.2.1 What Is a Morpheme? (3)

1.2.2 Classification of Morphemes (3)
1.2.3 Exercise {3) ‘

1.3 Word and Phrase(4)

1.3.1 Word Classes and Word Formation (4)
1.3.1.1 Word Classes
1.3.1.2 Word Formation

1.3.1.2.1 Affixation
1.3.1.2.2 Compounds
1.3.1.2.3 Conversion
1.3.1.2.4 Blending
1.3.1.2.5 Shortening
1.3.1.2.6 Acronyms

1.3.2 Phrase Classes (8)
1.3.2.1 Noun Phrases ( NP)
1.3.2.2 Verb Phrases ( VP)
1.3.2.3 Adjective Phrases ( AdjP)
1.3.2.4 Adverb Phrases { AdvP)
1.3.2.5 Prepositional Phrases ( PrepP)
1.3.3 Exercises (11)



2 EEEHE

1.4 Clause and Sentence (12)
1.4.1 Introduction (12)
1.4.2 Clause Elements (12)
1.4.3 Sentence Classes (13)
1.4.3.1 C(lassification in Terms of Function
1.4.3.2 C(lassification in Terms of Form
1.4.4 Clause Classes {13)
1.4.5 Dependent Clauses (15)
1.4.5.1 Finite Dependent Clauses
1.4.5.1.1 Noun Clauses
1.4.5.1.2 Adjective Clauses
1.4.5.1.3 Adverb Clauses
1.4.5.2 Non-finite Dependent Clauses
1.4.5.2.1 Syntactic Roles of Infinitive Clauses (to do)
1.4.5.2.2 Syntactic Roles of Ing-clauses ( doing)
1.4.5.2.3 Syntactic Roles of Ed-clauses ( done)
1.4.6 Exercises (23)

1.5 Modifiers in the English Language (24)
1.5.1 Definition (24)
1.5.2 Classification (25)
1.5.2.1 Classification in Terms of Form
1.5.2.1.1 Word Modifier( Mw)
1.5.2.1.2 Phrase Modifier( Mp)
1.5.2.1.3 Clause Modifier( Mc)
1.5.2.1.4 Sentence Modifier( Ms)
1.5.2.2 Classification in Terms of Modifiee
1.5.2.3 C(lassification in Terms of Function
1.5.3 Position (27)
1.5.3.1 Position of Pre-attributive Modifier
1.5.3.2 Position of Complement Modifier
1.5.3.3 Position of Adverbial Modifier
1.5.4 Purpose (28) ’
1.5.4.1 To Simplify Complex Grammatical Concepts
1.5.4.2 To Explain Complicated Grammatical Structures
1.5.4.3 To Obtain More Information when Reading
1.5.5 Exercise (30)



Contents

3

1.6
1.6.1
1.6.2

1.6.3

1.6.4

1.7

1.7.1

1.7.2

1.7.3

1.7.4
1.7.5
1.7.6

1.8
1.8.1

Concord in the English Language (31)
Introduction {31)
Subject-verb Concord (31)

1.6.2.1 Subject-verb Concord 1
1.6.2.2 Subject-verb Concord 2
1.6.2.3 Subject-verb Concord 3
1.6.2.4 Subject-verb Concord 4
1.6.2.5 Subject-verb Concord 5
1.6.2.6 Subject-verb Concord 6
1.6.2.7 Subject-verb Concord 7
1.6.2.8 Subject-verb Concord 8
1.6.2.9 Subject-verb Concord 9
1.6.2.10 Subject-verb Concord 10

Pronoun Concord {35)
1.6.3.1 Pronoun Concord 1
1.6.3.2 Pronoun Concord 2
1.6.3.3 Pronoun Concord 3
1.6.3.4 Pronoun Concord 4
Exercise (36)

Punctuation (37)

Fragments (37)

1.7.1.1 Avoid Writing Fragments without Subjects

1.7.1.2 Avoid Punctuating Dependent Clauses as Sentences
Comma Faults and Fused Sentences (38)

1.7.2.1 Recognize and Correct Comma Faults

1.7.2.2 Avoid Fused Sentences

Punctuation between Independent Clauses (40)

1.7.3.1 Through the Comma-plus-conjunction Method
1.7.3.2 By Semicolons without Conjunctions

1.7.3.3 By Semicolons with Conjunctive Adverbs and Introductory Phrases
1.7.3.4 By Colons

Punctuation before Independent Clauses (41)

Punctuation in the Middle or at the End of Clauses (42)
Exercise (43)

Connectives in English Writing (43)
Scope of Connectives (43)



4 HFEHHE

1.8.1.1
1.8.1.2
1.8.1.3

To Join Two Ideas in a Sentence
To Relate the Idea in One Sentence to That in Another
To Link Paragraphs

1.8.2 Functions of Connectives (44 )

1.8.2.1
1.8.2.2
1.8.2.3
1.8.2.4
1.8.2.5
1.8.2.6
1.8.2.7
1.8.2.8

Connectives to Show Addition

Connectives to Show Comparison

Connectives to Show Contrast

Connectives to Introduce an Illustration

Connectives to Indicate an Alternative

Connectives to Indicate a Conclusion or Summing-up
Connectives to Show Order

Connectives to Show Means

1.8.3 Exercise (52)

1.9 To Step Further in Writing (52)
1.9.1 To Write Long Sentences (53)

1.9.1.1
1.9.1.2
1.9.1.3
1.9.1.4
1.9.1.5

Using Phrases instead of Single Words

Using Long Phrases instead of Short Phrases

Using Sentences instead of Words or Phrases

Using Parallel Construction to Coordinate Similar Elements

Using Modifiers whenever Seemingly Necessary

1.9.2 To Write Impressive Sentences (58)

1.9.2.1
1.9.2.2
1.9.2.3
1.9.2.4

1.9.2.5

Unity

Coherence

Conciseness

Emphasis

1.9.2.4.1 Subordination

1.9.2.4.2 Word Order

1.9.2.4.3 The Passive Voice
1.9.2.4.4 Negation

1.9.2.4.5 Rbhetorical Questions
1.9.2.4.6 Repetition and Parallelism
1.9.2.4.7 Shift of Modifier
1.9.2.4.8 Emphatic Words or Phrases

1.9.2.4.9 Emphatic Structures
Variety

1.9.3 Exercises (78)



Contents

Chapter 2

To Learn How to Write an English Composition

2.1 How to Write a Paragraph (79)

2.1.1 Basic Requirements of Writing a Paragraph (79)
2.1.1.1
2.1.1.2

Unity (one central idea)

Coherence (good order and natural transition )
2.1.1.2.1 Good Order

2.1.1.2.2 Natural Transition

2.1.2 Ways of Developing a Paragraph (85)

L

1
1
1
1
|
I.
1
1
1
1
.1

NRNDNR NN

1

O 0 N O AW

Development by Time

Development by Process

Development by Space

Development by Detail

Development by Example

Development by Comparison and Contrast
Development by Analogy

Development by Cause and Effect

Development by Classification

.10 Development by Statistics
.11
2.

Development by Quotation

12 Development by a Combination of Ways
2.1.3 Sentence Patterns in English Writing (90)
2.1.3.1

2.1.3.2

Used in the Beginning Paragraphs

2.1.3.1.1 Describing Phenomena or Problems
2.1.3.1.2 Advancing Viewpoints

2.1.3.1.3 Interpreting Information

2.1.3.1.4 Quoting Sayings, Remarks or Complaints
2.1.3.1.5 Employing Contrast and- Comiparison
2.1.3.1.6 Asking and Answering Questions

Used in the Developing Paragraphs

.1.3.2.1 Developing by Cause and Effect
.3.2.2 Developing by Comparison and Contrast
.3.2.3 Developing by Examples or Details

1

1

1.3.2.4 Developing by Statistical Data

1.3.2.5 Developing by Refutation, Analysis or Deduction
1

2.1.3.2.6 Developing by Transferring to Another Point

2.1.3.3 Used in the Ending Paragraphs



6 HKiFGEHE

.3.3.1 Drawing a Conclusion

.3.3.2 Stating the Possible Consequences
.3.3.3 Indicating the Significance
.3.3.4 Calling for Actions or Measures
.3.3.5 Providing Specific Suggestions
.3.3.6  Quoting Sayings

.3.3.7 Presenting Rhetorical Questions

2
2
2
2.
2
2
2
L17)

N e i e

2.1.4 Exercises (11

2.2 From Paragraph to Composition (119)
2.2.1 Steps of Writing a Composition (119)
2.2.1.1 Finding a Theme
2.2.1.2 Outlining a Composition
2.2.1.3 Writing a Composition
2.2.1.3.1 Beginning ( introduction)
2.2.1.3.2 Ending ( conclusion)
2.2.2 Exercise (124)

2.3 Types of Composition (125)
2.3.1 Main Types of Composition (125)
2.3.1.1 Narrative
2.3.1.2 Descriptive
2.3.1.3 Expository and Informative
2.3.1.4 Argumentative and Discursive
2.3.2 Exercise (130)

Chapter 3
To Know Some Writings for Practical Use

3.1 Summary (132)
3.1.1 Introduction (132)
3.1.2 Steps in Making a Summary (132)
3.1.3 Practice Summarizing {133)
3.1.3.1 Making a Summary of a Single Paragraph
3.1.3.2 Making a Summary of a Whole Passage
3.1.4 Exercise (135)



Contents 7

3.2 Paper (136)

3.2.1 Introduction {136)

3.2.2 Steps of Writing a Paper (136)
.2.2.1 Selecting a Topic
.2.2 Collecting Materials
.2.3 Forming a Thesis Statement
.2.4 Writing an Outline
.2.5 Writing the First Draft
.2.6 Revising the Draft
2.2.7 Finalizing the Draft
3.2.3 Format of a Paper (139)

3.2.4 Exercise (140)

W W W W W w w
N NN NN

3.3 Abstract (149)

3.3.1 Introduction (149)

3.3.2 Function (150)

3.3.3 Sentence Patterns for Writing an Abstract (150)
3.3.3.1 Topic Sentences
3.3.3.2 Suppeorting Sentences

3.3.3.3 Concluding Sentences
3.3.4 Exercise (151)

3.4 Letter (153)

3.4.1 Introduction {153)

3.4.2 Format of Letters (153)
3.4.2.1 The Heading
3.4.2.2 The Inside Address
3.4.2.3 The Greeting
3.4.2.4 The Body
3.4.2.5 The Complimentary Close
3.4.2.6 The Signature
3.4.2.7 The Enclosure

3.4.3 Personal Letters {159)

3.4.4 Formal Letters (160)
3.4.4.1 |Letter of Applying for a Job
3.4.4.2 [Letter of Applying for Overseas Study
3.4.4.3 Letter of Declining an Offer
3.4.4.4 Letter of Recommendation



8 HEGHE

.4.4.
4.4,
.4.4.
.4.4.

3 Letter of Self-introduction
3
3
3
3.4.4.9 Letter of Congratulations
3
3
3
3

Letter of Suggestion
Letter of Request
Letter of Inquiry

O 00 NN N W

.4.4.10 Letter of Complaints

.4.4.11 Letter of Thanks

.4.4.12 Letter of Apology

.4.4.13 Letter of Finding Lost Articles

3.4.5 Exercise (171)
3.5 Other Writings for Practical Use (171)
3.5.1 Academic Statement (171)
3.5.2 Resume (173)
3.5.2.1 Introduction
3.5.2.2 Contents of Resume
3.5.2.2.1 Personal Particulars
3.5.2.2.2 Education and Qualifications
3.5.2.2.3 Experience
3.5.2.2.4 Extra-curricular Activities
3.5.2.2.5 Further Information
3.5.2.2.6 References
3.5.2.2.7 Signature
3.5.2.3 Samples of Resume
3.5.3 Exercise (177}
Chapter 4

To Practice Writing for Examinations

4.1

4.1.1
4.1.2
4.1.3
4.1.4

4.2
4.2.1

CET Writing (178)
Introduction (178)

Scoring of CET Writing (180)
Writing Topics Tested in CET (180)
Exercise (184)

NETEM Writing (185)
Introduction (185)



Contents

4.2.2
4.2.3
4.2.4

4.3
4.3.1

4.3.2
4.3.3
4.3.4

4.3.5

4.4
4.4.1

4.4.2
4.4.3
4.4.4

4.4.5

Scoring of NETEM Writing (187)
Writing Topics Tested in NETEM (187)
Exercise (196)

IELTS Writing (196)

Introduction (196)

4.3.1.1 About IELTS

4.3.1.2 Test Format
4.3.1.2.1 Listening (30 minutes)
4.3.1.2.2 Reading (60 minutes)
4.3.1.2.3 .Writing (60 minutes)
4.3.1.2.4 Speaking (10 - 15 minutes)

Scoring of IELTS (198)

Scoring of IELTS Writing (200)

The Three Tasks in IELTS Writing (200)

4.3.4.1 Wniting a Letter (G)

4.3.4.2 Interpreting Data ( A)

4.3.4.3 Arguing on Topics (G and A)

Exercise (204)

TOEFL Writing (20s)

Introduction (205)

4.4.1.1 About TOEFL

4.4.1.2 Test Format
4.4.1.2.1 The Paper Version
4.4.1.2.2 The Computer Version

Scoring of TOEFL (206 )

Scoring of TOEFL Writing (207)

Six Sample Essays on the Same Sample Topic (207)

4.4.4.1 The Essay Scored “6”

4.4.4.2 The Essay Scored “5”

4.4.4.3 The Essay Scored “4”

4.4.4.4 The Essay Scored *3”

4.4.4.5 The Essay Scored “2”

4.4.4.6 The Essay Scored “1”

How to Write an Essay on the TOEFL Test (212)

4.4.5.1 Decode the Topic

4.4.5.2 Develop Supporting Ideas



10 HEGHEHE

4.4.5.3 Write the Introductory Paragraph

4.4.5.4 Write the Supporting Paragraphs

4.4.5.5 Connect the Supporting Paragraphs

4.4.5.6 Write the Concluding Paragraph
4.4.6 Possible Topics for TOEFL Writing (216)
4.4.7 Exercises (223)

Key to Exercises(225)

Bibliography24s)



Chapter 1 To Understand English Writing through Grammatical Rules 1

Chapter 1
To Understand English Writing through Grammatical Rules

1.1 Grammatical Units in English

1.1.1  Introduction

An English writing, in my eyes, is virtually a logically-written and well-organized text made
up of meaningful and grammatical sentences. An adequate study of the English language can im-
prove the ability to write English correctly and effectively; and written style can be improved
through learning about the resources for grammatical structures, word order, and the devices for
connecting sentences and paragraphs. ( Greenbaum, 1996: 36 —37) In some sense, grammatical
rules seem much more important and necessary.in written English than in spoken English. It is,
therefore, not difficult to understand that a writer with little knowledge of grammatical rules can

~hardly write well. This chapter attempts to understand English writing through grammatical rules,
or rather grammatical units in the English language.

It is usually assumed that the SENTENCE is the highest-ranking unit of grammar, and hence
that the purpose of a grammatical description of English is to define, by means of whatever de-
scriptive apparatus may be necessary (rules, categories, etc. ), what counts as a grammatical
sentence in English. ( Quirk et al. , 1985: 47) However, neither SENTENCE nor GRAMMAR
can be given a clear-cut definition. To give a realistic presentation of English grammar, we have
to accept that grammar is a linguistic CORE, round which other aspects of linguistic organization
and usage are integrated, in order to take a broad interpretation of grammar and give a detailed
account of other factors; in other words, English grammar should not be restricted to the study on
English sentences, but extended to detailed studies on other meaningful units.

In order to state general rules about the construction of sentences, it is constantly necessary

to refer to units smaller than the sentence itself: units such as those which are commonly referred

to by the terms CLAUSE, PHRASE, WORD, and MORPHEME. (Quirk et al. , 1985 38)
1.1.2 Basic-grammatical Units in English

Basically, the units of English grammar can be ordered in terms of rank as; WORD,
PHRASE, CLAUSE and SENTENCE. In grammatical terms, while a sentence is the largest unit,
a word is the smallest. The grammatical units of the following sentence,

The weather has been exceptionally hot since we returned from Shanghai last week.

can be basically interpreted at such levels as:
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® at clause level

The weather has been exceptionally hot since, we returned from Shanghai last week.

® at phrase level
The weather has been exceptionally hot since we returned from Shanghai last week.

® at word level

The weather has been exceptionally hot since we returned from Shanghai last week.

1.1.3 Macro-grammatical Units in English

In English, a word is no more the smallest meaningful element than a sentence is the largest.
A word can break into smalTe—r_nangful elements that are called morphemes, which are the min-
imal meaningful elements from the semantic point of view. Meanwhile, mence does not stand
alone in English. “It would be an errorito believe that outside the sentence there are no re-
straints,, no features that link one sentence to another. ” ( Palmer; 1971 73) Sentences: could
come together to form a text so as to convey a complete message. “The essence of grammatical
units is that they are meaningful and combine with each other in systematic ways. ” (Biber-et al. ,
2000: 50) Therefore, from the macro-grammatical point of view, the units of grammar can be ex-
tended as; MORPHEME, WORD, PHRASE, CLAUSE, SENTENCE and TEXT. A text consists
of one or more sentences; a sentence consists of one or more clauses; a clause consists of one or
more phrases; a phrase consists of one or more words; a word consists of one or more morphemes

and a morpheme is actually regarded as the smallest unit of grammar in English, as shown in the
following table.

Macro-grammatical Unit in English

dscosc .. Oncor More Meaningul and Grammatical Sentences
SENTENCE He loves the. girl because she is ... very . . pretty
7 CLAUSE | He loves - i the  gid | = because Q&JMJ 1%108-*.{ O&my
PHRASE He loves " | "the girl | because she is very pretty

WORD He loves the gu'l 5 ~baom - she | s & very | pretty
MORPHEME He love s | the | girl because she | is very | pretty

1.1.4 The Nature of Grammatical Units

“Speech is a continuous stream of sound without a clear division into units, but it can be an-
alyzed into meaningful elements which recur and combine according to rules. In writing, such an
analysis is expressed through the division into words and sentences. ” ( Biber et al. ; 2000; 50)
Be it small or large, a grammatical unit should be both meaningful and systematic. In English
writing, the writer must make sure what he writes is meaningful and what he writes is organized in

systematic ways and accords with certain grammatical rules. So, a most likely approach to writing
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well may be studying carefully the units of grammar from the lowest to the highest.

1.1.5 Exercise

Try to analyze grammatical units of the following sentences.

1. Some students will be working late in their rooms.

2. The evenings have turned very cold just recently.

3. The hunter in the village has killed a poisonous snake that had bitten quite a few vil-
lagers.

4. The room has a large window which faces south.

1.2 Morpheme

1.2.1 What Is a Morpheme? (

The morpheme is the smallest unit required for grammatical and lexical analysis. ( Green-
baum, 1996; 470) The word uncomfortables can be cut into several G@‘un-comfon-able-s.
Each of these segments has its own form (or set of forms) , its own meanings, and its own distri-
bution. Un- has a fixed phonological form, a meaning of ngg_z}_tiqn, and recurs in words like unfor-
gettable , unreliable , unbelievable; comfort has a fixed phonological form and a fixed meaning, and
recurs in word-forms like comforts, comforted, comforting; -able sometimes occurs as ible, has a
fixed meaning, and recurs in words like comparable, advisable, inevitable; -s has a range of pho-
netic forms but a constant meaning of plurality, and recurs in words like chairs, desks, beds.
None of these segments can be further divided into smaller segments which function in the same

way as they do. They represent “morphemes” , the minimal units of grammatical analysis. (Bau-
er, 1983, 13 -14)

1.2.2 Classification of Morphemes

A morpheme that can occur in isolation is termed a “free morpheme” or * content mor-
pheme” , which can be a single word (e. g., boy, girl, do, go) or the root of a derivative
(e. g. , un-mention-able-s, im-polite, ab-normal), carrying the meaning. A morpheme that can
only occur in conjunction with at least one other morpheme is termed a “bound morpheme” or
“grammatical morpheme” , which is an “affix”, either an “inflectional affix” (e. g., boy-s,
work-ed, go-ing, strong-er) or a “derivational affix” (e. g.", kind-ness, dis-close), showing

grammatical features.

1.2.3 Exercise

Cut the following words into morphemes.

1. carelessness



4 EGIEHE

inexperienced
imperfect
illogical
irrational
deforestation
transcontinental

statesmanlike

¥ %0 N A WD

impressionism

10. aerothermodynamics

1.3 Word and Phrase

1.3.1 Word Classes and Word Formation

1.3.1.1 Word Classes

“To the ordinary language user, words are the basic elements of language. They are clearly
shown in writing; they are the units which dictionaries are organized around.” ( Biber et al. ,
2000 51) Although it’s not an easy thing to give a definite definition of WORD, we know a word
consists of one or more morphemes and this helps us to study words by classifying them in various
ways. .

A ‘word consists of one or more morphemes. A one-morpheme word is called a “simple word”
and a word made up of two or more morphemes is called either a “compound word” (a combina-
_ tion of two or more free morphemes) or a “derivative word” (a combination of one root and one or

more affixes).

S
Noun student ,
Open Class Verb Y lea:'n, stimulau‘s
Adjective beautiful, attractive
Adverb abnormally, actually
Auxiliary be, have, db, can, will, must, need
Conjunction and, but, or, because, if, although
Preposition at, on, according to, as well as
Closed Class Determiner the, a(n), your, every
Pronoun you, your, yourself, one
Numeral two, first, two-thirds, two thousand
Interjection wow, ah, ouch, yeah

There are two major kinds of word classes in the English language: closed classes and open
classes. “A closed system contains a limited number of members, and new members cannot easily
be added. The principal closed systems in English are the groups of function words, such as aux-

iliaries, conjunctions, and prepositions. With open classes, membership is indefinite and



