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HOW THIS BOOK IS DIFFERENT

Process-oriented —— What characterizes the book is the process-oriented writing. This book
tries to walk students through the whole writing process from preparation, prewriting, drafting,
revising, proofreading and editing with a strategy and a writing skill in each unit to support this
process development. Activities, like team work, group work, presentation, discussion, doing
research, are the basic forms of practice in this book to promote students’, interaction in learning

and help to complete the cycle of process writing.

Practical The integrated coverage of technical writing, academic writing and institutional
writing in contexts helps to meet students’ needs in life, learning and work. They are well

intertwined to avoid the redundancy and burden feeling.

Authentic —— This book uses authentic materials directly from magazines and newspapers and
other materials on the web so as to make students realize the tone and styles of the language in
writing. This also leaves flexible space for teachers to expand from the text book, as authentic
materials provide meaningful topics for discussion, research and therefore help students realize the

practical problems in writing.

Flexible —— To meet the needs of students from different backgrounds, the topics, exercises
and practice start from the foundation-building phase but allow it to go in depth. For example,
Language Focus, Writing for Learning, FError Spoiting 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 unil to provide an alternative when the teaching time is limited or needs extension.



THE STRUCTURE OF THE UNITS

(A focus on input learning and practice)
m Warming Up (Getting ready for writing)
Free Writing (5 ~ 10 minutes’ free writing to get ideas on paper)
Reading for Writing (A focus on input)
Language Focus (A focus on accuracy)
Writing Strategy (Writing support)
m Task (A focus on free practice)
(A focus on reflective writing) ~
m Writing for Learning (A review of the lesson: writing down what you have learnt in|
this class)
m Error Spotting (Recognizing students’ error patterns)
m Doing Research (Preparation for the next topic: pre-class research online)
e ; 3
m Answer Key




Unit 1 Keeping Informed

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

write formal notices, informal notices and notices in graphs.
write dates and days of the week in order.

select appropriate expressions and techniques in notice wrnmg
identify the essential building - blocks in a se;nteme »

write complete sentences with essential buiﬂmg blocks

do free writing.

B the spot
 ittering fines from
$60 to $375.




Warming Up

FEELING BLUE?

T COMD we
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] Tell your partner what the notices say; where you might read the notices; what makes
them interesting. Rewrite the notices in the following.
® Road closed:
® Kill your speed:
@ Dear crossing:
@ Feeling blue:




2 Please write down other notices you can remember in the following table and share

with your partner.

O el D

3 Now write down whatever you know about notice writing the following. This is a 6-
minute non-stop free writing period. For more information about free writing, please
come to the Writing Strategy page in the unit.

Free writing page Date . Words:

Topic:

Comments :




Reading for Writing A

“'HIS IS BRIDGE No. 139 SPCT .I Tell your partner what information

WALDECK RD 2 you have got from the notices. What
between A
Harpenden and Bedford y i do you think of the necessity of the

in the event of any road vehicle » . .
otiTking ks heidge Miaas notices? Observe your surroundings

phone 2 and write notices where it is
RAILTRACK on

020 7328 1646 ¢
as quickly as possible i the potential danger involved and

The safety of trains may be affected

necessary to make people aware of

what to do in case of danger.

FIRE ACTION

IF YOU DISCOVER A FIRE

1. Sound the alarm. :

2. Attack the fire, if ﬁossible, using a
suitable extinguisher, but do not
expose yourself to task.

ON _HEARING THE FIRE ALARM

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

2.Do not use the lifts.

3.Move to at least 50 metres away
from the University buildings.

4. Keep entrances clear for
emergency vehicles.

5.Do not return to the building for any
reason until authorised to do so.

Vice Chancellor
September 1993

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.

4



2 Read and tell your partner 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.

- Bulletin Board

. April OAC Meeting Rescheduled
Clarification The April 8,2004 Oversight and Advisory

Committee meeting has been rescheduled and will

Apparently there is confusion related to the
cancellation of the UW Medical School
Oversight and Advisory Committee meeting on
June 26th. The Wisconsin United for Health
Foundation (WUHF) meeting the same date :rhe UW MM School
has NOT been cancelled. The WUHF meeting ; 'Ihe UW Medwal School in collabo
will take place as scheduled beginning at 9: ; mth :i,l;e Gvemlght ‘and Adwsory
00 am. at the Concourse Hotel ‘in the Committee is o(mlpfeung a prehmmary
Wisconsin Ballroom. | draft of the ﬁve year plan. The plan mll‘
g “be nvmlabie‘;dnﬂie ‘website, no Yalor tha |
- March 13 Mzummk public comment
penod gD e

instead take place on Monday, April 12, 2004 from
8:00a.m.—11:00a.m. in room 212/214 Fluno.

&=

Students Paychecks
June students paychecks are avallable

on July 15th ! " BN 8 o
% ; Our call center is only closed on Thanksgiving
' If‘you want your check mailed home, | Day, Christmas Day and New Year’s Day. All
bring a self-addressed, stamped ~ ~ other US holidays observed by our college are

envelop to the Payroll Department, worked by the call center with a skeleton crew.
Burnham. '




3 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.

y

B The meeting has been canceled.

B The Oversight and Advisory Committee meeting scheduled for Thursday, September
30, 2004 has been canceled.

2,

B The next meeting will take place on Thursday.

B 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.

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

B 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.

The plan will be available on the website.

mE "

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

public comment period.

There will be presentations on institutional responsibilities.

EE Y

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

old people.

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

mE°

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

Concourse Hotel in the Wisconsin Ballroom.

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

are closed are due
are being organized as schec

are available ~ will be

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

Day, and three days for Christmas.
6



. 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.

. Studies from 27 June through 30 June 2006 by International Institute of Asian
Studies (ITAS) and European Association for South Asian Studies (EASAS). The conference
held after every two years is the largest gathering of South Asia .

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

. The first lecture Wednesday September 7 (2:30 p. m. ~03:20 p. m. ) in room
210 of the physics building.

. 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!

. June students paychecks on July 15th! K you want your check mailed home,
bring a self -addressed, stamped envelope to the payroll department, Burnham 100.

. 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.

. School fees . Contact the office if you need forms to fill out.



Reading for Writing B

—

Read the information in the following Bulletin Board and tell your partner the information

you have got in your words.

Bulletin Board




] 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

Reading A (V) Reading B (V)
Items
Minimal Prevalent Minimal Prevalent

Pronoun use ( ) ( ) ( ) ( )
Active voice ( ) ( ) {3y ( )
Passive voice ( ) ( ) ( ) ( )
Oral expressions ( ) ( ) ( ) ( )
Written expressions ( ) ( ) ( ) ( )
In conclusion,‘ how would Wimal ¢ ) fformal ( )
you best describe the two

Informal ( ) Formal ( )
types?

2 Rewrite the following notices and try to avoid personal expressions by using the
passive voice. If unclear, you can add necessary complementary information.
l. 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

@fer 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.

U




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.

D

People sometimes write a complex notice using a graphic table to make it brief 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 Drive, 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 (ITAS) and European Association for South
Asian Studies (EASAS). The conference held every two years is the largest gathering
of South Asia.




