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Foreword

Successful Writing for the Real World was written for advanced English-learners who want to
improve their written English, and who want to use genuine English in order to communicate with
people in the real world.

The English and Chinese languages have many dissimilar grammar structures, language
habits and patterns of thought. This reality makes English writing very difficult for Chinese
students. However, various types of English writing are common in our daily lives and work, and
Chinese students want to produce influential and genuine English that is appropriate in different
circumstances (at school, in international correspondence, posted on the Internet, and so forth).
Beginners study writing in order to please a teacher or to pass a test; this book will teach you the
next step so you can write for the real world outside campus walls, using simple English that is free
from the errors that naturally come with complicated or translated sentences.

Three of the main features of the book are:

(1) Key principles of English writing are presented by a pair of authors who are native English
speakers, experienced as teachers, writers and editors. This textbook includes Secrets of Successful
Writing, an excellent guidebook into which the late DeWitt Scott poured his forty years of writing
experience. These principles will help advanced English learners master the steps of writing.

(2) As an experienced foreign expert, teaching in China, I created the Berter Writing Study
Guide with dozens of explanations that will guide Chinese students in overcoming the mistakes I
see time and again in student work. Using the guide’s Detailed Table of Contents at the back of this
book, you can find timely assistance when you struggle with these common writing problems.

(3) Both Mr. Scott and I emphasize that the true nature of writing is communication, so this
should be the standard for determining if writing succeeds or fails. This point is very meaningful in
China, where leading educators are trying to change the focus from simply being skilled at passing
English tests. A focus on communication is also behind the book’s unique framework and content.
Communication is affected by context, so students will study eight common types of writing,
including the standard academic essay, material to help you sell products or attract customers,
and basic journalism for a newspaper or corporate newsletter. In addition to appropriate exercises,
throughout the book you will find sample essays and articles to correct—things written by other
English-learners instead of native speakers. By learning from the common mistakes other students
have made, learners can understand and master the content effectively, and improve their ability to
communicate in written English.

When you first open the book you may feel that the organizational structure is a bit complicated
and hard to follow. It is organized for classroom use, resulting in interesting and varied lessons
with content introduced at strategic times throughout an academic year. From lesson to lesson, the
focus shifts between writing skills, practical types of writing, and the Better Writing Study Guide.
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This organization is different from the way Chinese books are normally structured, but when the
book was tested at Chinese universities, students and teachers found this format refreshing and
appropriate for middle to advanced English learners.'

For example, the book begins by helping English majors with the thesis required for
graduation by building on concepts taught in a basic writing course. Lesson 1 presents the basic
academic paragraph. Lessons 2 and 3 introduce fundamental principles of English academic
writing, including important pre-writing steps. Lesson 4 presents how to create an academic paper,
from outline to finished product, as well as how to document such multi-paragraph essays. Lesson
5 teaches another writing skill, before introducing a new type of writing (product descriptions) in
lesson 6. The book’s lessons are linked together in a holistic way to achieve the goal of effective
communication, whether you are writing to influence customers, inform clients, correspond with
business partners, or simply to pass an English test.

To equip you to communicate better, I have also added exercises, discussion questions, a
glossary for new vocabulary terms, an index to help you find assistance quickly, a teachers’ guide,
and several useful appendices. Links and additional help are also available at www.krigline.com.cn.
These resources will give you the tools to improve your writing.

Successful Writing for the Real World is a practical writing course for Chinese English-
learners, but it can also be used as a self-study course for those who already use English at work. If
you read carefully and do the exercises, then these pages will give you practical tools to improve
your writing skills, helping you use genuine English in the real world.

Michael Krigline, M.A.

Also see the Introduction for Students and Introduction for Teachers on the following pages.

1 This book was created with learners above the TEM-4 level in mind, but those above the CET-4 level will also find this
textbook very helpful if they are willing to put in lots of hard work.



Introduction for Students

American students often say: “Life really begins after college when I enter the real world. In
the real world, my boss will be far more demanding than my teachers.”

In college, good English earns an “A” and bad English earns an “F.” But if you use English
at work, good English helps you keep your job in a growing company, while bad English can hurt
your company or even make you lose your job. The purpose of this book is to prepare you for
success in the real world.

The only way to improve your writing is to write! This textbook will guide you to overcome
common mistakes made by English-learners in China (as well as by people who use English
worldwide). In fact, most of these lessons were originally published as Secrets of Successful
Writing, written to help native speakers (not English-learners) improve their writing skills.

To revise Successful Writing as a textbook, I have added examples, exercises and extra lessons
that will teach you to create English that will work in the real world. Each lesson ends with a
suggested writing assignment—or a revision assignment because revision is a key to successful

writing.

If you are using this book without the benefit of a teacher (i.e., for self-improvement), you
will find “rewriting practice” exercises particularly helpful. These drafts were written by English-
learners just like you, and I’ve provided comments to help you rewrite them, as well as a sample
revision (in the answer key).

As I indicated in the Foreword, this book is almost like three books, put in one place: Writing
Skills (mostly adapted from Successful Writing), B IoRulbiiiad (to take you beyond “classroom”
English), and the [T ARGIIL L] (Which provides guidance in overcoming common
English mistakes). Lessons are arranged to help your teacher present all three content areas over
one school year. To help you remember which “book” you are studying, page headings say “Writing
Skills,” “Type of Writing” or “Better Writing Study Guide,” and lesson headings are color coded.

Finally, important vocabulary terms are printed in bold type throughout the book. Words that
deserve extra emphasis are in italics, BIG LETTERS or bold italics. Vocabulary definitions (V£
Fi7#) and an answer key are available at the back of the book and/or on line at www.krigline.
com or www.krigline.com.cn (just follow the “Real World” link on my home page). On line, you
can also find a number of other useful resources, including links to many helpful websites, sample
essays, and a condensed on-line version of my “Better Writing Study Guide” (presented here in
greater detail as lessons 8, 13 and 19, and appendix C).

Wishing you writing success,
Michael Krigline



Introduction for Teachers

First, thanks for choosing this book. Colleagues and I poured almost three years into making it
a useful textbook. Whetlter you have been teaching for many years or have never taught advanced
writing before, you should find this resource both valuable and teacher-friendly.

Each lesson can fill a two-hour class, though you may have to be selective in which parts
to present for the longer lessons. In general, my classes run like this: (1) return papers and
then address common problems I saw while marking them, (2) allow a few students to present
sentences with the vocabulary that they previewed for homework, (3) present the material in a
lesson, including discussion sections, (4) do some of the exercises if time permits, and (5) use the
remaining time to individually answer student questions (about old or new assignments or about the
new material presented). Several times each semester I also start class with a 10-item vocabulary
quiz.2 I supplement textbook material with cartoons, quotes, movie clips, extra discussion questions,
my own stories, and various other things to keep the students interested.

Teachers need to understand from the start that (1) this book was organized for
classroom use, not as a step-by-step writing manual, and (2) that it contains three content areas
that are presented over the course of an academic year. The main headings of these three content
areas are color-coded as follows: Writing Skills headings are blue (most of these sections are
from DeWitt Scott’s book, Secrets of Successful Writing), are white with blue
background; and the I IAMLUTISULNRGILL headings are white with black background
(this guide provides guidance in overcoming common English mistakes). Alternating between these
content areas from week to week makes class more interesting and allows me to introduce new
types of writing at intervals throughout the year. I've also strategically placed some lessons for
pedagogical reasons (such as to present the material before an exam).

For example, I have two pedagogical goals for my first class: introducing the course and assigning
the first essay. Therefore, lesson 1 starts with a short introduction to the Writing Skills content, but I've kept
this short so that I can also introduce myself and my expectations. Secondly, I want students to write
their first essay after the first class, so we also introduce the first in lesson 1 (it is
really a review of the “academic paragraph” they learned to write in a basic writing class, but the
summer vacation makes many students forget a lot!). This first paper helps me see each student’s
writing level, and helps students see that I take writing seriously right from the first class. Lesson 1
is the only lesson with part of two content areas.

Pedagogical needs also affect the order of the lessons. Lesson 2 (plagiarism) is before lesson 3 (getting
started) because I've found that many students don’t clearly understand the concept of plagiarism
(cheating), and this gets them into trouble very early with strict writing teachers. In addition to
emphasizing the serious consequences for turning in someone else’s work, lesson 2 also presents an

2 1 explain the value of these quizzes in appendix D.
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alternative by showing how to paraphrase and use quotations. These basic skills and concepts need
to be taught before students write their second essay because the pedagogical need to keep students
from copying something from the Internet (and thus failing the course before it has barely begun)
takes precedence over the “pre-writing process” covered in lesson 3.

Furthermore, the book is organized around an academic calendar, not based on a step-by-step
writing process. For example, although editing is a final step in the writing process, it is introduced
in lesson seven: this lets teachers test understanding of this concept on the first midterm exam (given
after lesson 7) and lets students use this crucial information when writing almost all of their papers,
not just the final essay of the year. Similarly, punctuation is presented in lesson 14 so that I can test
this on the mid-year final exam. I also present broad structural concepts in the first semester (e.g., “the
simple sentence” and “people writing”) to help students construct complete essays properly, even
though this means pushing more specific problems (such as misused adverbs or misspelled terms)
to the second semester.

The [T BRI sections were created to help me (and you!) mark essays more efficiently
(as explained in appendix D). When a student makes a “‘common mistake™ I point him/her to extra
help in these sections. On one hand, investing class time to go over these complicated “grammar”
explanations will help most students, but on the other hand “grammar” is boring so I have put
several weeks between these important lessons. Lesson 28 (misused words) is similar: when you
see these words misused on a student’s paper you can point the writer to an explanation (but it helps
everyone to study this list right before you give your final exam).

The [T To OB lessons are also scattered throughout the year for pedagogical reasons.
As shown in the sample teaching plan (in appendix D), my students write a new essay almost
every other week, with revisions in between. This makes the work load easier on both students and
teachers, since it takes more time to write and to correct drafts than revisions. Thus I have placed

S B LA sl lessons at intervals so I can teach a new type of writing and assign a draft using
that style during the same lesson; the following week or two we can go over the problems students
had with the new type of writing before trying to write in a different style. Furthermore, journalistic
writing is very different from academic writing, so those three lessons (17, 20, 22) all fall in the
second term. I also want to give students the chance to write and rewrite several journalistic pieces
before they turn in the newsletter project (explained in appendix E).

To put it another way, lessons are organized to balance the logic of a step-by-step writing
process with the teacher’s needs. Students can’t learn to write without writing, so I want them
to write their first essay after the first lesson, NOT after they understand the writing process!
Through the academic year, we build skills and develop a clearer understanding of the process,
while also introducing eight distinct types of writing. The Writing Skills lessons are arranged
this way: (1) introduction; (2) pre-writing (i.e., clear thinking that comes before you write):
plagiarism, know your readers, pre-writing steps, and talk to your readers; (3) rewriting and
editing (mainly put here so it comes before the first mid-term exam, and to help students see
the value of rewriting early in the year); (4) aspects of good writing: the simple sentence; being
specific, precise and brief; focus on people; using transitions; punctuation (an important review
before the mid-year exam); active writing (vs. passive); using adverbs and adjectives; avoiding
loaded words, clichés and show-offs; fighting clutter; using metaphors; and finally, avoiding
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common problems: little slips and misused words.

[ designed this textbook to fill one academic year (two semesters). Lessons 1-15 are for the first
term. I put my midterm exam between lessons 8 and 9, and I also like to show the class a movie
near the end of the term (unless we need a day to catch-up). Lessons 16-29 are for the second term.
[ put the midterm between lessons 23 and 24, and use one class day for the group project outlined
in appendix E. I've also made lessons 15 & 29 short to allow you time for your own review. With
each lesson I have included exercises and/or a suggested essay assignment. Altogether, there are
14 essays and a group project for students to write, and because revision is an essential part of the
writing process, students must rewrite most of the assignments after you have marked their initial
draft. (My sample assignment schedule is part of the term planning chart in appendix D.)

N\

Additional help is available in the footnotes and appendices.

& Appendix A (a key to efficient grading)

O Appendix D (answers to teachers’ questions, lesson-specific teaching suggestions, a
sample class calendar and an essay assignment summary)

& The Answer Key

& Glossary (definitions, in alphabetical order, for all of the vocabulary terms; definitions are
presented by lesson on my website)

O Index to Key Concepts (take a look—you’ll find this helpful when marking essays)

O Detailed Table of Contents & Better Writing Index (especially helpful when trying to point

students to specific help to overcome common writing mistakes)

Of course, your students have access to these resources too, so encourage them to look up
words in the glossary and check homework answers. By the time they reach college age, we should
be able to trust most of them to do the work before they check the answers!

You and your students can also find other helpful resources at www.krigline.com or www.
krigline.com.cn. Just follow the links on the home page to “resources” or “real world.” My website
contains links to language-learning websites, samples of student work, and continually changing
articles, study guides, and more.

Your colleague,
Michael Krigline, M.A.
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