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Introduction

Practical English Writing Skills is a guide to developing the writing
skills we all need to function and succeed in our everyday lives—at
home, on the job, and in school. Unlike any other writing text, this
book addresses the simplest and yet most essential skills such as
taking a message and writing a thank-you note, then builds to more
advanced skills such as writing a résumé and making a bibliography.
Along the way, each type of writing is discussed and explained in a
straightforward, helpful way, treating the everyday tasks with as much
respect as the more academic skills.

Practical English Writing Skills is for high school, junior college, and

adult education limited English proficient students. It is also for

English as a foreign language students planning to live/work/function i}
in an English-speaking environment, and for the many native speakers

of English who need help mastering a variety of basic writing skills.

The format of the book also makes Practical English Writing Skills

suitable for independent study: for students who want to improve their

writing skills on their own without a formal language program.

This book covers all kinds of writing, from taking phone messages to
writing term papers, and it provides the following for each type of
writing: S

1. A Rationale for doing ‘this type of writing;

2. a list of the Materials Needed;

3. the Skills Involved;

4. Important Vocabulary;

5. an Example of the kind of writing to be practiced;

6. a step-by-step Procedure for doing the writing; and

7

. a Practice activity: a real-life task that involves the kind of writing
that’s been discussed.

In addition, most of the lessons include an evaluation process to
measure the success of the written practice.

Practical English Writing Skills is meant to be used as it best suits the
user. Therefore, you can start at page one and follow through to the
end; start in the middle and work backward and forward at will; or
even start with the last chapter, if that's the one you need
immediately. No matter where you begin, you will-find that Practical
English Writing Skills is not only a guide but also an easy reference
book, much the same as your dictionary is. You can turn to this book
anytime for information about whatever type of writing you need to
do. The book was written with your rieeds in mind. Enjoy.
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CHAPTER 1
Leaving a Note

There are many times we want to leave a note for someone. For
example, if you're leaving home when everyone else is sleeping and
you won't be back at your usual time, you might want to leave a note
so no one will worry about you. If you want to remind someone to do
you a favor or to call you later or to remember to meet you at a
certain time, you can leave that person a note.

» Rationale
At times, it is more considerate to leave a note for someone than to
disturb that person; for example, you could leave someone a note if
you want that person to remember

> that you have an appointment together, or
> that you won't be home for dinner, or «
> to pick up your clothes at the dry cleaners. A

If you leave your message in writing, there’s less chance the person
will forget it—especially if that person is half asleep or busy with
something else and not listening carefully. Ariother good time to leave
a note is when you have a message for someone who isn't at home or
isn't available to talk to you. When you leave a note, you can be sure
that you have let the person know your message.

Materials Needed

paper, pen or pencil

» Skills Involved :
‘ organizing thoughts; giving specific information; using correct spelling,
punctuation, capitalization, and abbreviations

2 + Practical English Writing Skills
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» Important Vocabulary

considerate thoughtful

disturb bother

do someone a favor help someone
note a short letter

organizing thoughts arranging information in a clear, logical order.
A note that says Meet me at 3 PM. Pick up my clothes at the dry
cleaners. I'll be in front of the post office is not as clear as Meet me at
3 PM. in front of the post office. Please pick up my clothes at the dry
cleaners first.

pick up get

remind tell someone to remember

specific information facts and details; at 3 PM. in front of the post
office is specific information

weaving a Note 3



[} Procedure
1. Use a piece of paper that is large enough to be seen.

2. Organize your thoughts and then write down your message.

3. Be sure your handwriting—including your signature—is easy to
read, especially if there are times, addresses, or directions involved.

4. Put your note where it will be seen by the person you want to

read it. If the note is for a family member, you might want to tape it
to the refrigerator or on the bathroom mirror or next to the telephone.

5. Read your note again. Be sure your message is clear.

Y-8 £ 1>

D Practice

Now it’s your turn. ,
TASK: to leave a note for someone

SITUATION: You leave the house before your brother is awake. You

want him to pick you up at your friend’s house at 6 PM. Think about

what he needs to know, and write a note to leave for him. Be sure to
give him specific information.

Y i
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Did you rémember to give your brother this information:

> your friend's name | .

> your friend’s address and telephone number ,
> directions to your friend’s house if he isn’t familiar with the street?

If you forgot any of this important information, you may still be
waiting to be picked up!

‘4 PeZetical Priglish Writing Skills



CHAPTER 2

Whiting a Note

Most people don't realize how important notes are in our daily lives.
Every day thousands of people write notes to thousands of others who
read them, or try to. Sometimes note writers are in such a hurry that
they forget to write so that others can understand their handwriting or
their message. However, notes are just about the easiest thing to learn
to’ write.

Rationale

Most of us write many, many notes in a lifetime. If you're in school
now, for example, you might write a note to explain to your teacher
why you didn’t do a certain homework assignment if you're too
nervous to just speak to the teacher. You might want to be excused
from school early one day, and if you're eighteen or older you can
write your own note explaining why. Another type of note might even
be a short letter of apology to someone you're too shy to face in
person, such as a friend you've been rude to. If you have children,
you may want to make an appointment to see your child’s teacher, or
you may need to write an “excuse” for your child’s absence or a note
requesting that your child be excused from some activity on a
particular day.

Materials Needed

unlined stationery, envelope, pen

Skills Involved
organizing thoughts; giving specific information; using correct spelling,
punctuation, capitalization, and abbreviations

Writing a Note- 5
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Important Vocabulary
absence being away from someplace; for example, being away from
school

apology saying you're sorry

closing a word or phrase used to end a letter. The ~clbsing is found
just above the writer’s signature and is always followed by a comma.

copy something that is exactly like something else; for example, if
you want to have proof that you have written a certain note, you
should make a copy of it to keep for yourself

excuse reason given for something; for example, many schools want
a written excuse when a student returns from an absence

indented form a format for writing letters in which the first line of
each paragraph is placed farther in from the margin than the
salutation

margin the space that is left empty on the top, bottom, and sides of
a page containing a note or other writing

modified block form a format for writihg letters in which the
margins are the same from the first line to the end. Nothing is
indented. A blank space is left between paragraphs.

note a short letter

salutation the greeting in a letter, usually beginning with Dear
followed by a person’s name

Examples
A. Indented Form right margin

top margin

salutation

. /
left margin

N\
\
\

\

Gamuarug, (1 19—
4@@& M. Yoreia., |

Plrai sremar /aﬂaug/zﬁfu
Oennie Batlow /aI/45PM

/to—d_a,qj, Mo _Pave an

&MWMZPM

Mmﬁo@/%ut W

closing

J&mwﬂbu,

bettom margin
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B. Modified Block Form

top margin
o&W %MCO; Wm 77" salutation
Sim w021y <) war dosndes
N s¥3 7 %/ﬁv W% A S
W”’V? , tﬂ right margin
WW%@ it Ll
call me later
’ WM closing
|
; ) bottorﬁ margin

: 3
left margin

E} Procedure

1. Use a piece of unlined stationery. If your stationery is the fold-over
kind, write on the inside. ' _

write here

2. Leave a margin on all four sides of the stationery.

3. Write the date in the upper right-hand corner.

QWZ/?——-

4. Leave some space below the date. Then, starting at the left-hand
margin, write Dear and the name of the person you're writing to. This
is called the salutation. 1t is the greeting at the beginning of any note

Writing a Note* 7



. or letter. The first letter of the first word and the names of any people
in the salutation should be capitalized. Put a comma after the
salutation.

Gume 3 /9-

-5. Below the salutation, begin your message. You can use modified
block form or you can indent the first line.

Qe 9/%

ear Tha. Fang;
rm aovvey o didtnit gove Yot
”"”/’WWWM Y
MWWW WWW

OWV AL Al (172£30L00 4E
all iy ) Al wwrril Lo
grve e @ vty pagpey; bul
o promiae ) wont do- ey
WWWWW
V77

6. Under the message, on the right, end your note with a word or
phrase that shows respect and how you feel. Sincerely is a good word
to use because it says that you really mean what you say. This word
or phrase is called the closing. The first word of the closing should be
capitalized. Put a comma after the closing.

7. Sign your name below the
closing. When you write to a /J .

teacher, it's a good idea to use MMZ@{
Gilormena Lanarg

your complete name.
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The finished note should look something like this:

9¢m47,/?—

Oearn Tha. %mz%'

8. Put the note in an envelope and write the person’s name in the
middle of the envelope.

De. %’W

[} Praétice

Now it's your turn.

TASK: to write a note to someone

R ,~~-Wtiting-;arNﬂtei-:g



SITUATION: You want to leave school early tomorrow because you
have to go take your driver’s test. Write a note to the school principal,
asking to be excused. Remember the form:

Remember to write carefully so the other person can read your
~ handwriting easily. After you finish writing, read your note again to
make sure you haven't made any mistakes.

10 - Practical English Writing Skills
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CHAPTER 3

Writing a Thank-You Note

We write thank-you notes for many reasons at different times in our
lives. For example, you have just had a surprise birthday party. Guests
brought gifts to your party, and out-of-town relatives sent gifts by mail.
You thank people at the party, but you also .want to write each one a
note afterwards, naming the particular gift he or she gave you. Writing
a thank-you note shows you appreciate the time, effort, and money
spent by someone who brought or sent you a present. Of course, you
could make phone calls or buy thank-you notes that say it already;
but since someone thought enough of you to make or buy a gift for
vou, you want to show the same thoughtfulness.

Another time you might write a thank-you note is when someone has
done something special for you. You want to show your appreciation,
so you write a note thanking the person for being so kind.

Another occasion for writing thank-you notes might be when someone
close to you has died. Friends visit you to help you in your time of
sorrow. Later, you send notes thanking them for caring.

Rationale

Someone has taken the time, energy, and money to buy or make a
gift for you or to show you in some nice way that you are special. To
express your appreciation, you take the time and energy to thank the
person with a short note, especially if (1) you received the person’s gift
by mail, (2) you received many gifts at the same time and you want to
let the giver know you are aware of and appreciate his or her
particular gift, or (3) the note is in response to a kindness or special

favor..

Materials Needed

unlined stationery, matching envelope, postage stamp, pen, dictionary

Writing a Thank-You Note- 1 1
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to check spelling, correct name and complete address of gift giver,
information about kind of gift received

/

Skills Involved

writing simple sentenceé: using correct punctuation, spelling, and
capitalization; expressing thanks; showing gratitude by mentioning
specific gift given and something special about it

Important Vocabulary
closing a word or phrase used to end a letter. The closing is found
just above the writer’s signature and is always followed by a comma.

come in handy be useful
grateful thankful, appreciative

indented form a format for writing letters in which the first line of
each paragraph is placed farther in from the margin than the
salutation

margin the space that is left empty on the top, bottom, and sides of
a page containing a note or other writing

matching envelope an envelope that is the right size and color for
the stationery you are using

modified block form a format for writing letters in which the
margins are the same from the first line to the end. Nothing is
indented. A blank space is left between paragraphs.

note a short letter

return address the name and address of the person sending a note
or letter

salutation the greeting in a letter, usually beginning with Dear
followed by a person’s name

Examples
A. Modified Block Form

top margin

salutation

left margin

+

closing

bottormn margin

o

right Imargin
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