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Foreword

Vision and purpose

As a teacher of English, I am often asked to proofread English-language materials of a
communicative nature, such as messages, letters, or notices. In recent years, however, with
the implementation of the country’s policy of reform and opening to the outside world,
many people can now realize their dreams to further their studies abroad and to work in
multi-national corporations or joint ventures. Hence, these materials take the form of writings
for the purpose of academic and job applications. In tertiary education, undergraduate students
are required to write their graduation thesis abstracts in English; graduate students often
have to write up and publish their research in English. Students’ needs and their growing
enthusiasm for English writing motivated me to offer an English writing course in 2001 to
graduate and undergraduate students alike at Zhejiang University, Hangzhou, and the course
has since then been very well received. Meanwhile, this teaching experience and my long-
cherished personal interest in English writing — both theoretical and pedagogical —
emboldened me to start compiling this “Practical English Writing” coursebook.

“Practical English Writing” consists of three major parts. The first part is an introductory
unit dealing with features of good writing and the writing process. This unit is awareness-
raising in nature, aiming to sensitize learners with preliminaries for becoming a good writer.
The second part focuses on practical writing. Topics like the composing of messages and
letters for applications are dealt with. The final part is concerned with academic paper
writing. Using an experimental research report as a journal paper prototype, this part treats
five typical sections of a paper (abstract, introduction, method, results, and discussion) in
five separate units. Given students’ diverse academic background, I have attempted to
represent as many different fields of study as possible in the examples contained in the
“Readings” in each unit. Care has been taken to choose these models on the basis of general
interest level and accessibility, so learners should not be intimidated if they encounter
specialist terminology.

Instruction of relevant writing skills is given in the"‘Language Focus” part of each
unit. There are additional grammar and mechanics exercises in the book and on the attached
CD-ROM. The principal objective of a writing course is to enable learners to express
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themselves accurately and appropriately in writing in a given context, so the training of

writing skills should be targeted at developing learners’ holistic capacity to express

themselves in a clear, concise and appropriate manner.

Aundience

“Practical English Writing” is designed for intermediate learners of English with a:
vocabulary of about 3,000 words. The target audience is both undergraduate and graduate
students in universities. The book can be used both as a coursebook and a handbook, so it is
also useful to those who have a need for writing in English in their jobs or profession.

Unit structure

Each unit is constructed upon a clear learning format.

1.
2.
3.

Starter Activities: Prepares learners by arousing their interest in learning the unit.
Readings: Provides real-life samples of written English for communication.
Language Focus: Describes and discusses basic writing skills and the use of language
involved in the given topic.

. Writing Tasks: Provides communicative tasks for after-class writing practice.
. Checklist: Summarizes the key learning points dealt with in the unit.
. Vocabulary and Structure Support: Summarizes useful vocabulary and structures

for writing a given type of text, and provides assistance for learners’ writing practice.

Features

® With insights from recent research findings in applied linguistics such as the “‘genre

analysis” approach proposed by Swales (1990), the book lays particular emphasis
on the macro-structure of text types and the rationale the writer adopts in making
linguistic choices for a communicative purpose. In the treatment of learners’ writing
practice, the book pays attention to both the process and the product of writing.
The book contains many activities which aim to raise the learners’ awareness in
writing clearly and appropriately. In other words, learners are expected not only to
know how to compose a certain text type but also to understand why a given text is
composed the way it is.

There are a variety of classroom activities and after-class exercises. Writing tasks
are designed to reflect what learners may realistically be expected to write in English
in their studies and in their future work.
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® Due attention has been paid to the practice of basic writing skills and the cultivation
of learner autonomy. Grammar and mechanics exercises contained in the book and
on the CD-ROM are designed for that purpose.

® The book can be used both as a coursebook and as a reference or handbook.

To the student

Learning to write involves more than the skill of writing. In a classroom setting, you
are often required to think, reflect, listen, read and speak when composing. This integrated
use of skills enhances second language acquisition, and helps to create a condition for
accurate written expression. Learners are strongly advised to participate actively in all
classroom activities and to perform after-class assignments in earnest. Learning will take
place most effectively if you work actively. The CD-ROM that comes with the book contains
Basic Grammar exercises, and Advanced Grammar / Mechanics exercises. Learners are

advised to do these exercises on their own, and they will certainly benefit from this practice.

To the teacher

“Practical English Writing” can be used as a main textbook for both undergraduate
and graduate students. I use the practical writing part for a one-semester writing course for
undergraduate students, and the research paper writing part for graduate students. (A semester-
long course is assumed to be a 2-credit course, which meets two hours per week and lasts
about 15 — 16 weeks.) You should be flexible, though, in choosing what to cover in the
course according to the learner’s needs as well as your own preferences.

The CD-ROM that comes with the book contains the PowerPoint lecture slides, in

addition to an autonomous learning pack consisting of grammar and mechanics exercises.

Acknowledgements
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of all the manuscripts. Li Degao and Zeng Rong were involved in the design of the computer
courseware. Dr Pauline K L Lee from the City University of Hong Kong proofread all the
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process, as well as the motivation and inspiration to bring this book into being.
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Unit1 Features of Good Writing
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Features of Good
Writing

The pen is mightier than the sword.
(€nglish proverb)

KXHHMIEE: BRORATE. EHARNZRFRZ—, BEiEERH
ZRAE, BATFE DENMTRENTRE. BIEAMULE—FARRRIFER, BhE
BRBAIHR RN, B OmEE D, Bk, 2251k, #H5EST
HERRDENCANEREXREE, SEE— M2 ABELGED, ¥I5E, &
T SeRHES — R SR A IR U R AR B A BRI, XA R IR
RN EE, RERMOSIERIRBARI,

1.1 Characteristics of Good Writing

1. Make a list of things you use English writing for and compare your list with a
partners.

Personal

Professional

2. The following quotations are what some people say about writing. Discuss the
questions below with a partner with reference to these quotations.



