


REAERM, AREHEHZRALE
EPT, HBEHEHRALE '

Practical English Writing Skills and Training

 EBREES AR5

A ER
ERE BEZ BRERE 5
Ei S S

R E - ERAR R




KB XESEHRTTHINE
FTIRE LR
AR BHEZ HERB R
ARk W
»
ST R AR AL R
OB hmmil MERAD 100866)
Mk 4 e b B9 R BR
THBELRRATERG

787x1092Z& % 327 & 8.875B % 200F %
19904 7 A JLiB 1R 199042 7 AW LB IRAH
) ﬂ‘ﬂt: 1'6,000

ISBN 7-5043-0646-0/G+219
24, 4,207



LY -tz
Hl =1

_ TEE JUE R SME S 2 B, B, Wi R By m e 4G B

AR BMRE, WS EREOISHL2 T M K 5K
5y, XBRTAEER M WIBHOER, HlmE R RTORE
EPTRITOEFLY, XEHENERABRE, EXEEOLRKS
R e A 0 L S S R, FRE, 7ER R H MR A2
W, AREREEREERSBEEROBH, Wi, LHK
F3 10 3R A AR 1 VI 4%

B IVERREARBBEEHEOLR, RIT%H S K
“TREFBAETE NG — B, R BT KRB,
GFRAH S RN S ST, B, M5B AR
WFE, BHRESMETEL. SR, Wik, AXEE. B
AREXRXEHRTOAN, 2B NART, SRTEI
ARG E, MEBARTEAREELA SIBXE
B SPXHER B, A MEEEGE. ABRME
BEER, T ARIERE G AR RN, AR RSSO
MBEH wAEIREAREESHERE. BERASCR
PRI & 4G T EME R, BT HRNS%EM,

APEHEIR, XREETLLEIERNBAHEEE
BWEHRE T L EBORN, MELASRAT ERBROT
FLME ERFRE OB,

HTFRPHR, SR ERES, JOOEEHTRIE.

BE ;
19904 3 B |



Contents

Chapter One Punctuation r+esrersesssrssscessenssenns
I Punctuating compound sentencessereeerseceene
I Punctuating series c-eseeserersssenneccriernenccciane
X Punctuating introductory clauses and

phrases weeresessaneeces teviestsasintiisssetarsasrannsses
V Punctuating parenthetical elements ==+
V Punctuating with the apostrophe seerecessceere
WM Punctuating direct quotations"-""'--"--"----4

Chapter Two Sentence Writing reeesreressensoneeees
1 Sentence-writing practice = veraaees cresaeseene
I Dimensions and properties wsresersessesseaneenes

_ l Impe rsOnal StatementS“"""'"'“' evevessentsactanne

NV Definitions serereeessresresenes crteesssrsersnsanneas cevenas

V Making correct and clear sentencesssresese==

Chapter Three Topic Sentences"'"--"°‘-°-----';-

I Topic sentene at the beginning -wweeo+ese* sereses

I Topic sentence in the middlesserremsensersenneees

I Topic sentence at the end soreessesesesssnensensss

I Topic sentence impliedstsssssesrseesesmasesasseanee
Y Topic sentence both at the beginning

and at the end erereosreceorarseticiscsocsssincinnne

Chapter Four Transitions ceessseessesressssessaceces

I FunctiOns of transitions""""'..'.."'...........'

56
67
67



v

I Categories of transitiongeseeeresrseeereosmoreannnns v
I Different kinds of transitions--sseeeeesesreses 75
Chupter Five Paragraph Writing «-eeeemeeeeeeerens 88
I What_ i_S,a paragraph? ...... L RCAILEITR TR PR 88
I Constituent parts of a p;ragréph --------------- 90
I Principles in building a paragraph «ereseee 92
Chapter Six Description s eeesmmeraeriiriianienion 103
I Describing a PrOCESS  wtserarateesaseatinisetiatians 103
I Describing a place .................................... 122
Chapter Seven Letter Writingeeerserreesaoranienins + 134
I The form of a lettep-reccecerereresreasrosrsrenareens 134
I Addre_ssing an envelope .............................. 141
I The language for letter writing:--ee-eesereeee 142
N Models sorrererrtaseeonanerannmriniuniieiseseiunsiieens 143
Chapter Eight  Essay Writingrreorereerere sesseenes 154
I Three main constituent parts of an essay'-- 154
I Most useful patterns of essay writing® - 173
Chapter Nine Summary Writing seoceeeersrecenencens 181
I Some techniques for writing a summary";'-- 181

I Models and exercises for paragraph-
SUMMATies sterreesnressreseseisienieiessenisieansens 189
E Models and exercises for passage

Summaries ............ SLLRLLELERIEE R EERRTETIRY s=seese 189

o 1
Notes in Chinese and key to exercises:tereeseeeeerer 223

'



Chapter One ' Punctuation

- Here is a passage. Does it make sense to you?
® Caesar, entered on his head, his helmet
on his feet, armed sandals on his brow,
a cloud in his right hand, his faithful
sword in his eye, there was an angry
glare saying nothing. He sat down.
What is wrong with it? It is only a matter of
punctuation.Change the punctuation and it will make
sense.
* Caesar entered, on his head his helmet,
on his feet armed sandals, on his brow
. a cloud, in his right hand his faithful
sword, in his eye there was an angry
glare. Saying nothing, he sat down.
This is just an example to show the importance
of punctuation. When it is wrong, a sentence fails
to make sense. We shall have two more ‘exa'mples.
In an article in the Miami Herald once appeared
this sentence, } )
» When the burglar was arrested; he had
several Mercedes, 'a .yacht - and'§ 250 000
in' cash stashed under hi§ mattress N
From the Frederitk, Md: Post,  once carried: thé



sentence;,

e A.L.is the son of Mrs. R. W. and a high
school graduate.

Just because of the absence of a comma at the
appropriate places in both sentences, they sound
funny. So punctuation is no small matter. It is as
important to writing as stresses and pauses are to
speech.

You must have noticed by mnow, that English
punctuation marks are not exactly the same as
Chinese ones, though in many ways they are similar.
Such marks as the “,” , the “.” , and the "« »°
are nonexistent in English., At the end of a
declarative sentence, the English use the full stop,
not the small circle. The members of a series in
English are marked off by commas not the “. 7 as
in Chinese. In Chinese, we use the “« »” to enclose
titles of all sorts, but in English, quotation marks
are used to enclose the titles of short stories,poems,
films, TV shows, paintings, songs, essays, chapters
of books, but not for book titles.Titles of books,
magazines, and newspapers: are ian italics. Since
we do not have italics on our typewriters, when we
type we underline them.

We are not going to take up the punctuation
marks one by oune. With many years of English study
behind. us, this would be superfluous. We shall only
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taks up some points whxch may prove confusmg or
vexing.
.~ T Punctuating compound sentences
. 'How should compound sentences be puné‘t\uated?
The clauses of compound sentences can be ‘separated
by commas, semicolons,colons,or are not punctuated
at all. Here are some helpful examples;
1. A camma is used in a compound sentence in
which the clauses are joined by a conjunction.
e He bought a red evening dress, and he
gave it to his wife for her birthday.
e Does the play require a realistic ap~
proach, or should it be staged as fantasy?
Two predicates with a common subject constitute
a simple sentence, not a compound one,so no comma
is needed before the conjunction.
- @ He bought a red evening dress and gave
it to his wife.
2. Use a semicolon between independent
clauses. '
1)when they are not joined by the coordinating
conjunctions such ass “as” , “and” , “but” ,
“for” , “or™, “nmor” ., .
¢ Smoking is dangerous in the woods; it
. may result in a forest fire.
‘e Ask for directions at tlhe gate; a guide
is stationed there to help you.



2)when they are joined by such connectives as; .
“for example” , “for instance” , " nmever—

:theless” , “otherwise” , “that is” ,“besides”,
“therefore” , “accordingly” .,  “however” ,
*also” , “consequently” , “hence” , “still” ,
“instead” , and “thus” . The section after
the semicolon expresses ideas which carry a
stage further the thought in the preceding
section. ’

e I waited for him; moreover,I saved him
a seat. '

e FElectronics is changing the habits of
many people; for example, television
viewing is becoming popular throughout
the world. ' -

e Nobody expected the injured football
players to return to the game; however,
the coach sent them in during the final
quarter.

3)when there are commas within the clauses,
that is,when the clauses are internally punc—
tuated by commas:

¢ The travel agency, the first one to open
in our city, offered special tours at
reduced rates to any city within the
province,and some cities in neighbouring

provinces to newlyweds , and groups



organized by peasants associations and
workers unions; and within three weeks
over 1,000 people ‘bought tickets.

3  Use a semicolon or a colon between inde=
pendent ‘clauses when the second clause expla~
ins or restates the idea in the first.

*+ FExposure to the sun will not cause these
drapes to fade .they are made of a
color=fast syﬁt—hetic material.

4. When a compound sentence is very short, a
comma before the conjunction is not essen—
tial: "~ -~ -
¢ The thunder roared and the lightning

flashed.

Exercise 1

Punctuate the f‘bllowing compound sentences.

@You can lead a horse to water but you can’t
make it drink. ' |

®Hot air rises but cold air sinks.

- ®Lawrence has worked after school and on
Saturda‘yé and he has bought a car with his
savings. :

'@They rang the doorbell nobody answered.

®My English instructor had me revise my

composition twice first ‘to correct -the spelling

5‘.



. second to improve the sentence structure.

®Tension rose during the meeting nevertheless
most of the council members remamed calm.

@Take with you all the necessary 1tems leave all
others behind. » ‘

®At 2:30 p. m. the fire alarm Souynded we rushed
out of the building. - o

®Agriculture is changing because of the new
system for centre point irrigation water is
supplied from a central well by a novel rotating
machine. &

@ They decided not to take a vacation this year
nor did they plan for many long weekend trips.

I Punctuating series
In the past it was regarded as wrong to place &
comma before “and” in a series, but nowadays it is
generally regarded advisable to place a comma Bgfore
the conjunction in all series constructions. because
the missing comma before .the conjunction in a ‘spries
will sometimes confuse the reader. L
-  Mr Bruce ordered grapefrult. coffee with
sugar and ham and eggs.
e The Restaurant served four varlatxons of
sandwiches: corned beef, peanut butter,
-salami and egg and bacon..



Here are some rules which can be of help to us;

1. Place a comma after each item in a series
except the last omne.

¢ They sent books for the son, records for
the daughter, and a set of dishes for
the parents. V

2. If all of the items in a series are connected
by “and” or “or” . do not use commas.

¢ They telephoned Ruth and Alice and Jane.

¢ We could leave on Wednesday or Thursday
or even Friday of next week.

3. Words customarily used in pairs, such as “ham
and eggs” . “bread and butter” “cup and saucer’ ,
“knife and fork” ., “ice cream and soda” . and “pen
and ink” are set off as one item in a series.

e For a late supper we had roast beef, rolls
and butter, asparagus, and ice cream and
cake.

4. Do not use a comma before the final adjective
in a series if the adjective is thought of as part of
the noun.

e It was a hot, humid. bright August day.

e She is a sweet. charming, obedient young

- girl. 3 ' ‘

6. Short independent clauses in a series may be
separatéd by commas. ' '

o We worked, we swam, we read, we slept,

1



~and we saw .the summer passisby too
quickly. . e '
6. Use a colon before a series qf appositives, or
a series of any kind introduced by such words as “the
followmg or “as follows”
¢ They locked the cabin and carried in our
furniture: a couch, four chaigs;’ a table,
and two beds
¢+ We made appomtments with the followmg
»peop,le._g_bj,a,the admissions officer, the dean
for men, and the dormitory supervisor.
7. Use a semicolon between items jin a series if
the items contain internal commas. e
L. Three men were selected to the board of
. dlrectors t Arthur Crape,. an insurence
.8 lumber. t_n}ll; and Fred Blankenship.
the manager of a department store chain.
5

Exercise. 2.. 4

Write, out these sentences, adding commas where
they are. needed ' o

@The states you must visit include New York

_ Massachusetts Colorado 3nd California. ¢

®Mrs Evans asked the waitress for coffee  toast
~and ham and eggs. .



@Our ship shuddered as the waves battered it the

rain beat on 1ts deck .and - the wind -tore. jts
sails.

@A man reveals hxs character by h1s actmns by

the things he says and by the people he associ-
v,ates_ with,.A ) «
®In everyone's opini.ole, sﬁe was a very sweet
-generous and. thoughtful girl. o
®The package contained three gifts;a watch a
' huntmg knife and a compass. AT C
(@OWe had two choices the first was to plant a
vegetable garden the second to plant a fruit
i orchard. , ~
®To cook clams dip them in beaten egg roll them

in flour and fry them in deep fat for three
minutes.

‘ I Punctuating introductory clauses and “phrases

1. Place a comma after an introductory adver—
Ablal clause. L . : -
] After he wrote the poem. he seat it to
the magazine.
2. Place a comma after an introductory parti—
ciple or participial phrases.
¢ Waiting, he listeaed carefully. - =
® Jumping across the river, he graﬂbbedA for
the rope.



3. Place a comma after an introductory preposi-
tional phrase if it is long and complicated.No comma
is needed after a short introductory prepositional
phrase.

¢ During the first half of the movie we
saw last week,I found it hard to become
interested in the plot.

e For her birthday she received a byke.

4. Place a comma after any other introductory
<lause or phrase if it contaffis two or more adjectives,
if it is transitional, if there is a chance of misread—
ing the sentence. or if it is an appositive.

® Tired and dirty, they returned to the
camp. ' ‘

e On the other hand, it may be wise to
wait.

o TFor only two, two pounds of steak is too
much.

o A famous opera singer; the visiting

 speaker told of his experiences working
at La Scala Opera House.

Exercise 3

_ Sl g . &)

Write out these sentences, adding commas where

o _ 2
necessary.

(DA Nobel Prize winner the mathematician was

10



offered a post at the university.

®Feeling a chill go down my spine [ reached for
the fIashlighhvt.

®When we first met Stephen was a college
student, ,

®Ever since the invention of printing man’s edu-
cat.ionval level has steadily risen.

®On the ship he felt seasick.

®Running I caught up with them strolling ahead

" down the road.

(®Because the water comes from artesian wells it

is very pure.

®In order to provide for the physical fitness of
their students Switzerland’s schools place much
emphasis on physical education and calisthenics
courses. . |

®la the early days of the automobile industry
cars were expensive because so few of them were
produced.

®Possessing unusual mechanical ability Claude is
active in the construction business building roads
docks and bridges. B o

@Expecting an explosion at I ary reinent e
plunged toward the airfield.



