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To the Teacher
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If the teachers can understand the nature of teaching,
they will adopt appropriate and effective teaching strategies.
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Name Unit Theme Lesson
1 Visiting Cards
Unit 1 Cards
2 Greetings Cards
1 A Brief Introduction to Letters
Unit 2 Letters 2 The Basic Structure of Letters
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1 Diaries
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1 Summaries
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2 Book Reports
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Teaching Writing
BEAZEN
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BUMR 5| T4 B 5L Features of good writing HIHER, TS BEENRRSEEK.

1. SEMBR

1) To learn the motor skills of handwriting, to develop neatness, clarity and speed.

2)To learn spelling and punctuation, etc.

3) To reinforce vocabulary and structures already mastered orally.

4)To keep a written record of what has been learnt and achieved.

5)To enable students to pass exams that demand writing skills.

6)To enable students to write good articles expressing then feelings or points of view.

7) To enable students to communicate with others through writing notes and letters.

8)To help students to improve their listening comprehension by taking notes and writing summaries.

9)To prepare students to make oral presentation by writing down their speech outline or even the whole

script.

2. B{ER AL

DA BB £ FT 53 29 = KB BR : pre-writing, writing Fil post-writing, FE&—FF¥ 1, R LA T 24 H A5 3
P

(1) W% R (2) B F B

(3)HAEH (4) RIS B

(5) 71 Hi$RH (6)BEXE

(1) RLES (8) i iA )

(9)BHE (10) EBf kG S B ERMFER KNS

3. X EMRR

WA — R SCE R IR AT DURSE LUF L5 AT

(1)For content, ideas should be developed and organized clearly and convincingly, and ideas and informa-

tion in sentences should be linked in a coherent fashion.

(2) For language, a well-written text includes spelling accurately, getting the grammar right, punctuating
meaningfully, having a range of vocabulary and an appropriate choice of words, and using a wide range of sen-
tence structure.

(3)Layout, like spacing, indention, handwriting should comply with convention.

4. SiETEMENX i

(1) BB A
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BMEE, MR A SENXEMACE, TARR T BB B #/E L.
3) BN AR R /ARESES AN B EAINFEN, TR T 5BRERXKKEREN,
BbAh R IR A LRI M R L B R AR S
4 EBES RN E B EENMER, B LR, MRPAR, SER RS IELZR R,
5) FEBAE PR N F B AR SIMNEBEMAR R, REHE 5/MEAL S ST AR LRI #
2) B5EIEEXN SR
1) Pre-writing
BRTER¥A i AERAIR S EERSCE#HITHE
A. Developing a sense of purpose and a sense of audience
BEARWEEBWANR EEHENACRR, BEMRESERNERERR, B, 45
YERT R AR S YRR B B FIXT R, MRIE A s U A B EERIRE S o
B. Generating ideas
FAELERT ACHREEINSEEAXNITARER, AR EAE YERDUE,
— ARG LN R S 5 RIS B S ITEME R, IR R TR R R
— 5| FEAEH F H RGBS TERR L.
C. Organizing ideas
¥R BfE B TR 3, i A IR B
D. Developing an outline
RIES R, 5 — KRR NER, B ESER.
2) Writing a rough draft
S REICE M FTR AN ZRE R

3) Post-writing

— Revising your draft using the checklist

A LB BN R SR SR BT SR A B R AT
— Editing your paragraph

4 o] R — R CEMHE H5 A L REEETB Y
— Writing your final copy

SRR A C AR



Further Reading
3R

1. The Writing Process Model

20 42 70 4ERET, B IE S BERR P EA T - HHWER— AR EEIEER, XX
BRTHE—BSEEMRBER, R T X L BREX S BRI HE LR, 4R T8 ZiE 5 BIEBR
AT B, K58 1B B BEBT R W E KNS fE LR (product) ¥ 15 5 /E 3 72 (process ) o XA
K, R R, fEE AR A M B4 (critical thinking ) # 17 Z B M, EHE T B SEREARE
B, A, BER—AE 2% (complex) | R (recursive) #Iid 72, (H LR — B 1 #E 47 B LE T2, (X
ST AT RER R BEE AR,

BN EEIBERXFBECEIES FHEREM, Bl T 20 e 70 £RLOKE BT ¥ 5N
MBS ¥R RRMR, SEEMEXIIER T (discourse analysis) 2L SIMEBFEM KR PR
A XiEE TR ERIE LA R LA AR % 3 0 H M A ZE B 3% (English for academic purpose, Bl EAP) %5 4%,
HWE B EEERRTA T —EHEWE, YT SESBERE 70 FRATRRMY R, EXLBFH
B_EEEEHFED, EAUTEA:
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RS, TARN T MAT BB AR .. ZEEERRAEAN, ZINRABER-MRBIIZHIE,
AuTfE—mimist. RERFAME 1, B BTN EEKFREBRAR.

C. BEHEANEQFE MR ALEETHIRNBELES , i AN EEA T 5 BRE R XK IERS
B N R 2 AR LA M B e S B R RE S .

D. G BEUNEE N AREBBSRIF B R, EREZEEE, WEERNXMR. £HEIES, R
BARNBERM SR EERRENACKR, BEMIBSEXZRBR, FlM, 5RBEFERHEHKR
HRTFA, EERABHITHRAALR BREBSRIFENRI RS R EHIF, KX RETBRE LT
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BB T H SR LA F .
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EFHFTERAR

( Adapted from Zuo Huanqi’ s{ /MEZ F B ¥ )2001,12)

2. Features of Process Writing

@ Focus on the process of writing that leads to the final written product;

@ Help student writers to understand their own composing process;
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Further Reading

@ Help students to build repertoires of strategies for prewriting, drafting, and rewriting;
@ Give students time to write and rewrite;
@ Place central importance on the process of revision;

@ Let students discover what they want to say as they write;

@ Give students feedback throughout the composing process (not just on the final product) to consider as
they attempt to bring their expression closer and closer to intention;

@ Encourage feedback both from the instructor and peers;

@ Include individual conferences between teacher and student during the process of composition.

3. The writing process

1) Pre-writing

A. Pre-writing is a very important stage of the whole writing process. Activities at this stage may include
deciding on the purpose, the audience, the contents, and the general outline. So when we set a topic to our
students we should make sure that they know the purpose of this piece of writing and for whom they are writing
it. In other words, students must have a sense of purpose and a sense of audience.

B. Generating ideas '

One of the strategies you need to employ before writing on any topic is to gather information or ideas about
the topic. Information can be gathered through activities like questions and answers, group discussion, or brain-
storming. These activities also give our students the chance to practise oral English in a communicative way. For
some topics we could even bring some sample reading materials for the students to read before talking about their
own ideas. A well organized writing class could integrate all four skills of English in a coherent and integrated
way. First ideas need to be gathered and just simply noted down. At a later stage they need to be arranged ac-
cording to their importance, or grouped according to sub-topics, but our first job is just to collect all
possible ideas.

C. Organizing ideas

After the ideas have been generated, the students should decide which ones they want to keep and if there
are any that they feel are not relevant, which can be eliminated. We could then design some tasks to organize the
ideas according to the sequences, categories or sub-topics of the generated ideas.

2 ) Drafting

When students find a focus in their writing and have a clear purpose in their mind, it’s time for them to
make the first draft. But writing the first draft is often interrupted as the writer stops to read over and review it,
to get an idea how the text is developing, to revise plan, to bring in new ideas, and to rearrange ideas already
expressed. There is a good deal of recycling in the process from planning to drafting, reviewing, replanning, re-
vising, etc. Good writers tend to concentrate on getting the content right first and leave the details like correcting
spelling, punctuation, and grammar until later.

3) Revising checklist

After the first draft, one way for the students to benefit from the drafting and revising process is to help them
to develop their own revising checklist. That is to develop a set of questions to focus their attention and a proce-
dure to guide them in the process. The questions should pinpoint the weaknesses of their writing and focus on the
flaws likely to appear in their drafis. These questions should direct the students attention to the sort of problems
that frequently occur in their drafts.

4) Editing

Editing is the most important activity of the post-writing stage and its purposes are to check for accuracy,
provide feedback to a piece of writing for further improvement, and make the final version. In writing classes,

students can practise correcting their own work, doing pairwork editing, or writing in a group.
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Approaching the Topic X —#R3R ) B AR 1A BN 154 A FESRH R, PR o7 76 K 2 /Y i

ERME U P B A TR BOE & Mo IRIRI R K, AR R b2 AR AR IRAT T, e AR 45T
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REAHBRNER.,
2. IWITIEE R,
SEER:
1) ¥ YES =3¢ NO #8047, ib 2 A A7 “ B/ B X MBS o

2 ) Suppose you are receiving a guest as a receptionist, what do you usually do?

(V' )Greet the guest.

(V' ) Ask the name of the guest.

() Get to know his personal information from his card. (AJ¥E,iF2FAERZ H X MEE.)
(V/ )Listen to him patiently.

(V) Help him to contact the person he is looking for.

() Try to keep silent.

(V) Give some explanations to the guest.

(V' )Serve the guest some drinks while he/she is waiting.

(V' ) Chat with the guest while he/she is waiting.

(V' ) Give the guest some magazines or newspapers to read.

Some other actions: ] {f[A]2E4: AR AR EAH , B4k LA T i 3.

3) What is the function of a visiting card?

() Promoting social status.

(V') Providing personal information briefly and clearly.

() Being fashionable.

(V) Supplying a convenient way for the holder to exchange personal information with others.

Other functions: [FJAERIIf][A]22A4 BB R, R KA , sL4k L2 LI FiE D,

4) What should be put in a visiting card?

(V' ) The name of the holder.
(V' ) Profession and title.

(V' ) Company and its address.
(V) Mail address.

(V) Telephone number.

(V' ) E-mail address.



Other information: fax number, mobile phone number...
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~ 2)If you are going to study abroad, which card is most useful to you? (The second one. )
And in which ways you may get in touch with the person you are looking for?
You may get in touch with him/her by

A. writing a letter.
B. making a telephone call.

C. sending a fax.

D. sending an e-mail.
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