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Preface

Written communication skills are central to learning. Whether in academic career, in the
workplace, or in personal life, they offer a powerful advantage in a world in which people must
constantly learn new information. To become confident and effective writers, learners need to
learn how to write for various purposes and audiences, try different approaches and reconsider
what they have written through revision and editing.

Practical English Writing centers on the English writing techniques and communication skills
that the co-writers of this book have acquired through years of English teaching. The instructions
involved in this book are the result of five years of teaching non-English major university students,
and are based on the ever-revised class teaching experiences and proved to be beneficial to the
teaching of English writing.

- This textbook, like a handbook, provides some practical guidance on how to improve
learners’ written English, which helps learners manage the written tasks in everyday life and
communicate easily with the outer world. The book is designed in four parts — The essential
guide to English writing, Composing essays, Writing for practical purposes and Academic
writing — fifteen chapters in all, to suit the learner’s individual need. In explaining the basic
principles of English writing, the authors’ intent has been to offer learners explicit guide to an
efficient and well-organized English writing.

To accomplish the purposes, basic writing principles and skills are introduced in early
chapters and reinforced throughout the book. Meanwhile, some live and useful format and samples
are selected to accompany some exercises and the suggested answers, presenting the
encouragement to write on the learner’s own. The authors strongly believe that Practical English
Writing also promotes and fosters readers’ qualities such as insight, imagination, motivation and
self-discipline — useful not only in school and university, but also in the wide English

application.
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(Foreword to Learners of English Writing

The purpose of writing

People write for many reasons and to achieve many goals. Some write for themselves (in
diaries, and memos), some write for thousands ( magazine, newspaper, speech, and novel
writers) . Undoubtedly, it is a specific way of communication and comprehension. People write to
inform, to support, to judge and to persuade others to do, or think about a subject in a different
way. In all cases, people have to write clearly and effectively in order to express exactly their
inner minds, their deep feelings or their careful thoughts, even their insight into and the
observation on the outer world.

Introduction to standard English writing

When it comes to a good English writing, or rather, a standard English writing, first of all,
the learners are supposed to answer the following open question: Is there a standard English?
Many people would argue that there is not a “standard” English. Take American English and
British English as an example. People can hardly tell which of them is not standard, let alone
Australian English, Singapore English and many other varicties of English. Then, is there a
“standard” English writing? Suppose the answer to this question is “YES” (because anyone who
writes should obey the rules of English writing, such as the spelling, grammar, and the sentence
structure) , then, who is the judge to identify the standard and what is the measure to achieve it?

©® Rationale To ensure that the writing is understood and well-received, writers need a
working knowledge of language as well as grammatical structures, diction and usage,
punctuation, spelling, layout, and presentation. This knowledge is also invaluable for discussing,
- revising, and editing written communication in any form.

® Reader’s view It is widely accepted that the purpose of writing is to exchange ideas and
thoughts, even the arguments with the targeted audience. In this sense, when writing, reader’s
view has become the first concern of the writer. Generally speaking, readers feel pleasant and
comfortable when the written work has the following features, or when it is:

— clear on both the intended thesis and the controlling ideas;

> ¥y 1
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— concise of the language and structures ;

— comprehensible to the reader; and

— recognizable, which mainly refers to the clear handwriting.
In short, a well-written work is always a benefit to readers.

Requirement of standard English

In all cases, however, the criterion of a “standard” English writing varies definitely from that
of writing “standard” English. The former concerns about the audience’s response, while the
latter depends on the writer’s ability to use the correct spelling, punctuation and grammar that help
communicate easily. Besides, writers are expected to meet the following demands in their writing ;

— some well-thought-out, critical questions on the essay ;

— a clear introduction of the writing on the reader;

— a clear, coherent and logical writing style;

— a range of supporting evidence; and

— a conclusion.

Basic principles of English writing

Apart from the intellectual abilities of the writer, such as the ability to criticize, conceptual
skills, the abilities to initiate and select organizational materials, and the skills in using correct
grammar and proper vocabulary, writers should take the following into account;

— be aware of the writing assignment or situation and start by playing with ideas;

— focus ideas and be’ specific;

— select details that fit the focus and keep it clear;

— write an ending; and

— rethink, reorganize, rewrite.

To sum up, the writing ability, among many other language skills, is well acquired through
targeted teaching and everyday practice.

Tell me, F will forget;
Show. me, I may remember; %
% Involve me, J will understand. %

?@@w&ww@@ywww&@@@wy&

@@@N@@@@@@@@@@@@@@@&j
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THE ESSENTIAL GUIDE TO ENGLISH WRITING

Intfroduction =—

The objective of writing is to express the writer's idea concisely and clearly to readers so
that the communication is achieved as quickly and accurately as possible. To this end, two
elements are fundamental in writing: language and content, i.e. good language and clear ideas.

These two elements together can generate good writing. However, if we have nothing worth
writing, even the best writing skills cannot help. Similarly, if we have good ideas but cannot
express them well in writing, the reader will not benefit. A good writing should not be a guessing
game for the reader, or an exercise in error correction,

PART ONE of this textbook introduces the basic elements of a good English writing,
including basic skills of English writing and the writing process, .such as the use of punctuation,.
word choice, and effective sentence structure, as well as some necessary training on the
targeted techniques.




Chapter One
@aue @nnaplaoﬂcﬁnyluh Writing

1.1 Basic skills of English writing

1.1.1 A pre-test

Before we begin discussing the principles of English writing, learners are expected to be
aware that some ideas about writing are not true. Please read the following statements carefully
and tell if they are True or False:

a. You need to be inspired to write.

. You have to have a “real gift” for writing.

. If you write a good first sentence, then all the other sentences will follow in order.

You should try to impress your readers with your large vocabulary.

b
c
d. All you do is to follow a step-by-step procedure that includes making an outline.
e.
( All the above statements are false or partly true. )

1.1.2 Basic principles of writing

Prior to writing, there are usually some questions the writer will confront. For example,
some assignments will seem either too general or too narrow. Consequently, learners will have to
figure out what to do, and how to do. In either case, remind yourself of the following steps:

(D Think about the writing assignment or the situation;

@ Get started by playing with ideas;

) Be specific;

@ Focus your ideas;

(® Select details that fit the focus;

® Keep the focus clear;

(@ Connect related parts;

Write an ending ;

(@ Rethink, reorganize, rewrite.

4 <«
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Chapter One Basic Principles of English Writing

1.2 Spoken English vs. written English

Spoken English refers to the English spoken in our ordinary everyday life. Written English
signifies a formal kind of English that is commonly used in academic and scientific books.
Whether to tell a story or write it down, we need at least to take five elements into consideration ;
the content, the structure, the context, the audience/readers and the feedback. That is to say,
whether to speak well or to write well, we need to have good and well-organized ideas and present
them in the right context. In addition, we ought to know about the audience, their interests and
their needs. As to writing, we have to arrange it in a logical way for the target readers and make
efforts to identify it with their needs so as to involve their identification likewise.

Though both spoken and written English are communication activities sharing many common
characteristics in content, structure, context, audience/readers, feedback, etc. , it is evident that
they differ from each other in many aspects. These differences fall into two categories: the choice

of words, and the way these words are put together to form sentences.

Ex. 1 ~2 Rewrite the following sentences in spoken English.
1. At the counter, we inquired about the arrival time of the aircraft.
He eradicated all the imperfections in his notes.
She contemplated his utterance.
Paul was terminated form his employment.
Personnel are requested to extinguish illumination before departure form these permises.
Unfortunately, we are not in a position to offer assistance to you.
Our university is in close proximity to an amusement park.

Terry is of the opinion that everything will be going on smoothly.
1.3 Punctuation

Punctuation refers to the use of standard marks and signs in writing to divide a piece of
writing into sentences, and phrases so as to clarify the meaning. As a device to help us read and
understand a piece of writing, correct punctuation mark is an efficient assistant to both the
completeness of language and the accuracy of contents.

The principal punctuation marks and their names are as follows:

@ Period: [ . ];

@ Comma: [, };

>>»: 5
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6)
@
®
®
@
©)
©
1)
@
G
©
®

Hyphen: [ - ];
Apostrophe;: [ ’ 1;
Semicolon; [ ; ];

Colon; [ : ];

Question mark; [ ? ];
Quotation mark; [ “ ” ] ;
Exclamation mark : [ ! ];
Dash: [—];

Brackets: [ ( ), [ ], < >, {1} ];
Ellipsis; [ ... ].
asterisk; [ # ]

pound: [#]

at; [@ ]

The use of punctuation marks in English shares great similarities with that in Chinese.
However, there are still some differences. For example:

1)

Period in English: [ . ]; in Chinese: [ ]

Ellipsis in English: [... ]; in Chinese; [ ----- ]

There is no [ .] in English. We use [, ] to separate the words, clauses, and even
sentences; while in Chinese, [ .]is adopted instead.

In Chinese, [{ )] is employed to quote the title of books, papers, magazines, etc.
However, in English, quotation mark [ “ ” ]is preferable to modify the title of passages
and songs, while the title of books or other longer works, when printed, is usually
italicized.

The dash in English is made up of two hyphens [ — ], leaving no space before,
between, or after them.

Period ;

A period is used

a)

b)

to end a statement, a mild command, or an indirect question.
Mary is a lovely girl.

Please pass me the salt.

I am wondering what is going on.

to indicate an abbreviation.

Mr. Smith; U. S. A.

A period is not used in abbreviations of names or organizations and government agencies

6 <<«
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(such as NBC). When the abbreviation comes at the end of a sentence, one period is adequate
while in the middle of a sentence, an abbreviation often has a period followed by a comma (. , ).
2) Comma:
Comma is used between two complete sentences, joined by and, but, or, for, nor, so, yet,
etc. It is applied
a) To separate items in a series of list, but it is normally not used between the last two items ;
There are many fruits on the table apples, pears, graces and pineapples.
b) Before and, but, or, nor, for, yet and so when the word joins two coordinate clauses:
I have to come back earlier, for it is my mother’s birthday.
¢) To mark off sentences or clauses where a pause is needed in reading:
Jones, come with me.
d) To separate adjectives which describe the same noun:
a tall, dark, handsome young man
e) To mark off participial phrases, when a pause is required in reading ;
Tom is lying in the bed, reading a novel.
f) To set off short words and phrases, such as yes, no, well, oh, nevertheless, after all, at
long last, all in all, etc.
Yes, I am a sophomore in Beijing Institute of Technology.
g) With too when it means also:
Nice to meet you, too.
h) To separate words that might confuse the reader if they were read together:
Before, the party cheered us up.
Before the party cheered us up,. . .
CCO(‘CC‘CC(“C(‘(‘(‘C‘C(‘C‘OOCC(‘C‘(‘C‘CC‘(‘C‘CCCC‘C‘C‘C(‘C‘CCC‘C(‘("CC‘(‘CCC(“C‘C‘C‘?OC‘("C(‘C(‘(‘C(‘(‘C(.‘
Tips
No comma before® that” , nor when a word or phrase gives necessary information:
The box that was on the shell has disappeared.
Their daughter Susan just graduated from high school.
Sometimes, pairs of commas [ , ,] are used:
a) To set off parenthetical words or phrases like however, therefore ; of course, for
instance , etc.
The book, however, is worth it though it is very expensive.
b) To set off an appositive:
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Jane , my sister, is a nurse.
¢) To set off non-restrictive clauses:

Tom, who lives next-door, hasn’t arrived yet.

3) Hyphen:
A hyphen is used:
a) To make compound words .
well-dressed; bad-tempered
b) To spell out a number between twenty and one hundred
fifty-five
¢) To join the two parts of a word when it runs out of room at the end of a line.
4) Apostrophe:
An apostrophe [ ’]: ,
a) Indicates possession. The general rule is to add an apostrophe and “s” to the word
required ;
Mary’s father; Jack’s book.
b) Indicates the omission of letters:
can’t; it’s; aren’t
¢) Is used when the first two figures of the number of a year are left out:
An incident occurred in '82.
CEOORCCCCEEELOLCOCEOLCC00ROLCE000000COCOCEOOCOLDDOONCO0COAALOREO0
Note .
If there is already an “s” at the end of the word, do not add a second one, unless the
word is singular. wives’; ladies’.

5) Semicolon:

A semicolon is stronger than a comma and weaker than a period and it connects only equal
rank, too strong to be used often:

He had in his hand, a pistol; in his boot, a knife; in his belt, a sword; in his eyes, a gleam

of hatred.

It is usually used:

a) Between independent clauses not joined by coordinating conjunctions (and, but, or, nor,

so, yet, etc. ) :

8 <1<



