TR A B R SR

RS VR LR

e h[H N BCOK 5 Y R L



EEERETREHM
AR EFKERI|BRE

<

i

SHETOE R FH R
(ABB/ % =)

ﬁ

EETEEEETF SRR ERBEHEARS S
% RS BEA
% % B +F X F F A

¥ R BERiL B =

HEEF R OR

FEARXFHRR
c bFE .



EHEREKE (CIP) ##E

Broek 3B SRR, RS/ BB, BERER . 3 . —bat: FEARXZERREE, 2012.5
BRI A TR RIIBE
ISBN 978-7-300-15858-7

I OFf- I @ @k I OFESEFNE-#E QUIUE-BF-wRE-#5 V. OH315

B A< B A CIP #dla By (2012) 58106320 5

X FHFH AR B

MHAMRAEEE LT H A2

MREXBSFHE (BB E=K)
IETREREELHRARBEENRLS

¥ & B BER

W OE B PR HFEHB W OSEL B oz THE B R
Yanijiusheng Yingyu Xieyi Jiaocheng (Jichu Ji/Di-san Ban)

HARZAT HEARKZHEM

# i JEEPRCRXE3 S HBE{4E3 100080
B iE 01062511242 (E4E) 010 —62511398 ( JRAFHH)

010 — 82501766 ( HEIGER) 010 — 62514148 ([Jii#)

010 — 62515195 ( &fr/Awl) 010 — 62515275 (¥RASR)
[} it hitp://www. crup. com. cn

http : //www. ttrnet. com ( A KBHFH )
2 W WeHE
B Rl xR FEIRAREERAE R R 200446 A 1R
M ¥ 185mm x260mm 16 FF& 2012 4£ 6 A% 3 IR
M % 2525 B ¥ 2012426 A% 1 KEIRI
= ¥ 589 000 3 fr 48.007C

IR MARSLEL Ep3R a4 I



“RARERBRIIBE" RES

EWGN: N
KM EKRFE
LR PR RFE
BB

e SRR
thR RS
B R RE
H AR
BHERE

BN KRE

AR K
WHA¥E
HRKF
AL R

N FEEERERER

=R RRSE
[N e 2
REGHRARE

JER R R

R KE

REERF
FRELPFBR
TERBERE

e ER VBB S A: B

FEHPEDE

[if-EaRt b
B EEB

MRE TR
IHARMERE
BAkE TR
Je Rt AR B
R T R
(EL LIRS
LR K E
VIV RN
RS sE KA
BHRKRE

x REBUWEKF

=R W
mEMERS

FHRF

HRERE R

EWIGE R
HHEEHAH KE
HERERIRE

TR

B T

T EF SR BB ST B



B
R
JERH A
PR B R
BHET k%
il

LR R EET

BN
RS T K

LR KRR

el R
FE AR
AR RS
eyl FvNe
L IGE R
ZEMERE
B TR
P ERE R

B AbEBERE

e Tl k%
BRI R
ROl K

iy
AZE
A
&k
AR
FERUEE
E Fi
FE
ER®
X B
FRIFK
FHEE
BirB
it
BRE1AE
T #®
RER
% &
HRBAT
JEEARAN
REEE

EE i EvNe
IR KAF

T EEHEKRF

P B 3C3E K
BRfFRIRERYE
FERFE
FTEARAZKE
AR EGIER¥
ZEIHIE R
[ifaped
PR

B AR

L TRIRE:

R RIE K

H LB TR i e
B AR R
HPRREE
Aol K
BETIRRE
LR ZGE R
LR R



“HHMRAEREELRINHAE X (FREXEFFHE (A F=ZR)) BF
BARKFEBRE, LETHERTFLAMRALEHFHA RS APLEALGERE
RERSE, RBERZH (FEEELARLEAZEBRFERR (KI7)) AREFERHR
AREERFUEGRES, HEABBERURZLERHTMLES, ROEARZRGHHE
Foiifl, XHEFEHEFARRTTENEF; RAFTAGRERFALE, XAERYT
LRNEBERNE, ZEHREELSHFRRL, 2, T, E. K. hFSFHERES
ey ER AR AR

BRSO S AR : K% B4 (Paragraph Writing) , 2 X E4E (Essay Writ-
ing) . £ B4 (Practical Writing) F47 % 4% (Punctuations),

BEREANXE, AnABEREFOEIRS, SIETARETREG IR
ik BEXEASE, EERETXZWMAE, BEWTRERRAEM (hF) X
FHREETF; FRABHHSELRRATAERIAPE ARG BAS EfHT,
Gitld, T, £5F. A%, PFEE. MA. BE. BiE. S AR EFRL
APHE; FAFFTHESNBTAHFTRAGREFTHHREA XK,

W4 aisERt. RIFEFFEZRY,

BB AF R EG I, BFNAAPEFNERE,; EFXRINLTH
BT EERAGIIFTE, H4stEF e s, Ik fofld £iEe9854
TELHM, RELEFLSELSNHTRFRIBLFELHAGFME, FAHIETRF
ENFPF AT,

“HBATRAEERINER X (FREAREEFHE (AMB/EZR)) &%
RS % RN, EATFTEHECRITTHATRG%T, RFEALARANE TR
BliZ ¥ B HIT,

RFHEEGRE, #FEENHFPREZILRZIHE,

m &
2012 4£4 A



O Contents >

Progressive Writing S5

Part One Paragraph Writing

Chapter One The Paragraph 2
I . Introduction 2
Il . The Topic Sentence 5
. The Concluding Sentence 12
IV. Unity 14
V. Coherence 19
Chapter Two Means of Paragraph Development 31
Logical Order of a Paragraph 31
Development by Examples 34
. Development by Time Order 37
. Development by Process 40
. Development by Spatial Order 43
. Development by Cause and Effect 46
. Development by Classification 50
. Development by Comparison and Contrast 55
. Development by Combination of Methods 60

REasS<=2E=—~

Part Two Essay Writing

Chapter Three The Composition Writing Process 63
I . Introduciion 63
II. Prewriting 64
. Planning (Outlining) 67
IV. Writing and Revising 69
Chapter Four Types of Essay Writing 73
I . Expository Essay 73



\ Progressive Writing and Translation

- IRERESFRIE (BML / F=/K)

II. Comparison and Contrast 86
Il. Description 94

IV. Argument 99

V. Abstract 112

Part Three Practical Writing

Chapter Five Notes and Notices 119
I . Notes and Messages 119
II. Notices (Announcements ) 121
Chapter Six Business Writing 125
I . Memorandums 125
Il. Business Letters 129
Chapter Seven Applications 190
I . Resumes 140
II. Cover Letters 142
Chapter Eight Miscellaneous 148
. Summaries 148
. Stating Acknowledgements 155
. Advertisements 158
. Contracts 162
. Medical Instructions and Directions 168

< =2HR -

Part Four Punctuations

Chapter Nine The Function of Punctuations 170
I . Exclamation Mark 172
II. Comma 174

Semicolon 187

Colon 194

Brackets 197

Parenthesis 198

Dash 200

. Quotation Marks 202

. Ellipsis Mark 205

SEs=<=s



Progressive Translation # %%
F—#s FiEEIS
= BEMEE 208
g% #WFEHENL 208
=% EWiEairg 209
$ =¥ BFEHIE 210

FIEBSy HIFN

EOE OHBENMETS 214
- FiFEx - 214
F=F ¥k 216
=% #i&Ex 226
Fwy Ak 238
FEY AEMERE 251
5% Sk 265
%X ERER 273

FEANY AFAEE 285
Y EAHBRE 29
EEE OKHMERE 307
F—F XiEKGHEMEF 307
Bo% EEMSMEIE 316
BHNE BEEERNESSEE 332
%% MHEEEFELHAFELEE 332
% MmEEH R EIEHE 339
BHE [MXBRGES 345

F=#4sy E=E

BAE EFEENTEEFEAIANRE 353
F—% RAERMIE, MELXAEL 353
B EERBLEBEXNERF 357
S=% MERLF@OMEL 60
BEE FROERAETS 365
L 8



Progressive Writing and Translation

T, FRERASERE (UM% B=H)

F—F E&EER 365
FoW eaFEx 367
F=% #Ha&FX 30
FOy MpiFEExR 372
#FEYW AbseiEEk 377
BT magkk 379
By #HA5%FKR 381
ENY ERER 383

FENE  EICEFREGS 386






Part One Paragraph Writing

Chapter One The Paragraph

[ . Introduction )

A paragraph is a basic unit of organization in writing, in which a group of 3
related sentences develops one main idea. A paragraph can be as short as one
sentence or as long as ten or more sentences. No matter how long a paragraph

is, it should develop the main idea clearly and completely.

o~

A paragraph may stand by itself. In academic writing, a paragraph is often
used to answer a test question or to serve as the summary of an article. A para-
¢ graph may also be one part of a longer piece of writing such as an essay or a
chapter of a book. You will first learn how to write good paragraphs, and then

you will learn how to combine and expand paragraphs into essays.

1. Pretest

The following model contains all the elements of a good paragraph. Read it carefully rwo or
three times, and try to answer the questions that follow at the end of the paragraph.

Gold, a precious metal, is prized for two important characteristics. First of all, gold
has a lustrous beauty that is resistant to corrosion. Therefore, it is suitable for jewelry,
coins, and ornamental purposes. Gold never needs to be polished and will remain beau-
tiful forever. For example, a Macedonian coin remains as untarnished today as the day it
was minted twenty-three centuries ago. Another important characteristic of gold is its
usefulness to industry and science. For many years, it has been used in hundreds of
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industrial applications. The most recent use of gold is in astronauts’ suits. Astronauts
wear gold-plated heat shields for protection outside spaceships. In conclusion, gold is

treasured not only for its beauty but also for its utility.
( Source: Alice Oshima and Ann Hogue. Writing Academic English. p. 17)

(1) What is the function of the first sentence?

(2) What is the function of the last sentence?

(3) What is the function of the sentences between the first and the last sentences?
(4) What is the function of the italicized parts in the paragraph?

(5) How many main ideas are expressed in the paragraph?
2. Three Parts of a Paragraph

A paragraph has three major structural parts: a topic sentence, supporting sentences,

and a concluding sentence.

The topic sentence states the main idea of the paragraph. It not only names the topic

of the paragraph, but also limits the topic to one or two areas that can be discussed completely
in the space of a single paragraph. The specific area is called the controlling idea. For example,

in the topic sentence of the model “Gold, a precious metal, is prized for two important char-

acteristics,” the topic is “gold” and the controlling idea is “two important characteristics.”

Supporting sentences develop the topic sentence. They explain the topic sentence by

giving reasons, examples, facts, statistics, and quotations. Some of the supporting sentences

that explain the topic sentence about gold are:

First of all, gold has a lustrous beauty that is resistant to corrosion.

For example, a Macedonian coin remains as untarnished today as the day it was minted
twenty-three centuries ago.

Another important characteristic of gold is its usefulness to industry and science.

The most recent use of gold is in astronauts’ suits.

The concluding sentence signals the end of the paragraph and leaves the reader with

important points to remember:

In conclusion, gold is treasured not only for its beauty but also for its utilicy.
3. Unity and Coherence

In addition to the three structural parts of a paragraph, a good paragraph should also

have the elements of unity and coherence.

e
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Unity means that you discuss only one main idea in a paragraph. The main idea is stated
in the topic sentence, and then each supporting sentence develops that idea. For example, in
the model, the topic sentence announces that two important characteristics of gold are going
to be discussed, and therefore, any other ideas, such as the price of gold or gold mining are
not discussed in the paragraph.

Coherence means that your paragraph is easy to read and understand because your sup-
porting sentences are in logical order and your ideas are connected by the use of appropriate
transition signals. For example, in the paragraph about gold, there are two supporting ideas:
gold is beautiful, and gold is useful. These supporting ideas are discussed one after the other,
and an example is given for each. This is one kind of logical order. Furthermore, the relation-
ship between the ideas is clearly shown by using appropriate transition words and phrases such
as first of all, for example, another important characreristic, and in conclusion.

In summary, a well-written paragraph contains five elements: a topic sentence, supporting

sentences, a concluding sentence, unity, and coherence.

o EXERCISES )

1. Read the following paragraph and answer questions.

Synonyms, words that have the same basic meaning, do not always have the same emo-
tional meaning. For example, the words stingy and frugal both mean “careful with money.”
However, to call a person stingy is an insult, while the word frugal has a much more positive
connotation. Similarly, a person wants to be slender but not skinny, and aggressive but not
pushy. Therefore, you should be careful in choosing words because many so-called synonyms
are not really synonymous at all.

(1) What is the function of the first sentence?

(2) What is the function of the last sentence?

(3) What is the function of the sentences between the first and the last sentences?

(4) What is the function of the italicized parts in the paragraph?

(5) How many main ideas are expressed in the paragraph?

2. Rearrange the following sentences in their logical order to form a complete paragraph.
A. They did this with simulations of listening typewriters that recognized either a limited
vocabulary or an unlimited vocabulary.
B. Isolated word speech with large vocabularies may provide the basis for a useful listen-
ing typewriter.

C. The aim of our experiments was to determine if an imperfect listening typewriter
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would be useful for composing letters.
D. Results indicated that some versions, even upon first using them, were at least as
good as traditional methods of handwriting and dictating.

E. Participants dictated letters, either in isolated words or in consecutive word speech.

Il. The Topic Sentence )

1. Pretest

Read the following sentences and tell which can be used as a topic sentence.
(1) The environmental protection is necessary.
(2) Smoking is harmful to smokers’ health.
(3) For example, water changes into vapor by heating.
(4) The irrigation project is to be completed in three years.
(5) Beijing is different from Shanghai in two aspects.
(6) A kind of pure protein was isolated at the end of the experiment.
(7) I am going to make a speech on science and technology.
(8) High blood pressure may lead to heart attack.
(9) Driving on freeways requires skill and alertness.

2. Three Important Points

Every good paragraph has a topic sentence, which clearly states the topic and the con-
trolling idea of the paragraph. It is usually ( but not always) the first sentence in the para-
graph. A topic sentence is the most important sentence in a paragraph. It briefly indicates
what the paragraph is going to discuss. For this reason, the topic sentence is a helpful guide
to both the writer and the reader. The writer can see what information to include and what

to exclude. The reader can see what the paragraph is going to be about and is, therefore,

better prepared to understand it.

There are three important points to remember about a topic sentence.

2-1 A topic sentence is a complete sentence.

It contains a subject, a verb, and usually, a complement. The following are not complete
sentences.
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Driving on freeways.
The importance of communication.

How to register for college classes.

2-2 A topic sentence contains both a fopic and a controlling idea.

It names the topic and then limits the topic to a specific area to be discussed in the space
of a single paragraph. The following examples show how a topic sentence states both the topic
and the controlling idea in a complete sentence:

Driving on freeways requires skill and alertness.

Gold, a precious metal, is prized for two important characteristics.

Registering for college classes can be a frustrating experience for new students.

2-3 A topic sentence is the most general statement in the paragraph.

It gives only the main idea. It does not give any specific details.

The following is an example of a general statement that could serve as a topic sentence:

The Arabic origin of many English words is not always obvious.

The following sentence, on the other hand, is too specific:

It is warmer in Guangzhou than in Beijing because Guangzhou is in the south while
Beijing is in the north.

Sentences such as the following are too general:

English is a difficult language to learn.
3. Position of Topic Sentences

The topic sentence is usually the first sentence in a paragraph, so that the reader can see
what the paragraph is going to be about and is better prepared to understand it.

It is not possible for television news to be completely objective. For one thing,
some judgment is required even to determine what the facts are. Reporters who are not
eyewitnesses must draw conclusions from eyewitness accounts about what happened.
Moreover, deciding what is newsworthy requires judgment. The limits of time make it
necessary to select only what is most important to viewers. That selection process is
inevitably affected by the preferences and biases of editors and producers. Furthermore,
television lends itself better to action scenes than to “talking heads,” so we are more
likely to see a demonstrator who gets violent than the orderly problem-solving discus-

sion of a group of experts.
(Source: ¥3| BB NS . Whriting Skills for Career Success- p-31)
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The topic sentence may also be the last sentence of the paragraph, which also serves as a

concluding sentence. For example:

By the year 2009, a vaccine against the common cold will have been developed. By
the same year, the first human will have been successfully cloned. By the year 2014, par-
ents will be able to create designer children. Genetic therapy will be able to manipulate
genes for abilities, intelligence, and hair, eye, and skin color. By 2020, most diseases
will be able to be diagnosed and treated at home, and by 2030, cancer and heart disease
will have been wiped out. These are just a few examples of medical miracles that are

expected in the next few decades.
(Source: Alice Oshima and Ann Hogue. Writing Academic English. p. 21)

Sometimes, the topic sentence is not stated explicitly but is implied. In the following
paragraph, all the details contribute to one theme—what the room looks like. Though with-
out a topic sentence, the paragraph is unified.

The room is located on the third floor of the South Building. One third of its total
floor space is taken up by a double bed. Facing it, in the corner behind the door, stands
a cupboard loaded with pots, bowls, dishes, bottles, and bags of rice and flour. A desk
completely fills the gap between the bed and the wall with the window. Behind the desk
is a chair, the only one in the room; and it almost touches the boxes and trunks piled

against the wall on the opposite side.
(Source: ¥%3| BT Hil% . A Handbook of Writing. p. 83)

o EXERCISES )

Recognize the topic sentence in each of the following paragraphs and arrange the sentences in
their logical order.

Paragraph 1

A. It enables customers to do several banking transactions twenty-four hours a day.

B. In addition, a customer can transfer funds between accounts or get a cash advance on
a credit card.

C. An automated teller machine (ATM) is a convenient miniature bank.

D. For example, a customer can use an ATM to deposit money and withdraw a limited

amount of cash.

e
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