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Introduction

OBJECTIVES

Effective Writing aims to help students of American English improve their writing
skills in a wide variety of texts. The various problem-solving activities inciuded are
designed to help students discover what a well-written text is and how it is different
from a series of poorly connected sentences. Once students become aware of the
differences, they then have the opportumtv to practice skills that are needed in order
to write effectively. -

This book concentrates on the skills that are specific to the writing of English. There
are other aspects of language, such as vocabulary and grammar, that are common to
all uses of language. These aspects are important to writing, of course, burt they are
not specific to writing. Although the activities in this book wili provide students with
practice in vocabulary and grammar, this is not the main objective.

LEVEL AND PROGRESSION

Effective Writing is for intermediate and high intermediate students of American
English. The book is intended for adult learners of all kinds, not specifically for one
kind of learner. Thus, business students studying English can gain as much from the
book as students in a college setting or those in an adult education or job-training
program. In short, the skills practiced throughout the book are useful for all kinds of
writing. -,

Effective Wntzng 1sa smk;?’book In uthcr words, just as the book does not teach
all there is to know about writing, the marerial does not require students to work
from the beginning of the book to the end doing all the exercises along the way.
Rather, the book provides students and their teachers with material that can be
exploited to suir their particular needs. For example, if punctuation is a particularly
weak point for a group of learners, they can work through all the exercises on
punctuation without doing the other exercises in the various chapters.

Most units can be completed in 5—7 hours of class time; the first three units will
probably take less time than the later units. However, many of the activities can be
assigned as homework and then checked in class, which cuts down on actual class
time substantiaily.
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STUDENTS’ PROBLEMS IN WRITING

Here are some of the reasons that a student’s writing may be ineffective or difficult to
understand, along with the exercises that deal with that particular problem. (For a tull
description of these exercises, see the section *“Types of Exercises” on page 4.)

a) The ideas may not be presented in an order that makes sense to a reader. See these

exercises: Organizing Ideas and Selecting and Ordering Information.

The relation between the ideas mav not be clear because of the absence, or

inappropriate use, of linking words and phrases, such as because, for example,

first, on the other hand. See Relaungdgdeas: Linking Words and Phrases.

cj The writer’s attitude to what he or sh&'is-writing may not be clear: Is the writer

describing, suggesting, or criticizing something? This problem is taken up in

Showing Attitude and also to some extent in Using Reporting Words.

The ideas may not be grouped together into distinct paragraphs, or the student

may begin practically every sentence on a new line. Again, the beginning of a

paragraph — or the beginning of a longer text — might not start the reader in the

right direction; similarly, a paragraph — or a longer text — may not end
appropriately. All of these problems are dealt with in Writing First and Last

Sentences, Writing First and Last Paragraphs, Writing l’aragraphs, and, to some

extent, in Comparing Texts.

A text may contain ideas that are not relevant to what the writer wants to express,

or the writer may find it difficult to think of enough 1deas. See Selecting and

Ordering Information and Adding Examples and Details.

f) The sentences may not have clear punctuation: There may be commas and periods
without any good reason, or there may be no punctuation where there should be.
This is treated mainly in the Punctuating exercises.

While it is useful to work on all these different aspects of writing in.distinct exercises,

it is also important that students practice combining the separate skiils in one

complete, cohesive, well-written text. Opportunities for this are tound in Writing

Text Based on Visual Information, Writing Text Based on a Conversation,

Comparing Texts, and Debating Issues. In addition, there are suggestions for further

writing activities in the Practicing Writing section at the end of each chaprer.

b

-

d

~——

i
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APPROACH

)

The approach is learning by doing. There are various reasons for this. First, students
generally find that doing something (being active) is more interesting than being told
about it (being passive). Second, if students come to understand something through
learning to use their own resources to solve problems, their understanding will be
more thorough, and they are more likely to retain what they have learned. Third, it is
only when students put something into practice that any incorrect or imperfect
learning is revealed, and it is revealed both to the students themselves and to the
teacher. Experience shows that learning by doing is interesting, efficient, and, most
important, successful.

Teachers should note that in some cases the stated purpose of an activity is notits
only purpose. For instance, the stated objective of the Organizing Ideas excercises 1s to
work out the original order of the sentences. However, in order to carry this out,
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students will have to concentrate on ways of joining sentences together into texts. In
this case, the process of discovering words and phrases that accomplish this is in facta
more important objective than the finished product, the organized text.

GROUP WORK

Group work plays a major role in this approach. The instructions for each exercise
generally suggest that the task, or ar least part of it, should be done by a number of
students working together in a group. This is because a group of learners will, among
them, usually have the knowledge and the skills needed to do the exercises. Group size
can range from two to six, but three or four is probably optimal.

An individual learner’s ability to organize ideas in writing is often independent of
his or her general language level. Some otherwise successful language learners may
have a poor sense of organization and vice versa. However, when several students
work in a group and pool their abilities, they will normally be able to contribute all
the elements necessary to produce clear writing. This pooling of abilities, and the
discussion that arises during the exercise, will gradually strengthen every individual’s
skills in writing (and, as a side benefit, in speaking) English.

Group work does not normally end with the students being given the right answer
by the teacher. The students can continue to argue their way to the right answer after
the small-group task is completed. For exampie, someone can write the various
suggested answers on the board, and the class can then discuss the differences (see
Organizing Ideas). A second way 1s to join each group with one or two others, and the
larger groups can discuss the different solutions represented by the smaller groups. A
third possibility is to split up the original groups and form others of the same size. The
teacher can simply give these instructions: “Get into new groups of three or four in a
way that no one else in your new group is from your old group.” The students then
regroup and compare solutions.

Of course, group work is not required tor students to benefit from using this book.
Teachers — and students — should feel free to be creative in the ways they approach the
exercises, whether individually, in pairs, in small groups, with a teacher or tutor, or as
a whole class. The possibilities are many. The book may even be used for self-study,
since the Teacher’s Manual contains an answer key to the exercises.

.

TEST PREPARATION

Effective Writing can be used to prepare students for standard writing examinations
administered by colleges, universities, state and local school boards, and the like. It
also provides valuable practice for the Test of Written English, as it includes many of
the essay types used in this test as well as other standard writing tests, such as writing
an essay based on a visual, comparing and contrasting, and stating an opinion.
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TYPES OF EXERCISES

1. Forma! and Informal Letters

[p¥]

Writing a Story

o

Réports

Articles

| =

instrucnions

o

Business Letters and Memos

Stating an Opinion |

8. Stating an Opinion [] 8.118.2|83 8.4 8.
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8.7 88(8.91(8.10
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TYPES OF EXERCISES

‘
Each chapter contains a difterent combination of exercises and activities, as can be
seen from the chart above. Descriptions of the different types of exercises follow'a
provide this information: \

WHAT: A description of what cach excrcise type consists of.

WHY: The reason for each exercise type within the overall objective of learning
write better.

HOW: General suggestions on how cach type of exercise can be approached in th.:
classroom. More specific and derailed suggestions for each exercise are included
within each chapter of the Teacher’s Manual.

WHICH: A list of all the exercises of each type that are to be found in the book.

ORGANIZING IDEAS

v ——

.
What  Thesentences of a text appear in random order. Students try to
————— recompose the text by deciding on the correct order of the sentences.
Certain words and phrases have been underlined to draw attention to the part they
play injoining the original text together. (Words and phrases thar join sentences into.
unified, or cohesive, texts are called here “cohesive ties.”)
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There are several different kinds of cohesive ties used in these exercises. A few
examples follow:
1) I worked for Union Pacific Railway. While at Union Pacific, | had experience in
computer programming. S o
The words Union Pacific are repeated in the second sentence, and refer back to the
same words in sentence 1. This repetition creates a tie, binding the two sentences
together in meaning.
2) Tworked for Union Pacific Railway. While there, [ had experience in computer
prograinming,. o
The word there in sentence 2 refers to the place mentioned in sentence 1, Union Pacific
Railway. This kind of reference, a substitute word, creates a tie between the meanings
of the two sentences.
3) 1 worked for Union Pacific Railway. It’s a very large company.
The word it in sentence 2 refers to the noun mentioned in sentence 1, Union Pacific
Railway. The pronoun replaces its noun, and its use creates a tie between the two
sentences.
4) My primary job was computer programming. Other duties included bookkeeping
and filing. T
Athough there is no repetition of a word from the previous sentence, there is use of a
vynonym; duties in sentence 2 has a clear connection to job in sentence |, and this
"ind of synonym reference creates a tie. Also, the word other in sentence 2 contrasts
with primary in sentence 1. _~
These excrcises require close reading on the part of students because of the need to
w attention to the underlined textual devices. The exercises give the students a good
neral idea of what makes a text different from a string of unconnected sentences. (A
xt 1s defined by Halliday and Hasan in Cohesion in English as “any passage, spoken
- written, of whatever length, that does form a unified whole.”)

'Vhy— As with many classroom activities, the objective stated in the instructions

— to find the right order of the sentences — is not the only purpose. In
iddition to providing an opportunity for group work and for class discussion, this
«ind ot exercise helps students to see for themselves the importance of ““cohesive ties™
in joining sentences together into unified wholes. (Of course, these terms need not be
used with students.) Moreover, by discussing the various possibilities of order for the
sentences and justifying their reasons, students will gradually find out exactly how
these cohesive ties operate. As pointed out earlier, students should be allowed to work
out the solution on their own, and the teacher should avoid short-circuiting the
discussion by too quickly telling students what the right answer is.

How  ©Oneway to do these exercises is to write or type the sentences, giving one
copy to each group. The copies should be cut into strips, so that each strip
has one sentence. This makes it easy for students to move the sentences around into
different arrangements. Working in small groups, the students should read the texts,
1ying close attention to the words and phrases underlined. Each group works out the
>st order through discussion. When the groups have reached a conclusion, their
uggested orders should be compared. The teacher, or one of the students, can
(without comment at this point) write the orders suggested by the various groups on
the board, producing columns that can then be compared, for example:
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Gowp 1 2 3 4 5
d d d d d

t f f f f

e b b e b

] e h ] e

j e ]

h h j h h

The teacher can mark the sequences that all thh.groups have in common and which
are in fact correct like this:

0 ¢
Lo g

The teacher can now ask the students to give their reasons for and against the
sequences where there are differences. If necessary, the teacher can point out what it is
in the text that gives the clue to the right order, which often means referring again to
the words underlined. On the whole, the students should argue their way to the
correct solution rather than simply be told what it is.

Group

&)
> ~CD E DI+
@D - TR

Which~ 1-1,2.1,3.1,4.1,5.1,6.1,7.1,and 8.1.

RELATING IDEAS: LINKING WORDS AND PHRASES

A linking word is defined for the purposes of this book as a word or phrase that shows

the logical relation between sentences or between clauses.

Structurally, there are three kinds of linking words and phrases used in these
exercises:

1) Transition words like however, well, besides, and for instance: They join two
sentences together in meaning. They are generally set off by commas, no matter
what position they are in, because, in a sense, they interrupt the structure of the
sentence. They can begin a sentence, end it, or appear after the subject.
Examples: [can’t go. However, my friends can.

[ can’t go. My friends can, however.
[ can’t go. My friends, however, can.
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2) Conjunctions joining two independent clauses, such as and, so, but, and or: They
show a connection in meaning between the two clauses. They are generally
preceded by a comma.

Examples: I wantto go, but I can’t.
This is the second invitation I received, and I can’t accept either of
them.

3) Subordinating conjunctions introducing a subordinate clause or phrase, such as
because, although: The subordinating conjunction itself is part of a dependent
clause and requires no commas to set it off; however, the dependent clause is
followed by a comma if it begins a sentence.

Examples: [ can’t go because I’'m working.
Because I'm working, I can’t go.

What In earlier exercises, the first few linking words and phrases in each passage
————— are underlined. Students are asked to talk about what these words mean,
how they link ideas, and how they are punctuated. For the rest of each passage, the
linking words have been removed, and students must supply a suitable word to fill the
blank, either by choosing from a given list or (in later exercises) thinking of a word
themselves.

Why  Students who are learning English often have difficulty using linking
4y words-and phrases to show relationships between sentences. Correct and
appropriate use of these words and phrases helps hold a piece of writing together and
gives readers clues to the writer’s meaning. By discussing why a certain word is
appropriate in a particular context, students become aware of how these words can be
used effectively and accurately. The discussion, or the process of arriving at the
correct answer, 1s what 1s important. Students need to realize that there are good and
bad reasons for their choices. Through doing exercises of this type, students learn to
apply these same skills to their own writing.

How  Workingin groups of two to four, students should first read the whole
—— text to understand the meaning, and then discuss the underlined words
and phrases in the first part of the text, answering the questions given in the
instructions. This part of the activity is very important, as it prepares students for the
rest of the exercise; it helps them establish criteria for the choices they will make.
Students should not skip this and go on to filling in the blanks.

Groups should then select the best word or phrase to fill the blanks in the rest of the
passage. The teacher : uhd give time for consensus to be reached in each group.
When each group has finished, the conclusions (and differences) can be discussed by
the whole class, using a procedure similar to the one described in Organizing Ideas,
“How."” Alternatively, each group can join with one or two other groups, and these
larger groups can compare their answers.

Which 1% 2.2,3.2.,4.2,6.2,7.2,and 8.2.



introduction

SHOWING ATTITUDE

An attitude word can be defined as a word or phrase that shows how the writer feels
about what he or she is writing. For example:
Obviously, if the scandal became public knowledge, some officials would have to
tesign, and personally, I don’t think that would be such a bad thing.
Here the words in bold type are attitude words.

What The attitude words have been removed from a text and students supply an
-————— appropriate word fo fill t_hefbfmlhk' by choosing from a given list.

Why  Words that show a writer’s feeling or attitude roward a subject are

i/ . especially important when a piece of writing expresses opinion, such as a
personal letter, an editorial, or an argumentative essay. Such words greatly strengthen
a piece of writing that intends to convince readers of something. Attitude words are
not always easy to use accurately and effectively, however, as meanings are sometimes
difficult to explain and differences may be subtle. For this reason, exercises such as
Showing Attitude are useful for students. Through practice and clarifying discussion,
students can gradually acquire a number of common attitude words that they can
eventually use in their own writing.

How The same approach can be used for this activity as was suggested for

Relating Ideas. Another way to follow up the small-group work is to put
the passage on an overhead transparency and have individuals write their choices in
the blanks. At the same time, the individual or one of his or her group members
should tell why they picked each word and whatattitude it shows. The class can then
agree or disagree with the choices, and changes can be made until a “correct” version
is accepted by all. The discussion generated by this activity is very important, since
often one uses attitude words by “*feel” rather than by logical explanation.

Wthh 1.3, 7.3, and 8.3.

USING REPORTING WORDS

What  Students learn to report direct speech. The earlier units focus on common

kinds of reporting words, such as said, told, and asked, and later units on
less common reporting words, like admitted, explained, and thought. In each exercise,
examples of several ways to report direct speech are given. Students are given practice
in using a variety of reporting words, and in later exercises are asked to choose the
best word to report a piece of direct speech. Often the best word also tells not just
what a person said, but how the person said it. It gives a clue to the speaker’s or
writer’s attitude. This kind of «xercise should encourage students to use these kinds of
words when reporting speech in their writing.

How Students can work in small groups discussing the examples of reported
— speech, then share their findings with the whole class. This step is vital
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preparation for the writing exercise that follows and should not be skipped. It is most
helpful if students first talk out the sentences they will write, even if they eventually
write them individually. In this way, there can be discussion of why a particular
alternative was chosen or why the sentence should be 1n a certain tense. Volunteers
can write their completed sentences on the board for whole-class discussion, or
students can give their sentences to the teacher for correction.

Which . 14:2.3,34,5.2,and 6.3.

e o

WRITING FIRST AND LAST SENTENCES/PARAGRAPHS

What Well-written paragraphs make a written text easier 1o understand. Fach
———— paragraph should usually have a first sentence that introduces or leads
into the rest of the paragraph, and a final sentence that summarizes the paragraph or
makes a final point or leads to the next paragraph. In an extended text (say, a report
or a letter), the first paragraph should get the reader interested m the topic and,
usually, should outline the main points; the last paragraph should leave the reader
with a sense of completion, often by referring back to the main subject or by placing
this subject in a broader context. ™ . '

There are vartous types of exercises:
a) choosing the best answer from alist;
b) making up a suitable answer to fill a blank; and
c) writing the rest of an incomplete text.

Why  Well-written paragraphs allow rapid and efficient reading of 2 text. It
Ll should be possible for a reader to skim through a long passage by reading
the first paragraph, then the first sentence of each successive paragraph, and the final
paragraph, and get an overall idea of what the text contains. The various exercises on
paragraphs are meant to show students how to write first and last sentences/
paragraphs that help readers easily understand the important points in a piece of
writing.

Note: Of course, there are more ways of organizing paragraphs and passages$ than
the one used here. However, native users of the language can allow themselves a wider
range in their choice of expression; thie learner of English, on the other hand, needs to
achieve mastery of a smaller, but generally serviceable, range of possibilities.

“3 - N ¥

e e . o e 5 5 . o )
How Again, studénts should work in groups when making choices: the findings

of each group should be discussed by the whole class. Where writing is
required, students can either work as a group, with one person functioning as the
group secretary, or individually. If they work individually, it is best if they then
compare and discuss their various pieces of writing in small groups before discussing
them as a whole class. Several alternatives can be read aloud and/or put on the board
for class discussion and critique.

Which  1-5,2:4,3.3,4.3,5.3,6.4,and 8.4.
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SELECTING AND ORDERING INFORMATION

10

What _ Students are given the beginning of a written text, such as a letter or an.
———— arrticle, and are asked to complete it. They are given a long list of ideas for
possible inclusion. Working in groups, learners choose the most relevant ideas from
the list and reject the others. The next step is to group the ideas into paragraphs, each
one dealing with one aspect of the subject. Groups must also decide on the best order
for the paragraphs. Finally, students should write the complete text, adding linking
words, phrases, and sentences and concluding paragraphs where necessary.

W Srudcnrs often cpmplqin aboui m?&h@vmg enough ideas on any given

topic to include in their written piece. In these exercises, a list of ideas is
given to the students; they then work to identify the relevant and less relevant ideas. In
doing this they realize the difference between having an idea and choosing to use it.
These skills can be used when students make up their own lists of ideas on a topic (for
example, in the Practicing Writing exercises).

Of course, what one person considers relevant, another may consider irrelevant;
similarly, a fact that is relevant in one circumstance may not be relevant in another.
These exercises are designed to make students aware of what makes something
relevant by forcing them to consider not only what they are writing, but also why they
are writing and 1o whomi. There is no one indisputable answer in all cases. Although
some items 1 the lists will be quickly accepted or rejected by everybody, others will
lead ro disagreement. Arguments are valuable, for it is only when students are forced
to defend their view that they will be able to define what relevance is.

How Each individual should first read through the list silently, making a note of

the ideas he or she would include. Then the small group should work
through the list, marking off all the ideas where everyone agrees, and noting those
ideas where there 1s disagreement. The disputed ideas should be discussed as
thoroughly as time allows.

Next, individuals can silently group sentences into paragraphs, and later the group
can compare individual suggestions. Individuals will then need to write out each
group of sentences as a paragraph, adding the linking words, phrases, and,
sometmes, senteices needed to logically connect the ideas. The final paragraph will
demand the most “original” writing, as students will have to come up with their own
sentences, as opposed to organizing sentences that have been supplied. A group may
want ro compare indiviauals’ written paragraphs as they go along, as each person’s
solution will no doubt be different and students will be helped by hearing the ideas of
others. There is no reason to insist that all the texts be exactly the same.

Note: Working through each step of this exercise can take up to two hours.
Although this is time well spent, teachers might choose to devote less class time to this
and assign some of the steps tor homework.

A logical extension of this activity is to have students make up their own lists of
ideas on a topic. Topics can be suggested by the class or assigned by the teacher. The
class can work on their lists either individually or in groups, with a group secretary
writing down all suggested ideas. Then, starting with the lists they themselves have
made, groups can go through the steps outlined above. This kind of brainstorming is a
valuable technique for writers, and a good skiil for students to practice.
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W 3.5.4.4,and 8.5.

COMPARING TEXTS

What  Two passages are given on the same subject. Gne of them is poorls
—— written, and the other s well written. Students read the two passages and
decide which one is better, and why. They are then asked cither to rewrire the bad!e
written text or write another passage based on additional informanor.

Why Students can best appreciate difterences between a well-writren - oonnise
LU - text and a poorly connected set ot sentences by seeing the dilercices to
themselves. The kinds of things students need to examine include organizaton,
sentence connections, sentence variety, level of formality, degree of persuasivencss,
relevance of informauon, style, and paragraphing. Learning to examine and idenufy
these aspects of writing in other people’s texts will help stndents be mere skalitul i
critiquing and improving their own writing,.

How  Working i groups of two to four, students shoul  first read the v o

passages silently, and then compare their views with each other. Thev
should ask themselves (1) which ei the two ts casicr vo folfow, and (b) what . e the
specific differences that make one casier to understand {and hence berter wricren) than
the other. One member of the group should act as secretary, making a list of the
fearures mentioned by the group. Then cach group makes a brici ieport o the rest ot
the class. As suggested with other exercises. time should be allowed tor any
differences ot opinion to be resolved. The teacher should try to limut fus or her
contributions to asking quesrions and guiding the discussion rather than ro grving
answers.

After the discussion, icariers should compiete the second part of the tash — the
writing or rewriting. If time i not available for this in class, it can be done for
homework. Where possible, students should later compare their versions with cach
other.

T 16.2.5.37.54.65.7.4.;
Which 16,2.5,3.7,5.4,6.5.7.4 and §.6.

WRITING TEXT BASED ON A;{QQNVERSATION OR
ON VISUAL INFORMATION

What v these exercises, learners are provided with eitnier g conversation or
—————  visual intormartion (a diagram, a map. a graph, or phowc zraphbsg nmoee
cases there is also a model text on a related subject. Studenss wnte a tewi bas:d on the
information given, using the model textas a reterence

Why Both rewritimg a conversation and wrising text based on something visual

—Z-—  require the writer 1o process information i a new way, first absorbing 1t
and then transtormung it by pusting it into a difterent torme. This act requires thinking

11
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and writing skills often called for in the “'real world,” and thus the task is a useful one
for students to practice. These exercises are also included as a way of integrating all
the separare skills that the other exercises treat individually. However, students do not
need to have done the earlier exercises in order to tackle these.

How Students first Jook at or read silently through the given material, or they
————— can read the conversations aloud in small groups if they wish. Then, in
groups, they discuss which aspects of the given material can be used to carry out the
task. It is suggested that students first make an outline or a list of points to include.
This task can be done in groups, with discussion of what should be included in what
order. The final writing task is individual, so group members should all make notes
during the discussion part of the activity. €goups can then compare their ideas before
students begin writing, which can be done either in class or at home.

: Writing Texts a Conversation: 3.6,4.5,5.6,and 7.5.
~ Which Vriting Texts Based on a Conversation: 3.6, 4 6,and 7.5

Writing Texts Based on a Visual: 2.6,3.8,4.6,5.5,6.6,and 7.6.

ADDING EXAMPLES AND DETAILS; DEBATING ISSUES

What o Adding Examples and Deuails, students are given a short text that
———— ntroduces a topic and makes a few statements about the topic but does
not give many details or examples. Students are asked to add the details and
examples.

In Debating Issues, students read viewpoints on two sides of an issue and then write
a piece explaming their own viewpoint.
WEL—_ Students rypicaH.y have difficulty either writing .:mything at qll about a
——=— topic or supporting whart they say. These two kinds of exercise give them
ideas for what to write and ways to support what they write. The students also
practice analyzing a written piece through outlining — a skill they need when looking
at their own writing,. ;
How After reading through the information silently, small groups of students
————  can discuss the writers’ main points and supporting details, outlining
these together if asked to do so. When working on the Adding Examples and Details
type of exercise, the groups can generate a list of the details or examples that could be
added to make the pieces of writing more complete. They then write their individual
versions of the text. When working on Debating Issues, groups can talk about which
speaker supports which side of the issue. Together they can list the points made on the
two sides of the issue. They then write their own versions of the text individually.

Whi Adding Examples and Details: 4.7,7.7, and 8.7.
L Debating Issues: 7.8 and 8.8.



