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Directions for Use

Writing is an instrument of both communication and self-expression. Most
people, however, especially when writing in a foreign or second language, use it
primarily to communicate with other members of their community or the wider
world. Concentration in ENGLISH WRITING, therefore, is on functional writing
skills rather than on creative self-expression. This book is a task-oriented writing
book with the following features to its users.

As process is highlighted in this book, it is organized in a step-by-step
fashion. In other words, this book moves from sentence level to paragraph level,
and finally to a complete paper, catering to both elementary as well as more
advanced learners.

It is understood that good writing is more than correct writing, however,
incorrect writing will not be as effective. It is evident that students of a foreign
language, even at advanced level, continue to have grammatical weakness. There-
fore, the grammatical explanations and tasks in this book focus on those problems
directly related to the production of written English.

As the writing process is the heart of this book, activities, questions and
exercises are abundant and varied. For example, the breaking-down of paragraph
composing makes it easy for students to follow, serving as an essential step to

bridge the gap between the understanding of a skill and the student’s full grasp of
that skill.

ENGLISH WRITING falls into two parts: PART ONE and PART TWO.
PART ONE consists of two chapters:Chapter One and Chapter Two. Chapter One
helps readers get familiarized with some skills of sentences. Chapter Two deals with
various functions involved in sentence level writing. PART TWO is made up of two
chapters: Chapter Three and Chapter Four. Chapter Three is mainly concerned with
some basic principles of paragraph writing, which include the topic sentence, kinds
of order for paragraph arrangement, types of paragraphs and outlines. Chapter Four
focuses on specific writing skills through different patterns of paragraph develop-
ment -- process description, comparison, contrast, comparison & contrast, cause &
effect, division & classiﬁcafion, illustration, definition, and argument. In each unit
of Chapter Four, four or five stages are presented. First, transitional expressions are
explicitly reviewed.The following two stages deal with the way to organize and
outline paragraphs.The fourth stage is usually devoted to the discussion of guided




writing. A sample paragraph is also presented at the end of each unit. As to all the
exercises provided in this book, the suggested keys will be seen at the end of the
book. .

In the appendix,four styles of resumes are presented, which will be most
helpful to those who want to study or live abroad.

In a word, this book will help you learn, practise and apply the writing skills
you need to communicate effectively, which is a powerful factor leading to your
success in college as well as in career.

Finally, we avail ourselves of this opportunity to express our sincere
gratitude to Christine Moe, a senior editor from the Medical Magazine Office in
Seattle of U.S.A., who checked some rewritten paragraphs. We owe special thanks
to Wu Huiying and Hong Chungda, who also provided assistance with this book.
We are also very grateful to Wang Xiaoyu from China Textile University, who
drew pictures for PART ONE of this book.

12 May 1995
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Chapter I Review of Sentence Skills




One Unit Complete Sentences

Stage One

1.1 Simple Sentences

fr Il
essay I

f

f

paragraph I

|

]

I sentence I
(I ]]

As is known, an essay is made up of paragraphs. A paragraph consists
of sentences. And a sentence must have a subject and a verb to express a
complete thought.

1.1.1 Identify the subjects and verbs in the following sentences.
A) The apple tree is in bloom. '
B) Every Saturday, Janet babysits for Mrs Brown.
‘C) Jogging bores me.
D) A black duck and two ducklings approached the car.
E) Record albums were scattered all over the floor.
F) Taking pictures and buying clothes are her two passions.
G) A blue backpack lay on the bed.
H) Walking to work keeps me in shape.

1.1.2 Rearrange the following words into complete sentences.
A) the cooks for son my family dinner often
B) are and I not husband my satisfied solution with the
C) blind years been has for grandfather my many
D) on ago I a umbrella some my train time lost
E) he keeps knows what wife happy his
F) natural on we going are to history of Saturday museum the
G) expected than they more got had they
H) claimed was for good they losing this weight

Stage Two

1.2 Avoiding Run-ons and Comma-Splices

*De



When we have two sentences, we need to find some ways to connect
them. Let’s look at the following two sentences. Do you think they are good
sentences or bad ones? What is missing in each of them?

A My grandfather is seventy years old he plays tennis every Saturday

afternoon.

B My grandfather is seventy years old, he plays tennis every Saturday

afternoon.

1.2.1 Look at the following sentences. Some of them are good, but some of them
have problems. Identify the bad ones and try to improve them.

A) Keith started wearing a new dress, everyone complimented her on
how beautiful she looked. '

B) Jean thought it was a ghost it was only a tree in the fog.

C) Solar energy may solve the energy crisis, and many home owners are
beginning to use it.

D) The meeting will not begin for two hours let’s take a walk.

E) You go on sulking like that you will make yourself unhappy.

F) After I cashed my paycheck, I treated myself to dinner.

Stage Three

1.3 Avoiding Sentence Fragments
When we write a simple sentence, we must put in both a subject and a
verb. When we write a compound sentence, we must remember to put in
both a main clause and a subordinate clause (or very often, more than one)
to make it a good compound sentence.
Look at the following two sentences.
A Kirk decided to major in psychology.
B Since human behaviour has always fascinated me.
A is a complete simple sentence, expressing an independent idea. B is a
sentence fragment.
What are the two ways to combine them? Look at the following models.
A Kirk decided to major in psychology since human behaviour has
always fascinated him.
B Kirk decided to major in psychology. Human behaviour has always
fascinated him.

Note: ,
As you can see, either we use a conjunction to join them, or we make

them two simple sentences.

*3.




