RFERNEE

IR RE
COLLEGE ENGLISH
WRITING

i R 3t K 2 HH AR A



PN

2 3 B AR

25X BE

1851 T TR 9 R 2 HE A



[#8) HEF 011 =

XEXXE#

ERX R¥E
HIEHE: XBE

BT S K S T R R AT
(k¥ HEML)
MBEFEBESE MRAXHR QR
850X 1168 323F 15.375 A1k 386 F
199541 A1 R 199542 1 A1 %kERp
¥, 1—-8100

ISBN7—81031—405—X/H - 025
FEfr: 10.80 ¢



EIRE, ERVH BT RIE OFERE"RANE
ERRMEENER, LR RKZNBAMR. B, 23— HH
MRV BE, PRTHEHTALEEBILE, ETEEIFLT
£, BHMEBEFERE”, BRWTHEEE"— 1 ZENEY
EALR, EOEMEERE ST, MR, BB 0EHE,
SEEBREFEIZRMBE. TR, GERKEEIMNER
AR5 .

[ A BT B 2 [ AT K, B 9 S BB T M S
e Bl R EEA RS ESMY R R YR £, 7 R
AR AMMEARENIEONSH2RE. HES R ENER
TUFAREE HEEELTHRAT N T WX — YR E 0
FE, BRERE KERELWREHY ZERU LA2ETF R
BIIWEESER, BB ik 1% SIM LB H 25 R4 R F #15;
(BB ATH R BT & , 3R B EE 0 — I TIREE, WA A TP 4R
HoMFHE— LR EMEE BHNSEHAEHRRE.

0 B U 9K SR R B SR B MR E sk R BRI A &4
WRAFRIFLZ LS FROZE M E 2 3 EEE R SRR
RHAXMUAHLHNTE SSTELEMNAKRLE, HET“K
FRXGE"HEF . FEEBFENBT, BTF4E, BT
MERETHEXERPAREIFE ETHEETFRE R
MRETZHBOEE, #E25E RSALENEHELLE
HERAER ERBENFRBR LEREE L.

FNRREEER, RALENZH. £HILEEHID,

1



BEXARAKREY ., NAEERE HEAGF, BREX HER
¥, REHMABT —MXEBHE FEARSFESHERNEE
b, FRARE RS EIRAMNE AN FERFIBER
BEEBEMENFEMFSHERAR, Bt EEEERE
B T b FAY SR 1 REA A B A T AT T R RER &
P BEERERE, _
_ A5 F KRB R MR T — S8 SRR %6 6 B bk, T LA
WHhiEE R, MBS . $IME, REHTE
B A, HRRAERBSENS, HikEE I NNEFER
BZH. GIBERETHER, ETFHE A¥HENS %,
ABEAEAKRE . KERBEUFEMBERE, Bk
—REEESE TN, SELEFEL LK, ARER, TOEFL,
EPT BHEARKIBEE L KM & EHEE.
FHRHARXEES, XSG, EEHEAIE, XERKG, 7
R, B—AEEHHBANSES,
ERRBEE, HERANE, BEABLEE, BRFRiE
i,

Rt
—ANEEZH



% E AT

+ -t 2 W E T R (Bacon) il “BE{E AN,
(Writing maketh an exact man. ) TR EZE I H I B, EFEM
REPHREBNR—NTEFEENTTNNE. BESERED
g AR R A (i HEMFEAEEEIMNLR,. — AW
RIEGERNEREBEKTREEFTNINMELER, 84, &
XEESHXEE—H, 2RZAHOER, BNRRERAKE
BT 66T, RV SRR, EE -k
MEFEERMES, TUFERREFHE B, Ehiies
C BEBEEKF. M, BEREFRESHEKTE, BUFBTRRY
B RO AEN BRI EES T W EBEEIELHNES
NHIEEAF IREENEM . —SERTRK G B%,
BYWHAR, MBREFETHATAR L, BFTHREG B
TURBETHHEEME,

e, RRBRBEMWARTRFI R TSRS ESRHUYIE
FAPERELFRMESERTM I EPHR T EEY, B
EENMERVERHEPH R EBNRY. ST HHEE
FAEEEXERFTEBPRANBELESNNSG hEs2T
REMBEBROHERE, RERXEWUEBENEESY
FETFREXEFRAEL, 5P EEEWTRMHELERS,
KABEJFERERE TCK¥ H X EE) (College English
Writing) . B @A AR, F 508 it R T W F 5
BIEMXELURERBE ME RSNV ERER LTS, —F
NG RANEEEY, BRESEER. RTHEHRHROE T

' 3



o, BT B B R M TS A AT, BB,

ERREEHMEFERGTR, AN K EEEE N = SER
MEFESH, WEHTFAEH EEBATHEEREE. Bk
HALYEE 100 ifAT, '

SHMEEW WKL Laursen HEFE, ABHBEAN
M EIT MR K ESMEERAS, KU h 2t
B, MEmE R AR SN AE R X &
o X1 (1156 0 B RS

BTEEKTHER, BHEEERREIRY 24, 5K R T
& F R E IS,

R &
—JLAEAHA



CONTENTS

Preface to the Student vascesconsercesansennan

Part One

L
IL
111
IVv.
V.

Exercise 1

Part Two

L
1L
III.

Iv.

A

Mechanics s r-cecereerercorrrrarrrnraresisrssarssresas
- (3

Margins and Paragraphing -

Handwriting-.u...u----.-.u-o---.--.----o---...--..-
- (6)
* (D)

Syllabification

Abbreviation and Numerals

Capitalization cesenesss et ssresstessac st ser et nresae
« (16)

Punctuation Marks

General Remarks

Line-beginning Punctuation Marks t«eseeeeeee
e (23)

Sentence-ending Punctuation Marks

The Period «eeereeeeessereenneestneanssssonarennesnn
- (25)

The Question Mark

The Exclamation Point ss««s«ssssosessasanacneses
Internal Punctuation Marks «s--ecseeeccoreencn
- 27
+ (34
- (36)
+ (39)

The Comma

The Semicolon
The colon
Quotation Marks

The Dash crecescscereeneersertennrerersenssenssenneare

- (D

(3

&)

an

- (2D
e (2D

(23)

(23)

(26)
@n

(40)



6
7
8.
9.
10.
11.
V.

Exercise 2

Part Three

L.
1L
1.
2.
II1.

IV. -

Exercise

Part Four
2

W < e W o

Parentheses D R T T Y PREYY YY)

Brackets

The ApoStrophe sss %P sse eRr ess EEe ARSI CIB SELI BUS SRS VU
- (45

e (47)
- (48)
- (48)
- (50)

The Hyphen
The Virgule

Italics / Underlining «+ssveeeeeee

Summary D R IR R

Diction

General Remarks

Appropriateness sssssssecssecictoscrossnnsaes
Sense of Style setatesancns st enesasenasicananares s
s (67)

Specificity, Concreteness, and Conciseness

Exactness

Specificity

Concreteness

Conciseness «=ssesvestaccacens
Imagery / Figures of Speech
Metaphor and Simile ts+seeesorestennnienierann
- (80)
<o (81D
- (8D
e (82)
sens (86)

Personification
Hyperbale

Euphemism «teseeeeces

The Use of a Dictionary

Sentence Writing

v (42)
- (43)

(44>

+ (59)
- (59

(60)
(60)

(72)

- (72)
seee (74)
- (76)
- (78

(78)

(93)



IL

IIL

General Remarks seeeseseecssensornencsneciocens (93)
Sentence Sense sreeessersreseesensneeicaeesiacnnses (93)
The Requirements of an Effective Sentence
cossaresieane (G4)
Sentence Elements +tcsseessssessnrossencensnens (100)
Sentence Patterns +«+sseeerressesseerssnensaninans (102)
Parts of Speech and Their Respective Functions
and Positions in a Sentence «t+escereeeeiiens (106)
Phrases, Clauses, and Sentence Fragments
v sseenscnsns (121)
Phrases «sveseseerecmennnnnmniii e (121)
Clauses crvesversttennceretstitraisrecrerensnsnnans (125)

3. - Recognizing and Avoiding Sentence Fragments

IV.

oo

w o o= <

ssssvessnen (128)
Classification of Sentences sss+reeesrseveenneans (130)
Declarative, Interrogative, Imperative, and Ex-
clamatory Sentences ssssesseesssienieeninienns (131)
Simple, Complex, Compound, and Compound-
complex Sentences ++ssessssescsnceerisnennnen (131)
Loose, Periodic, Mixed, and Balanced Sentences
ceseneienns (132)
Long and Short Sentences -:++ssereeeeeeeriines (135)
Recognizing and Avoiding Comma splice and Fused _
Sentences sececerererttetitiiiiiioiienieevensnnoee (135)
Ways of Achieving Sentence Variety e (140)
Combining by Reduction secesceresrrrnrertaes soe (141)
Combining by Coordination = «++=ssssesevrannn (142)
Parallelism  «eooreerevenmniniiciiiineiin (147)
3



4.
5.
6.

Exercise 4 IR R Y YR T R YT WY T R PP ON

Part Five

I
1L

IIL.

0o N o o
c e &7 2

IvV.

V.

Exercise 5 R

4

Combining by Subordination «r=essseeereeeeees (150)
Using Modifying Phrases «sseseeseeeccesceeces (153)

Using Appositives seseseeressesserienennenienee (155)
NN G 11|

Paragraph Writing crserssisesisiiininsaeens (175)
General Remarks +s+sssstsnseennecninnecinnneens (175)
Types of Paragraphs «tseeseeessesseessnncnennns (176)
The Topical Paragraph sssseessssececcinnnnne (177)
The Introductory Paragraph «sescercerevencns (178)
The Transitional Paragraph secesveessicasenss (178)
The Conclusion Paragraph «esescerverecinnees (179)
The Basic Structure and the Qualities of a Good
Topical Paragraph sressrsnciccascniaineneaenne (180)
The Unity of a Paragraph «sssssesvernceennnen (181)
The Topic Sentence in a Paragraph e-«s-- (184)
The Supporting Sentences of a Paragraph
D (191)
The Conclusion Sentence of a Paragraph
, ' - (192)
The Coherence of a Paragraph sssesseieeiene (193)
The Order of a Paragraph e+ +eseeseecrnnecnnes (196)
The Continuity of a Paragraph «sseessseeneens (203)
The Completeness of a Paragraph «++++++ssiee (209)
Basic Steps Taken in Writing a Topical Paragraph
evecccas e (212)
Evaluation of a Topical Paragraph ss+=-=+ (214)
cereeene (215)



Part Six  Essay Writing o coocereeienmenanicncnnns (237)
I.  General Remarks «eeeeeeeserecessmsniennnnnncenss (237)

II.  The Basic Structure of an Essay ¢sseeeereeee (239)

. The Introduction e sssssssssesssessrasaenseanenns (239)

2. The Body sweeeeereerssissmmemmssnonnsnenecens (245)

3. The Conclusion sesseeerssamccvniiincnecnaenace (246)

II.  Types of Writing eesessssessesnssesasairsansasnnns (248)
Narration (248)

Description  sesesessssssssserennessssiesnensennans (254)

Exposition ssecesererrieciiiiiiiiiinicnen  (257)

4.' Argumentation sreseeseesrersiieciiesisnennnsne (260)

IV. The Process of Writing an Essay -seeecereer (263)-

V. Evaluation of an Essay ssseeresessecncerccscns (268)
EXErcise 6 cresersrecsececacactsosscsosnsssssnssssasccsecsesnsscsosssns 270)

Part Seven  Letter Writing «--+crerceeeenrnnnennvann (279)

I.  General Remarks seereeeserecsicnmennnnnenncans (279)

II.  Addressing the Envelope  +++ssetreeeeenenecies (280)

III.  The Format of a Letter «e:esceeveeencnennanns (284)
The Heading +-++++ sesseenesnerconesennerinnnenns (284)
The Date sereresresnerumniniiiiisiiiieneeinenn (285)
The Salutation +wsssereemsersssesnmeniernninenns (286)
The Body sseeeeesrsemmninniiiinincinnnininenes (287)
The Complimentary Close «++stseereeseerenns (288)
The Signature sesereeeecesiininiciiiannnnnen (289)
IV.  Personal Letters and Social Letters «++--see (290)
1. Personal Letters «r-eeeesceiseseenecrnunmninenns (290)

I N



I.QL-‘.<.U‘I%C-JN

=N e w
= ¢

Exercise

Part Eight

11.

IIL

IV.

Exercise § «eceeeesee

Part Nine
I.

cscsnesen

Family Letters seeeeeessrssmnenassisnnannienns (29])
Fricndly Letters  «rrreeressrsermmecreencn e (204)
Social Letters «reersersessresssinnssssnnsnsens (297)
Note Writing  +=+eeeveessreressmsicssssscnneancns (305)
Business Letters stsesssesessssessensesissreseeces (307)
The General Rules of Business Lett. s -+ (307)
The Format of a Business Letter «=seeseeeeee (300)
Evaluation of a Letter tecsssssssstersanectsenssne (318)

10N
sscssesne o1y,

L1t :
Model Business Letters sreemeeeveeeas

B L T R P P R P (332)

Miscellaneous Composition Writing

e R R T e P PN & I X))
Writing the Resume  seeervveseneceenieneinians (343)
General Remarks About Diagratmmatical Infora-
tion Traﬁsferring tersrieressisieieeeiiiianeseeses (347)
Steps Taken in Diagrammatical Information Trans-
ferring  seresreernsnini i s e e (353)
Summary Writing  s-+esesessresnsncnniniinnens (355)
General Remarks About Summary Writing

Summary Writing Process «ssssssececieaninns (357)
Strategies for Coping with a Writing Task in an
Examination seseeeesessssesssssnnsinennennenniens (361)
teessearcanaes (368)

AppendixeS: ferereeetaeteeeae nnvanaan e e ans (373)
Correction Symbols L (373)



1L

ITL
IV.

V.

Sample Paragraphs, Passages, Letters, Notes,
EEC,  wsesrerresresstttnnestiieaieaeestnanenensenes (375)
Reading Selections ssssesesrsresaeserarneniinens (404)
The Fifty States of America and Their Abbrevia-
HOs eresseeseniis st s s (43])
Writing Terms seecevsreceesrsseccncasartosaccncces (432)

Key to Exercises L R T R L T T L T T T AN (445)

Riblicoraphy
tblicgraphy

St a3zt azsasaens (473)



Preface to the Student

It is easy to imagine that you are still illiterate or semi-l -=r-
ate in Chinese no matter how well you can speak Chinese and un-
derstand people speaking Chinese if you can not write properly in
this language. The same is true of a student of English. Being a
student of English, you have probably gained some ability to ex-
press yourself orally in English and to understand people speak-
ing English. But you are actually only semi-literate in English
unless you have developed the ability to read and write in this
language.

Writing in English means to think in English and to commu-
nicate ideas. facts. feelings, or any information with people
when speech is impossible or impractical. Writing is like house
building. You have to have both design, the creative part of writ-
ing, and materials or structural elements; capitalization, punctu-
ation, syntax, diction, organization from sentence to passage
etc. Writing is also a skill that improves with practice. Just as
you can not expect to type seventy words a minute by typing
once a year, you can not expect to write well in English by writ-
ing once a semester or a year. Memorizing rules of capitalization,
abbreviation, punctuation, syntax, diction, etc. , without using
them is of little value. Writing is creative imitation. You should
do as much extensive and intensive reading as possible and try to
imitate the style and techniques used by first-class writers of
English.



It is not easy to write good compositions in Chinese, your
native language, let alone in English. Being a Chinese learner of
English, you have to remove linguistic as well as cultural and
‘various other obstacles before you can write well in English. And
you should also know that to speak English well doesn’t neces-
sarily mean that you are able to write well, for spoken English
and written English do have differences.

Writing is a basic skill, which is necessary for success in the
real world as well as in college. Sir Francis Bacon once said;
“Writing maketh (makes) an exact man.” You can make your
thoughts more understandable to other people and to yourself
through writing, and it will certainly promote your mastery of
the English language to learn to write well in this language.

This book, containing eight parts followed by five appendix-
es, aims at helping you to enhance your writing ability with not
only concise systematical explanation of the English writing the-
ories, conventions, and strategies but also various examples to
follow and exercises to practice. This book should help you to lay
a solid foundation in basic English writing and to pass national or
international writing examinations at the intermediate to ad-
vanced level, and get yourself well-prepared for more advanced
English writing. '

Finally, I'd very much like to express my special indebted-
ness to Professor Richard A. Laursen of Boston University for
careful editing of the manuscript for this text. I also wish to ex-
press my thanks to Professor Liao Shigiao, and to all others
who, in one way or another, helped in the completion of this
book.
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Part One: Mechanics

I. Margins and Paragraphing -

1. Margins

" Before you begin to write anything on a sheet of paper, plan
its arrangement of the space on the sheet. It is generally prefer-
able to leave margins at the top and bottom and on the side of
each page. Never write to the very edge on either side of the
page. If the work is to be bound, the left margin should be
wider. ’

Moreover, since you are a student writer, it is advisable to
write on every other line if you use a lined exercise-book so that
your instructor will have some space to write comments or cor-

rections between the lines or in the margins.
2. Paragraphing

The first thing a reader sees after opening a composition
book, letter, newspaper, or a book is a page full of writing or
print. If one were faced with a solid block of writing, it might be
difficult to understand what is written. On the other hand, com-

prehension by the reader can be greatly improved if the material

paragraphs—— that help to orga-
3
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