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It is known to us that language has been created out of the need of communication, and
people use language mainly for the purpose of communication. Linguistic communication
is carried out basically in two ways: speaking and writing. Unlike speech, communication
in writing is to be seen before it is read and understood. So we can easily understand that a
piece of writing that looks legible, tidy, well-organized, and attractive will certainly encourage
readers to read and make written communication successful. Thus, things of mechanics ( hZ
BT / AU ESE TS ), including the arrangement of the space on a sheet of writing paper, the
margins, paragraphing, handwriting, syllabification, abbreviations, capitalization, etc., which
can affect the appearance of any kind of written works, are worth our clear awareness and

attention when we are conducting communication by means of writing.

1.1 Margins and Paragraphing

Both margins and paragraphing concern the arrangement of the paper space.

1.1.1 Margins

Before we begin to write anything on a sheet of paper, we should plan its arrangement of
the space on the sheet. It is generally preferable to leave margins at the top and bottom and on
both sides of each page. We should not write to the very edge on either side of the page. If the
work is to be bound, the left margin should be wider.

Since we are student writers, it is advisable to write on every other line ( &7 ) if we use
lined exercise books so that our writing instructors will have some space to write comments or

corrections between the lines or in the margins.

1.1.2 Paragraphing

The first thing a reader sees after opening a composition book, a letter, a 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 for him / her to understand what is written. On the other hand, comprehension by
the reader can be greatly improved if the material is broken up into sections — paragraphs —
that help to organize the content of the writing. In general, one paragraph deals with one idea.

Conventionally, we can mark or separate the paragraphs in one of the two styles: the indented

style ( 45X, ) and the block style ( F53%= / ).

(1) Using indentation, we start the first line of each paragraph about 3-5 typewriter spaces or



about 1-1.5cm to the right of the left-hand margin. The actual amount of space we indent
in the first line of a paragraph doesn’t matter as much as the consistency with which we
use it. One paragraph contains only one indentation. In a three-paragraph composition, the

indented form looks like this:

..................................................................................................
---------------------------------------------------------------------------------------------------
..........................................................................................................
----------------------------------------------------------------------------------------------------------
..........................................................................................................
----------------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------
...................................................................................................

---------------------------------------------------------------------------------------------

(2) Using the block style, we start the first sentence of a paragraph on a new line without any
indentation on the left-hand side, and the paragraphs are separated by a space. Blocked

paragraphs in a three-paragraph composition should look like this:

..........................................................................................................

..........................................................................................................
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It seems that the block style is becoming increasingly popular with and widely used
especially by scientists and engineers and is preferably applied in printing.
Either the indentation or the block style is used just to signal to the reader that there is a

slight change of subject in the writing.

1.2 Handwriting

In Chinese, as in some other cultures, calligraphy, the art of handwriting, is highly
developed. A Chinese writer tries to write as artistically and beautifully as possible.
Regrettably, an English writer is not so concerned with the aesthetics in handwriting as a
Chinese writer or reader is, particularly these days, when most writing is done on word
processors or computers. A writer of English is, perhaps, more concerned with the content
than his handwriting when he is writing. Anyhow, in English writing, a neat and legible
handwriting, though not necessarily very beautiful, is always desirable and inviting. As student
writers of English, we should try to submit any paper that is neat and easy to read. In fact,
a writing instructor may return a paper to its writer without reading it if it is a mess and too
difficult to read. Obviously, we can make a much better impression of our written work on our

readers, teachers, or examiners if our handwriting is neat and legible.

1.3 Syllable Structure / Syllabification

While writing, we may sometimes find that there is not enough room to write a whole
word in at the end of a line. In this case, we have to move the whole word onto the next line
if it is a mono-syllabic word (one-syllable word). If the word is bi-syllabic or poly-syllabic,
we can split it, i.e., syllabification is necessary: only part of the word followed by a hyphen (a
short dash) is written at the end of the line and the rest part of the word is moved onto the next
line. The hyphen indicates that the word is incomplete and that the missing portion appears at
the beginning of the next line.

There is a restriction on splitting a word at the end of a line, which is often overlooked by
quite a number of students. The split can only occur between syllables. For example, the word

9

“occupation” could be written with “oc-" “occu-" or “occupa-" at the end of a line because it

»” e

contains the syllables “oc” “cu” “pa” and “tion”. A monosyllabic word like child cannot be

split.
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Besides, we should avoid any splitting that would leave a single letter at the end of a line.
Words should not be split at the end of the last line of a page. If there is not enough space for a
whole word at the end of the last line of a page, we should move the whole word onto the next
page.

Syllabification is not always easy. When in doubt about where to divide a word, we’d
better consult a dictionary. Entries in a decent dictionary indicate the syllabic structures of
words with dots, as the following examples show.

edeu-ca-tion diplo*ma uenisveresisty peascock

14 Abbreviations

Abbreviations shorten words, titles, and long names. We have probably seen abbreviations
used frequently in advertising and informal writing. However, in college writing and in other
more formal writing, we should use abbreviations cautiously, and if we are in doubt, we’d

better not abbreviate. Following are cases in which abbreviations are used.

(1) Before surnames / family names ( # ) , titles such as mister, miss, mistress, doctor, etc.,
are abbreviated.

> Mr. Green > Mrs. Smith

> Ms. Alan > Dr. Bethune

(2) Titles of academics, government officials, and clergy can be abbreviated and are followed
by the full name (given name and family name).

Prof. (Professor) Ralph King

Gov. (Governor) Henry Ford

Sen. (Senator) Robert Kennedy

(the) Rev. (the Reverend) Martin Luther King

YV V VY

Note: If these designations are followed only by family name, the full form of the title
should be used.

(3) Academic degrees and family designations preceded by full names can be abbreviated.
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V V VYV VY

Robert Smith, Ph.D. (Doctor of Philosophy)

Howard Rubin, M.D. (Doctor of Medicine)

William Harrison M.A. (Master of Arts)

John Jones Sr. (Senior) (= the elder John Jones)

John Jones Jr. (Junior) (= the younger John Jones. Junior is used to specify
the son in a family in which both the father and the son have the same
name. If a third generation carries the same name, Roman numbers are

used: John Jones Il .)

(4) Names of well-known organizations, firms, places, and long technical terms can be

>

V VV YV V

abbreviated by using the initial letters of the words.

UNESCO (United Nations Educational, Scientific, and Cultural
Organization) ( BE& E#E SCHN

IBM (International Business Machines Corporation) ( & PR FHHL#S A F])
BBC (British Broadcasting Corporation) ( 5[ #§/2 ] )

WHO (World Health Organization) ( tH % TA2HZH )

FBI (Federal Bureau of Investigation) ( 35 EECHE A )

TOEFL (Test of English as a Foreign Language) ( {51 )

Note: Unless the abbreviation is generally known and used, we should write the word or

the phrase in its complete form the first time, followed by the abbreviation in parentheses.

>
>

I am a student of Hunan Normal University (HNU).

The National Students’ Union (NSU) calls on us young people to make
contributions to the environment protection. ( 2= [E*#B5 B TFER AN
pIEIN A

(5) Time designations, when used with specific numbers, are abbreviated.

>
>

345 B.C. > 769 A.D.
6:00 a.m. > 9:00 p.m.

(6) Words referring to portions of addresses (the names of streets, avenues, boulevards, roads,
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etc., and of states, provinces, countries, etc.,) can be abbreviated when they appear in
addresses on envelopes, letter headings ( {53k ), or inside addresses ( {i PIHELHE ).
> 252 Yuelu Rd.
Foreign Studies College.
Hunan Normal Univ.
Hunan Prov. 410081
PR.C.

(7) Dollars used together with cents or alone, but not cents alone, can be abbreviated.

> $56.35 > $50.00 (but fifty-one cents)

Note: Many abbreviations are followed by periods, but abbreviations pronounced as
words tend to be written without periods. In any case, using the same pattern of abbreviation

throughout a piece of writing is especially important.

1.5 Numerals

In business, scientific, technical, and legal writing, Arabic numerals are often used;
whereas, as a general rule, numerals are written out. The following are some types of

exceptions.

(1) Figures are used if spelling them out requires more than two words.
> Write a composition of about 180-220 words.

> There are six students in our bedroom.

But Arabic numerals should be avoided at the beginning of a sentence by either spelling
the numbers out or putting them elsewhere.
> Two hundred and thirty-seven people attended the meeting.
> There were 237 people at the meeting.

(2) Numerals referring to like items in the same paragraph should be represented the same

way to ensure consistency.
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> This department enrolled 135 students this year, and only 20 of them are
boys.

(3) Numbers should be represented as figures in addresses, dates, time of day, exact sums of
money, decimals, measurements, code numbers, percentages, and page numbers, etc.
April 8, 1994
page 32
$9.81 (but one million dollars)
6:22 p.m. (but twenty-two past six)

VV VYV

1.6 Capitalization

The use of capitalization is unique and important in writing. A word can mean quite a

different thing when it is capitalized.

> The china made in China is first-class.
> He bought that article of japan in Japan.
> Their eldest child was shanghaied in Shanghai in the 1930s.
> Mr. Brown / Black / Green / White painted his table brown / black / green /
white.

> John wanted to go to the john. ( He wanted to use the bathroom.)

In addition to changing the meaning of a word, capitalization has various functions. It is
used:

(1) For the beginning of a sentence (a complete or an elliptical sentence).
> Where there is a will, there is a way.
> Wonderful!

(2) For the first letter in each line of a poem.

> The Arrow and the Song
H. W. Longfellow

I shot an arrow into the air,



