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No one can deny the importance of English writing in this global era.
Good writing is a valuable skill that contributes significantly to personal
success. This skill, however, has been overlooked for some reasons. In
fact, English writing has proved to be a challenge for Chinese English
learners. They have learned this global language for years but still fear
or faint when asked to write. One reason is probably that they do not
have any impulse or opportunities to write. Without necessary practice,
their writings are filled with either a variety of mistakes or a handful of
words learned in high school. Just take a look at the following sentences
collected from a writing test (with errors underlined and revised version in
brackets):

1. With the development of economic, people’s living standard has

been improving. (economy)

2. There is a discussion that whether phones will kill letter writing.

(over)
3. On balance, it is very convient to keep in touch with others by

mobile phones, but, will mobile phones take the place of letter
writing. (convenient; but will mobile phones... letter writing?)

2



4. With time passed by, telephone has already become an important
part of our modern life. (passing)

5. The price of mobile phones is dropping quickly; its functions are
becoming more and more. (diversifying)

Practice makes perfect. This old saying is easier said than done.
First, we should write more often than just for test writing. Actually,
opportunities to use English at school are plentiful: sending an email,
keeping a diary, preparing a speech, summarizing an article, drafting a
thesis, writing an application letter. At work, English writing skills may
find use in a business letter, fax, memorandum, instruction, advertisement,
and contract. If you enjoy using English or making it serve you, the list
could go on and on. This book, Practical English Writing, just as its name
suggests, offers plenty of opportunities to write for practical purposes.

Part 1

1ir Questions to Answer before Writing

Since practical English writing serves practical purposes, you need to
ask the questions below before taking up a pen:

1. To whom am I writing?

2. Why am I writing?

3. What do I want the reader to know and do?

4. What is the established style of this writing in English?

Answering the four questions above makes your writing more
effective. If you are clear about the purpose of the writing, be
it informative, instructive, or persuasive, the reader will know it
immediately. If you are concerned about the audience, you will provide
just the information they request, no more, no less. If you know the topic,
you will stick to the point, not including anything irrelevant. If you are
familiar with style, your writing will be readily accepted. Practical English
writing has its own characteristics.

If you find the third question above hard to answer, forget about what
you have to say. Instead, think about your reader: What does your reader
want to know? What are your reader’s questions? Then try to answer these
questions.
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@Think about the four questions list:

write a notice about an English writing
Department.

\ I. All English teachers
1

2. Inform them of the seminai

3. Why hold the sem

Pait I

f@; Characteristics of Practical English W iting
Practical writing differs from literature writing in that it is used
in your daily life: You apply for a job, inform someone of something,
advertise a product or service, draft an agreement, etc. A well-written
message also brings about results: You get the Jjob, put across the message,
promote sales, reach an agreement, etc.
Sound fantastic? Language is more than a medium: It also gets

something done. Yes, to get something done, this type of writing must
adhere to certain principles:

¢ Clear;

» Correct;

» Simple;

e It follows established forms and contents.

Erom Unit 2, this book will help you learn how to write for various
practical purposes.

@ Exercises

Review questions

1. Before writing for a practical purpose, what questions should we ask?
2. What are the characteristics of practical English writing?







* use of comma;
= use of colon;
+ use of semicolon;
 use of period;
use of quotation mark:
use of dash.

@ An English teacher wrote “A woman without her man is

nothing” on the blackboard and asked students to punctuate it.
Different punctuations led to different understandings. Can you
guess how the males and females punctuated these words?

@ : i
\ All the males in the class wrote “A woman, without her man. is
nothing.” However, all the females wrote “A woman: without her. man

is nothing.” See? How powerful punctuation is!

Punctuation is used to create sense, clarity and stress in sentences. It
helps the writer to communicate his ideas clearly, correctly and effectively.
It also helps the readers to grasp the intended meaning easily and quickly.
Despite its importance, most Chinese students do not seem to know how
to use punctuation marks correctly in their English writing. In this section,
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we will learn to identify the common punctuation errors and to correct
them.

@ Read the following sentences to see if they are correctly
punctuated. Tick (v/) or cross (X).
() 1. There was no wind, the tree behind the house was standing
absolutely still.
) 2. The meal consisted of soup, fish, chicken, dessert, coffee.
) 3. “Tell me whom you love.” Houssaye wrote, “And I will tell
you who you are”.
( ) 4. The pyramids one of the wonders of the ancient world lie just
outside Cairo.
( ) 5. When Ed began to eat rats ran across the carpet.

@i

@ Use a comma before coordinating conjunctions (35335 ) such as for,
and, nor, but, or, yet or so in compound sentences.
* He hated his neighbors, so he never invited them round.
» She has a lovely slim figure, but her face is unattractively long.

If two independent clauses in a compound sentence are
joined only by a comma, without the use of any coordinating
conjunctions, it is often considered to be an error, called Comma
SpliceGZS#53%E) .
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~ @ Use a comma to separate the elements in a list of three or more items.

* His favorite sports include tennis, golf, swimming and jogging.
*On his birthday Sam went to the cinema, ate dinner in a restaurant, and
went dancing.

A comma may or may not be used before the final
conjunctions (and, or). However, if used in such a position, it can
avoid ambiguity.
@ Use a comma to separate the direct speech(E#£5/38) from the words that
tell who is speaking.
* “I’'m in no hurry,” I told him. “Go ahead and finish your letter.”
@ Use a comma after an introductory adverbial(8/38#Y) phrase or clause.
* Given the appalling weather conditions, Michael was lucky to survive
the storm.
« Sadly, the whole building was beginning to crumble.
@ Use a comma to set off a non-restrictive(3EPRE ) phrase or lause.
* The book, which is the simplest, is often the most profound.
@ Use a comma to set off an appositive(EfIiE) .
* China, one of the most powerful nations on Earth, has a huge

population.

A comma is needed before and after an appositive if it is
placed in the middle of the sentence.
@ Use a comma to set off parenthetical(3A\AJ) expressions.
* The old man, as a general rule, takes a morning walk.
* Your plan will take further from, rather than closer to, your
destination.
@ Use a comma after a conjunctive adverbGERERIF).
* We are, therefore, very confident that the work will be completed on time.
* Incidentally, we noticed one end of carpet is slightly narrower than the other.
€ Use a comma to separate elements in a sentence that express contrast.
» She was first attracted by his look, not his talent.
* Mary is intelligent, not pretty.
@ Use a comma to separate several adjectives.
 That rather dull-looking, badly-dressed, clumsy man turned out to be a
university professor.
@ Use a comma between dates and years or between the name of a town or



