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Section One

Students Book



To the Students

The following pages explain the purpose of this
course book in terms of writing, the theory behind it,
and the concrete steps you may take to fulfil the goals and
targets set for the mastery of a number of academic writ-
ing sills .

Definition of Writing

Can you recall the first time you ever held a pen in hand to draw and scribble as a child ?Can you
recall the first time you were taught to write your own name and Arabic numerals ?Can you remember
how much effort you had to exert just to hold the pen properly in hand ?Most of you would probably
say that these events happened when you were around 2 or 3 years of age, well before you started
school . Immature as this kind of drawing and scribbling may seem now, however, it was the
beginning of the act of writing from which all subsequent writing skills grew .

As soon as you entered primary school, where many exercises and much homework come in a
written form, writing became more important . We write in order to remember new characters, to
train and exercise handwriting, and to learn grammatical structures . But if we think more carefully,
we find that the first few years of writing experience are confined to the mechanism of writing, more
for the purpose of mastering the writing system of the Chinese language than generating meaningful
sentences or paragraphs .

We repeat the same process of mechanical writing when we start to learn English, as English has
a different writing system . That is why we copied English aphabet letters, words, and sentences
when we started to learn English .

However, writing has another and more important aspect . We al know that languages exist for
one single reason 27— ommunication 2— ¥which, we believe, should also be the ultimate purpose of all
language learning and teaching . We should always keep in mind that al the reading, speaking,
listening and writing we do in order to master English has the fina purpose of communicating with
other English users . As students, you might have found this aspect of language learning remote,
because you work to pass one examination ater another . But | hope that deep in your heart, you do
not lose sight of the ultimate goal: to communicate successfully in English . This is aso the reason |
have decided to call this course book Write to Communicate .

Further examination of the concept of communication tells us that communication exists in two
forms: oral and written . The purpose of this course book is to teach you how to communicate more
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fluently and successfully in the written form . We shall always remember that everything we do in this
course will contribute to a proficiency of communication in English on paper .

In the same vein, we know that communication has two directions: give and take . We take in
information when we read and listen 2— “passive forms of communication that require the ability to
recognise and understand written and oral messages from different sources . We give out information,
on the other hand, when we speak and write 2— 7active forms of communica-tion that require the
ability to create grammatical, logical, and meaningful sentencesor paragrgphs so that our audience can
understand .

Looking more closly at this active form of communication, we then reaize that speaking and
writing are different in many ways . When we speak, we usualy speak directly to an audience .
Whether it is to one person or to a group of persons, whether it is face to face or over the telephone,
communication is mostly instantaneous give and take . If for any reason the hearers fail to understand
the message, they will interrupt and ask questions . W e as speakers then explain and clarify on the spot
anything that is unclear . We aso in speaking before an audience help the communication with
gestures, different tones of voice, and facia expressions, whereas in the case of written
communication, al writing is completed before any read communication hgopens. When
communication does take place, we are usualy not there to explain or clarify . Compared with a spoken
message, a written message has to be clearer, more accurate, and eader to understand .

The audience is another factor that makes writing generally more demanding than speaking .
When we speak, we know who the audience is at least in broad terms, and we choose an appropriate
form of language to communicate our information accordingly . For example, when we tak to a child,
we try to speak slowly, usng simple words and sentences; when we talk with our friends, we use an
everyday conversationa style which is casual and in most cases informal; and when we converse with
people more senior in age or position, we employ a more formal and respectful style of language . On
the other hand, when we write, we do not aways know even in broad terms who our readers are,
when they are going to read our communication and how they may react . Indeed, writing tends to be
less difficult when we know the reader personaly, the time the reading activity is likely to happen,
and how they may react . When we write to our family, for example, we can readily choose the
appropriate form of language, in addition to how much explanation or background is needed for them
to understand the message . But we as writers do not aways have this information . If, for instance,
we write an article for a newspaper or journal about our opinion or findingsin our research, we usually
neither know the readers personaly nor the time the reading activity will take place . Usually both the
potential readers and the writers have much less shared knowledge with the result that we as writers
may have difficulty assuming how much explanation is necessary for the readers . If the readers do not
understand, the communication fails: our efforts are wasted .

Therefore, in order to make our written communication a success, we need to think more
carefully before as well as during the process of writing . We need to determine first of all the purpose
of our written communication . What do we want to communicate ? Why are we writing and how ?
With a clear purposein mind, we will then try our best to envisage our potential readers . What kind of
readers do we expect ?What istheir age ?What is their educational background ?How much would they
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generaly know about our chosen topic ?We also need to decide what form of language will best serve
our purpose with regard to our topic and our readers. We can only be certain of the success of
communication if we aways keep in mind our purpose, our audience, and the requirement of the
appropriate form of language .

Students might say that given that this is a writing course, the teacher will always be the
evaluator, grading everything the students write, and that, therefore, the purpose of al writing will
have to be for good marks 2— &n important consideration for future prospects. True as this might be,
other possibilities do exist . A teacher plays more roles than that of a marker . A teacher can in fact be
agenuinely interested reader, a kind-hearted monitor, and a willing, supportive helper . Even if the
teacher does play the role of a marker in the end, the emphasis can be different . Traditionally, the
teacher will consder spelling, diction, grammar and content when evauating a written work . For this
course book, athough linguistic features are still important, the most important aspect will be the
communicative effectiveness of each piece of writing . If the writer fails to use the gppropriate form of
language to achieve the intended purpose, even if grammar and spelling are flawless, the paper will
probably not recelve a high mark . Conversely, if the essay is effective in communicating ideas, a few
mistakes in grammar or diction will not affect the mark .

Given this emphasis, whenever you write, try to carry on a conversation in your mind between
your<elf as awriter and your<elf as a reader . Never forget the purpose of your writing: ask yourself if
the sentences and paragraphs express your ideas clearly and meaningfully; if the words and structures
you choose are gopropriate for the situation; and if your tone of voice is effective for your intended
purpose . Ask yourself what you may not know as a reader, what you would like the writer to explain
more carefully, or how . Then do the explanation to the best of your ability . Such an approach will
certainly be helpful in the process of this writing course .

The Process of Writing

How do people write? This might seem an innocent question at first sight. You all have
experience writing in both Chinese and English and certainly have some idea of how to write .
However, we cannot clam that we al know the more effective and efficient processes of writing .
Linguists have found, through careful research, that writing is a complex process, and that different
writers have different approaches . In spite of the apparent differences, a pattern of the writing process
has emerged after careful research into the approaches of many good writers . This may be explained in
the following steps .

Stage One: Choosing a Topic

You might find this stage surprising . Aren t we always given a topic ?Y es, this may be quite true
for students in the traditional classroom, but it is not aways true in terms of the needs of the red
world . In both life and career, people often encounter occagons that require some kind of writing . For
example, amost every literate person writes letters . Although we do not give titlesto letters as a rule,
they tend to have a centra topic . Smilarly, when we try to find a job, we need to write letters of

5



application, which also contains a centra purpose: the best presentation of ones experience and
potential towards the success of the application . M ore importantly, however, when we have completed
a research project and decide to publish our findings, we need to decide how to compose our ideas for
the best possible results . As a matter of fact, whether a piece of writing is good enough to achieve the
intended purpose depends heavily on the proper choice of the topic, its general direction, and its
organization .

This course book will give you freedom in choosing your own topics . It is hoped that this will not
only increase your interest in your writing tasks, but will aso aid you in learning the skill of deciding
on an appropriate topic in terms of its direction, scope, and size .

Stage Two: Generating ldeas

As soon as we have decided upon a topic and our purpose in writing about it, we should start to
generate ideas, a step that helps us to think of as many ideas as possible around the topic . The
generation of ideas takes different forms . In some cases, if the writer intends to write a fairly short
piece on a topic about which ¢ he has good knowledge, brainstorming can create ideas . In practice,
the writer sets aside a period of time to think of ideas for the writing, jotting them down on paper for
further consideration . More frequently, however, a certain amount of research work will be necessary
to generate ideas, especially when the writer intends to write extendvely on an academic topic .
Depending on the sze of the task, this step may take anywhere from a few minutes to severa months
or even longer .

The process of research achieves three purposes . Oneisto help you to determine what others have
aready done in the area. The second is to acquire the basic methods of research . The third is to
generate ideas . By the end of the research stage, you will have clearer ideas as well as a rough plan for

your paper .
Stage Three: Finalising the Topic

According to research resaults, students usualy need to adjust, modify or even change their topics .
Based on their research findings, students may attempt to form a tentative thesis statement and see
whether the materials will support it . If the material does, the writer moves on to the next stage . If
the material does not, the writer has two choices: to dig deeper into research, or to change the thesis
statement based on the material available .

Stage Four: Writing an Outline

A clear outline helps to organise the materia logically . It should be a framework that lists the
ideas in the order in which you will discuss them . Each part should be headed by a short chapter title,
which is followed by a topic sentence . This framework will serve as the roadmap for the next stage .

Stage Five: Writing the First Draft

Now comes the time to write afirst draft . Writers generally try to follow the outline closely while
developing each idea fully . If new ideas appear at this stage, they are jotted down for later
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incorporation and development . If there are too many new ideas for the framework to contain, one
needs to regress to Stage Four and restart with a fresh outline . This is the stage where a change of
mind most often occurs, and therefore an open mind for new ideas is important .

The writer would aso concentrate more on the develop-ment of ideas at this stage than the
correctness of grammar, spelling, and other surface features, a task for the editing and proofreading
stage . After finishing the first draft, the writer usually setsit aside for a time, a number of hours or
days according to time limits . This creates a distance between the writer and the writing so that when
the time comes to read the draft, it is done more objectively and cool-headedly .

Stage Six: Revising

Revision is an extremely important step in the process of writing . No writer expects to write
clearly and satisfactorily the first time around: good writing is the result of repeated revison . Indeed,
it is usualy the good writer who finds that many parts of the first draft are unsatisfying . Some of the
ideas may not have been adequately developed, while other ideas may havefailed to support the thesis .
A number of new ideas illustrating the arguments even better may have appeared . In the process of
revision, the writer may also return to do more research, thinking, and organiang . As a result, by the
time the second draft is finished, it is usualy quite different in terms of organisation and presentation
of ideas . Even the central idea may have been adjusted because of new materials and facts gathered
from research . One must be reasonable however: revision is a never-ending process . The time must
come when you condder the work to be as good as you can make it .

Stage Seven: Editing, Proofreading and Supplementing

We must also make the distinction between revision, editing and proofreading . When we tak
about revision, we are mainly concerned with the overal organisation, the content, and the message of
a piece of writing; when we talk about editing, we concentrate on the sentence and paragraph level of
the composition, checking the unity, logic and coheson; when we tak about proofreading, we then
mean the more technical aspects: spelling, punctuation and text layout . Each step has its specidl
function . These functions combine to create a complete and well-rounded piece of writing .

At the same time, the periphera components of a paper, such as a front cover, an abstract, a
table of contents, and a bibliography are prepared to pave way for the fina product .

Stage Eight: Publishing

When we are finally convinced that the paper is well organised, well presented, and neatly
printed, we can now publish" it, that is, to submit it to the intended reader . When the readers read
the paper and react to it, the communication purpose is realised .

Writing, as we see it, is a complex and recurdve process . The different stages of researching,
planning, drafting, revising, and editing are all important towards the target of a good final product .
We are going to encourage this writing process throughout this course book so that you master an
effective gpproach to the writing process .



Two Important Features of English Writing

Every student is probably aready aware that English is different from Chinese in many ways . For
the purpose of this course book, we will discuss here briefly two important features of English that are
different from Chinese . These features are determined by the English thought pattern, which is quite
different from the Chinese pattern .

Thefirst feature of English may be described by the word shape": the argument appears to
create a straight line that ends a a particular point before beginning another straight line . Chinese
writing on the other hand appears to form a circle: it begins at a certain point with a number of
formalities and talks about related ideas before finally mentioning the central point or the main
purpose . This may not be true of al cases of English and Chinese writing, but native English users do
have the habit of putting the topic sentence or thesis statement at the beginning, followed by a
presentation of the ideas contained in it . In a paragraph, the first sentence is generdly the topic
sentence, and in a forma peper, the first and the second paragraphs will be the introductory
paragraphs while the third aimost aways contains the thess statement . Students should always keep
thisin mind and try to start any piece of English writing with the central idea .

The second feature is the preference for Sets of Three in the English thought pattern . English
speakers conscioudy or more likely unconsciously prefers Sets of Three. If we read forma English
paperscarefully, we can easily discover many instances of Sets of Three . A forma paper has three
parts. the introduction, the body, and the conclusion, with the introduction and the conclusion of
similar length and the body much bigger . T he body may aso contain three arguments that support the
topic sentence in theintroduction . These three arguments may be three paragraphs or chapters that are
roughly equal in length . Each argument furthermore will ideally present three examples .

At the sentence level, Setsof Threeare common phenomena . Nouns, adjectives or adverbs are of-
ten used in groups of three for balance . In paralle structures 2— & powerful, expressive, and common
structure in English writing 2— Zhere are often three partsin the set . We will cite many such instances
throughout the course book and students should learn to master this feature to make their writing
sound natura in English .

Goals and Targets

Before we discuss this topic, we will first examine different types of writing for different
purposes . In daily life, we encounter at least two different categories of writing: 1) writing for
entertainment, (creative writing, such as novels, stories and poems), and 2) writing for information
(formal or expository prose, such as research papers and newspaper reports) . If we consder the socia
aspects of writing, classification can be made under headings of 1) informal writing, such as private
journals, notes to friends, and personal letters, and 2) formal writing, such as letters of application,
lettersof inquiry, and business communication . If we consider the different natures of writing, we
may then find that novels and stories require creative power because the creation of characters, plots,
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and images requires imagination, whereas research papers and business communications require analyti-
cal ability because they communicate factual information . Creativeness and analytical ability both have
their roles .

However, many students, unaware of different typesof writing, tend to think of writing only in
the form of novels and poems, and lose confidence at the beginning of an advanced writing course .
They fear that they do not have the imaginative power of novelists and poets, that they make too many
grammar mistakes, and that they have nothing interesting or profound to say . This negative mindset
can be extremely harmful .

To overcome the lack of confidence, we need to look at the concept of writing from a fresh angle .
Many students regard writing as something elevated and unattainable, reserved only for the chosen
few . They wish to write in English as wel as Mak Twain, Ernest Hemingway, or Winston
Churchill . They aspire to follow the example of ancient Chinese writers who never rested until they
found the most catching turn of phrase . While these are noble aspirations, they may cause one to feel
defeated before one has even begun .

What we need is some reflection with a cool head . How many, among the 1 .3 billion Chinese
people are famous and successful writers? How many, among some 600 million native English
speakers, are successful and famous writers? Very few ! We need to draw ourselves back to redlistic
expectations and foster a realistic view of writing . Before aspiring to achieve fame, we should first of
al try to write to communicate ." Do not worry if your vocabulary is simple and everyday, your
sentences ordinary and commonplace, and your message initially superficial or inggnificant . The
Important thing is to learn to communicate your ideas clearly, logicaly, and understandably .

Therefore, we need to rein in our ambitions and start from the most essential function of
language . In red life, the magor role of language is communication rather than entertanment . We
have therefore set communication as the target of this course book . We will train the learners how to
write clearly, accurately, and logically, with the emphads on effective presentation of facts and
opinions rather than creativeness or imagination . Indeed, the underlying principles are the same with
every type of writing . If we master the skills of successful communication, it will not be a big problem
If some of us decide to take afew steps further into the ream of creative and imaginative writing .

However, the apparently innocent phrase successful communication” may carry profound
meaning. We aready know that language exists in two forms: ora and written. In ora
communication, there are many different situations in which different language registers are required .
One talks with close friends in one way, with strangers in another; with street vendors in one way,
with teachers in yet another . If one confuses these different occasions and uses the wrong form of
language, one may fail in the communication . The same istrue in written communication . One writes
to one s parents in one way, to acquaintances in another; a brief note in one way, and an academic
paper in ancther . If one confuses these different forms, one may be judged as having inadequate
education .

As college students, you probably aready have a good idea as to what different forms of the
Chinese language to use under different circumstances . Yet, you are only at the beginning of learning
the proper forms in the English language . The English language has its ora forms and written forms,
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its informal, semi-formal, and very forma forms. Thes forms require different kinds of words,
sentence patterns, and essay structures . At the end of this course, we hope that students will have
developed an awareness of the need to use informal words for informa occasons such as dally
conversation, and formal words for formal occasions such as a term paper for an academic course .

To achieve these goas, training will involve several different aspects:

1) Some important forms of written communication that arelikely to be useful in different aspects

of life and career,

2) The important linguistic skills in making a piece of writing clear and readable,

3) An awareness of different forms of language,

4) The mgor methods of logical development,

5) The different steps of the whole process of writing .

It is hoped that after systematic training in these aspects, you will have mastered the basic ills
for advanced English writing .

Achieving the Goals and Targets

To achieve these goals and targets, we need to do the following:

First, we will begin by looking at different types of communicative and academic writing so that
we have an idea of what we need to learn to write . It is a belief among many language learners and
teachers that language learning is essentialy a process of imitating . If we imitate the way an educated
native speaker of English speaks and writes, listens and reads, we may regard ourselves as successful
language learners . But in order to imitate, we first of all need models . The reading materials and their
particular formatsin this course book will play this role: they are preceded by guidelines and followed
by exercises of different types to stimulate thinking and to train necessary skills .

Second, writing activities constitute an important component of this course book . Many of us may
have found writing to be the source of constant headache in the past . We hope that in this course
book, we can make writing at least less painful . We will try to guarantee that everything we write will
have a clear communicative purpose . We will also try to ensure that we can aways find enough to
write about, regardlessof the topic . We believe that having a clear purpose, knowing whom the reader
will be and what to say will certainly help with writing .

Third, we will endeavour to bring confidence to every one in the class . After learning English for
a number of years, every one of you possesses a certain proficiency in English writing . The problem
may well be that you have not had achance to prove it to yourself . This course book will try to provide
these chances, first by encouraging free writing, and later by learning to write other types of
communicative pieces .

When you do free writing, concentrate on the ideas rather than on grammar, form or spelling .
You will soon discover that if you are free of inhibitions, you can al write more than you believe you
can . You are also encouraged to keep a journal, writing down ideas and things that are interesting or
meaningful during the day . If you can foster this habit of writing, you may find that as time passes,
writing comes much more naturaly and fluently .
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Course Book Organisation

The course book isin two volumes .

Practical Writing, congsting of eight units, focuses on the more basic modes, <kills and
processes of genera English writing . Each unit contains four parts:

Part1l concentrates on some selected forms of written communication, mainly different types of
formal or business communication;

Part2 concentrates on the basic features of good English writing . Topics like choice of words,
consistency in tense, person, and number, and use of paralelism and Sets of Three, etc ., will be
discus=d, modelled and practised;

Part 3 concentrates on the processes of writing . The different steps of writing for a clear
purpose with a specific audience in mind will be discussed and practised .

Part4 leads the learners step by step through the process of writing a short formal essay of
1, 500 words . This is the most important writing task for Practical Writing . Students are required to
integrate the appropriate writing skillsinto this comparatively long piece of writing .

Academic Writing, aso haseght units, each consisting of four parts, and focuses on writing an
academic paper .

Partl (Units 1 - 7) discusses the different modes of supporting the central topic or idea.
Narration, description, definition, exemplification, cause and effect, comparison and contrast, and
classification will be modelled, discussed, and practised in turn . Although separate parts are devoted to
each, it would be helpful to remember that while these modes may stand alone as a complete passage or
composition, in alonger piece of writing, different modes will combine to achieve the desired purpose .

Part 2 (Units 1 - 8) deals aso with the features of good English writing, but with an emphasis
on academic style . Such topics as academic style, coherence, using borrowed information, giving cred-
its, and compiling a bibliography are discussed and practised .

Part 3 (Units1 - 7) also discusses the processes of writing, with the emphasis on the processes of
writing an academic paper . All necessary steps such as preliminary reading, note taking, writing an
outline, preparing introductions and conclusions, and incorporating outside resources, etc ., will be
discussed and practised .

Part4 (Units 1 - 8) guides the students through al the necessary steps of writing a 3 000-word
term paper on a topic of some academic value . Having completed a 1, 500-word essay, students are
now required to write an even longer paper to practise the necessary skills of selecting a topic,
organizing the ideas in good logic, and explaining these ideas with idiomatic, fluent, and standard
English .

For Parts 1 and 3 in Unit 8, four sample academic papers are provided as models . Part 1 analyses
the entire process a student writer employs to complete a research paper . Part 3 provides three
academic papers from different sources: thefirst oneisa 3 000-word term paper written by an English
major senior at the Univerdty of International Relations in Beijing, the second one is a research paper
written by a university student in the United States, and the third oneis a paper published in a famous
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academic journal . It is hoped that these models will inform the students more about the process of
writing, the overal organization, and the layout of an academic research paper .

Finally, let us hope that we will all find the course a rewarding experience and the course book a
helpful resource . In the duration of this course, any opinions and suggestions will be most welcome and
highly valued .1t is hoped that close co-operation between users of this course book, be they teachers or
learners, will make advanced English writing a successful and meaningful learning experience .
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