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Preface

This textbook focuses on the process rather than the product of
writing, It is divideﬁ into 8 Units. Throughout, the book offers
Aumerous writing strategies, often iliustrated with models and
sampies of students writing taken from various sources fo guide

lcarners through the process of composing similar tasks of their own.

Unit 1, The Writing Process, is designed specifically to develop
and practise a process of writing. By practising a process of writing,
students should soon be able to produce 2 desirable product. They
will become aware of how to use the prewriting process, where they
can generate ideas; the drafting process, where they begin t6
organize the material by selecting appropriate  supporting
evidence; the revising process, where they can refer to peers or
instruciors’ comments; and the finishing process, where they can
make sure that all the mechanics of writing are comrected and the
product is teady for its intended reader. These processes are

dynasic, interconnected, recursive and non-sequentiai.

Studenis need to be shown how to organize information if they
are to write effectively in English. They need to recognize the

elements of good writing: unity, coherence and cohesion,

-13-



Conscquently, Unit 2, Colierence and Cohesion, presents coherent
models of writing intended to help students produce well-organized
essays by illustrating to them how 1o cxplore and organize their
ideas in writing. |

The fourth-year students at the Department of Trapsiation are
expected to tackle certain lexts with a greater degree of specificity
than previous college assignments. in i}anicuiar, they arc reguired
to engage other writcrs’ texts. When they refer fo these sources,
they will do maore than simply recali what they have read; they are
expected lo summarize, paraphrase, and guote parts of 1he reading
material so that 1t fits their own writing purposes. For this reason,
Units 3 and 4 intreduce students to the three basic conventions of
academic writing: swmmarizing, poraphrasing and  guoting,
Throughout these units, students will be guided 1o use summarizing
Si't:ﬂtﬁgi{i‘i to generate a short summary, paraphrasing strategies 10
express ahsiract wdeas in a more concrete form and preserve the
otiginal meaning and guotations to introduce other borrowed

information from souyce materizls to support their apinions,

Students will also have to keep in mind that their professors are
more interested in their opinions and evaluation of the reading text
than in recounting information. Therefore, Unit 5, Responding,

explains how students ciearly respond to the reading material and

14~



state their opinions in appropriate language. By doing this, they
learm 10 distinguish between the author’s ideas and their own
thinking. They leam how to make their opinions strenger and more
interesting by supporting their ideas with concrete supporting
details based on rescarch cvidence and perscnal experience. In
addition, Unit 5 sugpests how ko analyze and syniliesize information

to respond to different kinds of exam questions.

Unit 6. The Reseqreh Essav, takes students through the process
of writing the research paper. This unit shows how research
function as part of the overall wnting process: prewriting, drafting,
revising and cditing. Students may need any or all of the writing
processes discussed in Units | through 5. The approach io reading
and sumumarizing in Unit 3 is crucial to library research as are

paraphrasing, quoting, and responding covered in Uniis 4 and 5.

Unit 7. The Problem-Solution Essar, 1akes up the research skilis
presented in Unit 6; it explains how 10 use valuable information and
concrete evidence collected via the “mterview” and “‘survey”
" research toels to tackle a certan problem. Furthermore, tﬁe
authentic students samples of Frdblem-Snlving patterns displayed in

this unit set forth a process for writing the Problem-Solution essay.

Unit 8, Career Writing Skills, presents 8 different forms of career

writing, all reflecting actual writing situations that students may

T



encounter hoth in and out of college, kinds of discourse that they
should learn to write intelligently, Among these types are wﬁting
formal/ informal letters, memos, reports and résumés. These skills
are essential for any writer who nceds to write and communicate
with others in and beyond the local community. The process of
writing is further explored in the context of these specific types of

writing skaiis.

The book concludes with appendixes that supplement the
features presented so far in this book: reﬁsiug and proofreading
drafts, refining sentences, ESL/EFL students writing problemns, and
documenting sources, Appendix 2 provides practice in refining

sentences o help students write effectively.

Finally, the greatest advantage of leatming to write is not pleasing
your professors or advancing your study, desirable as these goals
are. It is eniarging our capacity fo think and feel and perceive.

Writing, then, is worth learning.

Al S. Hasan

July 31, 2005
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Wit 4

The Writing Process

i. 1. Introduction

Some people seem to find writing easy. Some students can dash
off a well-written peper in one drafi. The poet Samue! Taylor
Coleridge even claimed that verse came to hiy in his sleep. But
most people find writing difficult. Choosing a topic, gathering
information, orgamizing ideas, and correcting grammar erors

require real effort for most of us (Keene & Adams, 1956, p. 2).

You will find it easier to write if you have a subject that you
know well and understand, a clear purpose for writing, and an
audience that j:uu have identified. Keeping these three elements in

mind will help your writing stay focused {Blanchard, 1997, pp.4-7).
.Subject

In order to write well, it is helpful to choose a topic that interests you
and that you kaow and understand. 1f you are assigned a subject, try fo
find an angle of that subject that you find interesting and want to
explore. You wifl usually have to go through a process of narrowing

down the general subject until you find an appropriate topic.

«17-



Purpose

Whenever you write something, it is important to think about
your purpose. To determine your purpose, you should ask yourself
the question “What am ] writing? The three most common
purposes for writing are to enfertain, o infnrm, and te persuade.
However, these three purposes are not always mutuatly exclusive. It
is possible for a piece of writing to aceomplish several purposes at
the same time. An article, for example, may be amusing but aiso

educational and/or persuasive,
Audience

What you write about (subject) and your reason for writing
(purpose) are greatly affected by whom you expect will read the final
product (audience). Because you wifl almost always be writing for an
audience, you will communicate your ideas more effectively i.f you
kﬁep that audience in mind. Remember that all audiences have

expectations, but those expectations vary from one audience to another.

Oshima and Hogue (1999, p. 3) add that you should also consider
the tone of your writing, which depends on your subject matter and
on your audience. Tone is your style or manner of expression. It is
revealed by your choice of words and graramatical structures and
even the length of your sentences. The tone ofa piece of writing

can be, for example, serious, amusing, personal, or impersonal.
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After you know your audience, think about how you will appear
to them. Writers play many different roles—among them, the
enterfaining storyteller, stern boss, helpful teaches, conscientious
reporter, or committed advocate (Keene and Adams, 1996, p. N If
you are writing for a general audience or for your teacher, you will
generally take on the role of an informed researcher who presents
information clearly and concisely. Your rolc helps fnu to determine
what to say and how to say it. Informal language and flippancy
don't belong on a job application, for example. If you're applying
for a job, present yourself as a respectful and professional

candidate:
Too Informal
I'd like to get that clerking job you put in the paper.
More Appropriate

I would like to apply for the clerk's position that you advertised
in the Times Picayune.

If you're writing an article for the campus paper, you want to

seen informed, helpful, and not too formal:
Too Formal
When the education year commences this September, registration

will transpire at the portals of the student center.
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More A [ppropricte

When the fall term begins in September, students will register at
the stndent center.

As you write each assignment in this course and in other college
‘courses, keep in mind your audience, tone, and purpose so that the

tnessage your reader will teceive is the message you intend to convey.,

Lal

1.2. The Writing Process

Oshima and Hogue {1999, op. 2- IS) fist the following stages of

the writing pmcess
1.2.1. Stage ¥: Prewrifing .

Writing, particularly academic writing, is not easy. 1t takes study
and practice to'c_levalop this skiil. For both native speakers and new
learners of English, it is important 1o note thet writing is a process,
not a “product.” This means that a piece of writing, whether it is a
comp{}smen for your English class or a iab report Tor. your
chemistry class is never complete; that is, it is always possible to

review and revise, and review and revise again.

There are four main stages in the Wwriting process: prewriting,
planning, writing and revising drafts, and writing the final capy to
hand in. Let us first concentrate on prewriting techniques, which are

activities to help you generate ideas for your writing assignments.
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§.2.1.1. Step 1: Choosing and Narrowing a Topic

If you are given a specific writing assigniment (such as an essay
question on an examination), then, of course, what you can write
about is limited. On the other hand, when you are given a free
choice of topics and can write about something you arc interested
in, then you must narrow the topic tuapaﬁiculai* aspect of that
general subject. Suppose you are interested in the environment. 1t
would be impossibie to cover such a big topic in 4 paragraph. You
would have to narrow the topic to perhaps environmertal
pollution, if ‘that is your inierest. Environmental pollution,
however, is stiil too broad a topic for a paragraph, so you might
even further narrow the topic to a type of environmental pollution,
such as poliution of the oceans. Howevet, writing about ocean
pollution s still too broad because it would inciude pollution by
«oil, chemicals, sewage, and garbage. Therefore, you might decide
to write about oil as a source of ocean poliution, Finally, you
might make fhis topic even natrower by writing only about the
effects of oil spills on sea life. The point is, you must narrow the
subject of your paragraph to a specific focus so that you can write

about it clearly and completely.
Practice: Choosing and Narrowing a Topic

Individuaily, in pair work, or with your whoie class, narrow each
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of the following general topics to one specific aspect that could be

written about in one paragraph.
Schooi Entertainment
Television Foad ' Spl;}rts
1.2.1.2. Step 2: Brainstorming

After you have chosen a topic and ﬂ&ﬁ'ﬂWEd. it to a specific focus,
the next prewriting step is tﬁ gencrate ideas. This is donecbya
- process called brainstorming. Brainstorming for idcas can get you
staried writing more quickly and save you time in the Iater stages of

the writing process.

Three useful brainstorming techniques are listing, freewriting,
and clustering. Leamn how to do each of them and then decide

which is the most productive for you.
1.2.1.2.1. Listing

Listing is & brainstorming technigue in which you think about
your topic and quickly make a list of whatever words or phrases
‘come inte your mind. Your purpose is to produce as many ideas 4s
possible in a short time, and your goal is to find a specific focus for

your topic.

Follow this procedure;

22



1. Write down the generat topic at the top of your paper.

[

. Then make a list of every idea that comes into your mind
about that topic. Keep the ideas flowing, Try to stay on the
general topic; however, if you write down information that is
cnmfxletely off the topic, don't worty about it because you can

cross it out later.

3. Use words, phrases, or sentences, and don't werry about

spelling or granumar.

Oshima & Hogue (1999, p. 5) give an example of the listing
technique on the topic of the culture shock experienced by

international students in the United States.

Culture Shock
communication problems homeless people shocking sight
poor verbat skills American students
children disrespectiul ¢lassroom environment
new language unciear expressions
American family life public trapsportation is not good
families seldom eat together need a car
lack vocabulary ' use first names with teachers
show affection in publiic college professors wear jeans
Americans talk too fast students ask questions
they are friendly no format dress code

-23.




peopte are always in a hurry no one takes time to cook good
use slang and idicms meals
famities don't spend lime professor's role

together on weckends and children spend more time with

holidays friends than with parents
children are “kings” use incomplete sentences
lack confidence - poor pronunciation

American foed is unhealthy Americans difficult to understand

everyone eats fast food students can challenge professors

4. Now rewritc your list and group similar ideas together, Cross

out items that don't belong or that are duplications,

Group A Group B Group C
Communication ™ hometesspeople
problems
poor verbal skills shocking-steht children arc “kings™
new language American students  families seldom eat

lack vocabuiary classroom together ~
environment

sirow—affection—in  publie-transportation children

public _ isHetgood disrespectful

“24 -



Group A Group B Group C

Americans falk ioo wneed-a-car families don’t spend
fast time together om
weekends and holidays

they-are-friendly use first names with children spend maore

teacher’s time with filends than
with parents
people-ars—abwaysina college  professors Aonerican——feod—is
Ty wear jeats urthenatthy
use slang and idioms  students ask everyene—eats—fast
questions foad
tack confidence no formal dress code

use incomplete ne—ene—takes-time-to
sentences seck-geodmeals

poor pronunciation  professar’s role

Americans . difficult students can

to understand chailenge professors
unclear expressions
Now there are three lists, each of which has a centyal focus. The

central focus in each new list is circled: communication problems,
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classroom environment, and American family life. The writer can

cheose one list to be the basis for a paragraph,
Practice: Brainstorming by listing

Brainstorm by listing ideas on one of the following topics.

Follow the four steps outlined above,
How to be a good student My favarite feisure-time activity

How television is 2 learning tool Tourist  astractions in  your
The characteristics of a good country or city

teacher
1.2.1.2.2. Freewriting

Freewriting is a brainstorming activity in which you write freely

about a topic because you are looking for a specific focus, While

you are writing, one idea w, ark another idea, As with listing,

the purpose of freewriting isgy % as many ideas as possihle
and fo write them down without worrying about appropriateness,
grammar, spelling, logic, or organization, Remember, the more you
freewrite, the more ideas you will have, Don't despair if your mind

seems to “run dry.” Just keep your pencil moving,
Follow this procedure:
1. Write the topic at the top of your paper.

2. Write as much as you can about the topic untif you run out of
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ideas. Include such supporting items as facts, details, and

examples that come into your mind about the subject,

3. After you have run out of ideas, reread your paper and circle

the main idea(s) that you would like to develop.
4. Take that main idea and frecwrite again.

in the following model, the student is supposed fo write a
paragraph about one major problem at his college. The student
docs't have any idea of what to write about, so he starts freewriting

about some of the problems that come to mind.

Model: Freewriting 1

Problems at Evergreen College

What is the biggest problem at Evergreen College? Well, I reaily
don't know. In fact, [ can't think of one particutar problem aithough
I know there are many problems, For one thing, the classtooms are

ysually overcrowded. At the beginning of this semester, Science

Haft 211 had 45 students although there were only 31 desks. A few
of the seats attached 1o the desks were broken, so about 20 st_udents
had o sit on the floor. Pesides, the classrooms are poot
maintsined. 1n severat of my clésses. there are broken chairs and
litter on the floor. Students even leave their dirty cups and other
gatbage on the desks. So the rooms are messy. The libm is t0O
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sinall and always crowded with students. Not ali students realiy

study in the library. Sometimes they talk a lot and this is really quite
distracting to me end other serious students who want and need a
quiet place to study. So the present library shouid be expanded or a
new Iibrarjf should be built. Ok yes, I think that another problem is

parking near the campus. The college has a big parking lot across

from the west side of campus, but it is always full. So, many times
students have to park their cars in the residential areas, which could
be so far away from the campus that they have to run to class to
make it. Yes, parking is a big problem that many students face
every day. [ have a car, and many of my friends have one, We really
have a problem. So, I think the biggest problem at Evergreen
College is not enough parking spaces near the college campus...
(Oshima & Hogue, 1999, p. 7).

_ After he finished freewriting, the student reread his paper and
underfined the main ideas, one of which he will consider as the

majox probiem at Evergreen College.

Let's say that the student has decided to choose parking as a
major problem at Evergreen College. Now that the student knows
the topic that he wants {o write about, he wit! again brainstorm by
freewriting; only this time, the specific topic will be on the parking
probiem only. His {reewriting paper might look like this.

SR



Maodel: Freewriting 2

The Parking Prebiem at Evergreen College

[ think finding a parking space clésf; to the campus at Everpreen
College is a major probiem. There are not enough patking lots for
students to park their cars. Therefore, students have to come early to get
a parking space, and even then, somefimes they are unlucky and can't get
a good parking space. Once I couldn't find a space in the wesi-side
parking lot, and ¥ had to drive in the streets for 2 half hour before | found
one. So,Iwas fate for class. Some students are late to class almost every
time the Bnglish class meets. Some even drap the class, not because they
can't handle it, but becavse they cam't find a place to park close to the
campus. The teacher warns them time and fime again not to be late, but
they can't help #.. What is the solution to the parking problem? Maybe
the cotlege should spend some fisnds to construct a multilevel patking fot
that will accommodate three timnes as many cars as the present parking

fot holds... (Oshima & Hogus, 1999, p.2).

. The student can continue I%&ﬁwriting as long as he ¢an gencrate

tdeas related to the topic. Then afer completing that task, he can
" reread it and develop certain pﬂinté, add some more ideas, or even
deletc others, The student can do this freewriting activity several |

tirnes until he is satisfied with what he has written.
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Practice: Brainstorming by Freewriting

Brainstorm by freewriting on one of the following topics. Foltow

the four steps outlined above.
Problems of ﬁrﬂrking students
Jroblems of international students
Problems with learning English in your country
A topic of your owa choice
1.2.1.2.3. Clustering

Clustering. is another brainstorming activity that you can use to
generate ideas, Here's how to use this fechnique: In the center of
your paper, write your topic and draw a “balloon™ around it, This is
your center, or core, baiiﬁon Then writc whatever ideas come to
you m balloons around the core. Think about each of these 1deas

and make more balloons around them.

For cxmnple, stppose you had to describe a person who is close
to you in some way, Using the clustering technique to get ideas, you

might end up with a paper such as the following,

—
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Model: Clustering

(Oshima & Hogue, 1999, p. 7).

- The largest cluster of balloons was gencrated from the
“wnrkahélic” balloon, so this would be a good focus for this
student's paragraph about his father.

Practice 4: Brainstorming by Clustering

Use the clustering wchniquc for ten minntes to gencrate ideas

about a member of your family.
1.2.%. Stage ¥i: Planning (Outlining)
Choosing an Organizational Pattern

After you have coflected your information and written a
preliminary thesis statement, begin organizing your ideas, a process
that will continue as you write & first draft. The following list
suggests some possibilities for shaping an entire paper or for

developing an individual section or paragraph,
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Chrenologieal: 1o tell a story, explain the evolwtion of a
prablem, describe the order in which something happened

Description: to describe the layout of a place, the appearance
of 2 person or product |
Simple to complex: to move from an overview of a situation
to specific details conceming it

Thesis/suppert: to state a general judgment and then explain
it in smaller units

Order of importance: to formulate an ordered list of goals to

be achieved, tasks to be accomplished; ot points at issue

. Checklist: fo present items fo consider, in order, before

performing a certain action

Process: to present the steps involved in accomplishing a
ceriain goal

Comparison: to judge between two or more alternatives

Cause and effect: to consider the causes of a problem as well
as its effects

+ Problem selving: to-make the decisions necessary to move

from a current situation to a desired situation.

. Pros apd cons: to review good and bad points about a

proposal and then make & recommendation

Persuasion: to argee for a change of belief or action
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Your subject matter, purpose, roe, and audience will help you to

determine the best organizational pallerns for your paper,

Afier you have finished drafting. you might decide o make a

second plan or outline---to evaluate your product and determine the

necessary revisions (see Keene & Adams, 1996, pp. 13-14).

In Stage 1, you chose topics and narrowed them, and you
generated ideas Ih}r brainstorming. Now you are ready for Siage
in the process of writing, the planning stage. In the planning stage,
you organize the ideas you penerated by brainstorming into an

outline.

Turn back to the model about culture shock on pages (23-25).
The student had developed three different lists of ideas:
communication problems, classrcom enviromment,  and American
family life. She decided to write a paragraph about communication

problems,
1.2.2.1. Step 1: Making Sublists

The first step toward making an outline is to divide the ideas in
the “comsmunication problems™ fist further into sublists and 16 cross
out any items that don't belong or that aren't useable.
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Model: Sublists

Communication Problems
{1) poor verbal skifis use incomplete sentences
lack vocabulary (2) Americaps difficult to
understand
sew-language uncléar £Xpressions
poor pronunciation Americans talk too fast
teel-confidence use stang and idioms

The ideas listed under “communication problems™ could he
divided further into two sublists—those that describe international
students and those that describe Americans. Two items, (1) poor
verbal skills and (2) Americans difficult to underséand, can serve as
titles for the sublists. New language and lack confidence didu'i fit in
either sublist, sothey were crossed out. The remaining items could
be put under 1 or 2. When you have grouped afl of the points into
their appropriate sublist; you have created a preliminary outline for

a paragraph,
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Model: Preliminary Outline

Communication Problems
A Ppor verbal skills

- fack vocabulary

- poor pronufciation
B. Americans difficuit to understand X
- use incomplete sentences

- uge unclear expressions

- tatk too fast

- use slang and idioms

1.2.2.2. Step 2: Writing the Topic Sentence

Finally, write a topic sentence. The topic sentence is the most

general sentence in a paragraph, and it expresses the central focus

of the paragraph. The topic of Group A is clearly communication

problems. Therefore, 2 possible topic sentence might be as follows.
Model: Topic Sentence

One problem that many international students face in

the United Staies is comsmunication with Ameticans,

or

International students in  the United States face

communication problems with Americans,
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1.2.2.3. Step 3: Ouilining

An outiine 15 a formal plan for a paragraphi. In an outling, you
write down the main poinis and subpoints in the order in which you
pian to write about them, The following is an example of an outline

of the topic “communication problems.”
Model: Qutline
Communication Problems

Topic Sentence Internationat students in the United States face

communication problems with Americans.
]

Supporling point

A Intémﬁtinnal students have poor
verbal skills.

Supporting detail 1, lack vocabulary

Supporting defail 2.-have poor pronunciation

Suppnrﬁng Hpipt B. Americans are difficuli to

understand.

Suppgrmfg fa.'afa;}’ 1, yse incomplete sentences

Supporting detajf 2. yse unAcjear expressions

Supggffing detail 3. talk too fast

S@Dpﬂre‘mgf'em:f AYA “_um_fi;use slang aned i'digms -
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With ids oulline in front of you, it should be relatively casy {o
write a paragraph about intermational students' comnunication
problems with Americans. There is a topic senfence, Lwo main
supporting points, two supporting details for the first main point,
and four supporiing details for the second main point. You couid, of
course. add some examples and a concluding senteace if you
wanted to, bul the main planning for the paragraph has been

completed.
Practice: Outlining

Develop an ouflitie for classroom environment. Follow the three
steps oullined above. Your ouiline should contain a lopic senience,
one or two main supporling points, and one ot two supporting

details for each main supporting pc-i'ﬁt.
1.2.3. Stage Ii: Writing and Revising Dralls

“How can I know what I think until} see what I write?” gsked
novelist . M. Forster. By taking ghances with this lirst draft ang
fetting the writing flow, you can find out what you think and hoy
best to say it (Keepe & Adams, 1996, p. 1'7). Remember that 0o
piece of writing is ever perfect the sy linw. Fach fime you writc a

new draft, you will refine and improve your writing.

Once you have considered your subject,

organization, you will be ready to write a rough drafl. [n the first
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drafl, your goal should be to develop the main idea of the paper, to
put the major points in order—and not much more. Try to write
quickly, getting down lots of words and not worrying over each -
| paragraph and sentence. You want to produce nof a finished product .
but a draft (from an Anglo-Saxon word meaning “to draw or
sketch™), a preliminary version that will be enlarged upon through

revision,
1.2.3.1. Step 1: Writing the First Rough Draft

The first step in this stage is to write a rough draf from your

outline, This is how to proceed:

. Write down the topic sentence and underline it. Doing this will

remind you of the focus of your paragraph.

. Skip one or two lines per line of writing and leave margins of
one inch on both sides of th: paper, These blank spaces will
allow you to add more details, information, examples, etc. in
order for you to fully develop your poinis. Alsa, you can add
comments s;mh as “define ,” “check spelling,” “add an

example,” and so on in the margins for your attention later on.

Write' your paragraph, following your outline as closely as
possible. Try writing steadity. Don't hesitate to add ideas that
aren't in your énutline if you are certain they are relevant to the
topic.
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Don't worry about grammar, puncfuation, or spelling. This
first rough draft does not have to'be “perfect”; in fact, it won'l
be because your main goal is fo write down as much

information as you can, following the points in your outline.

While you are writing, you may not be able to think of a word or
phrase, or you may be unable to complete a thought. Don't worry—
just leave a spaceor a line, You can fiil it in later. Also, while you
are writing about one major point, you might come up with an idea
for another major peoint. Don't risk forgetting it! Write it down in

the margin of your paper near where it belongs.

Above all, remember that writing is a continuous process of
discovery. Therefore, as you are writing, you will think of new
ideas that may not be on your brainstorming Hst or in your outline.
You can add new ideas or delete original ones at any time in the

writing process. Just be sure that any new ideas are relevant!
1.2.3.2. Step 2: Revising Content and (rganization

After you write the rough draft, the next step is to revise it. When
you revise, you change what you have written in order to improve
it. You check it over for content and organization, including unity,
coherence, and logic. You can change, rﬂmaﬁge, adi, or deiete, all
for the goal of communicating your thoughts more clearly, more

effectively, and in a more intetesting way.
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During the first revision, do not {ry to correct grammar, sentence

structure, speliing, or punciuation; this is proofreading, which you

~will do later, During the first revision, be concerned mainly with

content and organization.

This is how to proceed:

n

Read over your paragraph carefillly for a gencral overview.
Foens on the general aspects of the paper and make notes in the

margins so that you can rewrite parfs that need to be imprﬂvcd.

Check to see that you have achieved your stated purpose.

Check for general logic and coherence. Your audience should

be able to follow your ideas easily and understand what you

have wntten,

Check to make sure that your paragraph has a topic sentence

and that the topic sentence has a central {main) focus.

Check for unity. Cross out any sentence that does not support

the topic sentence.

Check to make sure that the topic sentence is deveioped with
sufficient supporting dfiails. Be certain that each paragraph
gives the reader enough information to understand the main
idea, ‘If the main point lacks sufficient information, make

notes in the margin such as “add miore detaiis” or “add an
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example.” Make sure that you haven't used general stateme 113

for supportt.

- Check your use of trapsition signals.

- Finally, does your paragraph have or necd a concluding

sentence? If you wrote a final comment, is it on the topic?

Now rewrite your paragraph, incorporating ail of the necessary

revisions. This is your second draft.
1.2.3.3. Siep 3: Proofreading he Second Drafi

The next step is to proofread your paper to check for grammar,

sentence structure, spelling, and punctuation.

- Check over each sentence for correctness and completeness:

no fragments and ne choppy or run-on sentences.

. Check over cach sentence for a subject and a verb, subject-

verb agreement, correct verb tenses, etc.

. Check the mechanics: punctuation, spelling, capitalization,

typing erTors, gic.

- Change vocabulary words as necessary. (See Appendix 1 for

revising drafts)
1.2.3.4. Step 4; Writing the Final Copy

Now you are rcady to write the final copy te hand in. Your
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instructor will expect it to be written neatly and legibly in ink or
typed. Be sure that you make all the corrections that you noted on
your second drafi. After rereading the final copy, don't be surprised
if you decide to make a few minor or cven 'maj-;:r changes.
Remember that writing is a continuous process of writing and

rewriting untif you are satisfied with the final product.
Writing Practice

Chaose one of the topics for which you have completed the
brainstorming step, and write a paragraph ten to fifieen sentences in length,

Step 1 Brainstorming: You have already completed this step.
- Prewriting

Step 2 Develop an gutline, including a topic sentence.
Planning

Step3  Writc a rough draft.

Writing

Step 4 Edit you rough draft for content and organization,
Revising

Step 5 Write a sccond draft, and proofread it for grammar and

Rewriting ~ Mechanics,

Step 6 Write a final copy to hand in.
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Unit 2

Coherence and Cohesion

2.1, Entroduction

Coherence means “to stick together.” An academic essay is
coherent if {a) the parts of the essay are unified (i.¢., they arc about
the same main idea) and {b) i the essay seems logical to the reader
(i.e., one part “flows” into another without confusing the audience).
To other words, a unified paragraph is one in which all information
in the paragraph is related in support of the topic. Coherence means
there are links between and among the pieces of information in the

paragraph.

A well-organized essay is the basis for coherence: an cssay with
a carefully identified audience and purpose, a clear thesis statement,
and body paragraphs that support their topic sentences, The use of
these organizational writing conventions makes the essay easy to
read and undeestand. Tt “sticks together” for the academic audience

(Reid, 2000, p. 116).

A paragraph is like a jigsaw puzzle. To be unified, all the pieces
must fit. To be coherent, the pieces must fit snugly, with no harsh
lines or abrupt breaks. In a coherent paragraph, ¢ach sentence grows

naturaily out of the one before it, and cach is logicaity linked fo the
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one that follows it. When all the sentences flow together smoothiy,
the paragraph is coherent (Fazio etal., 1990, pp.10-11). To make
your paragraph coherenl, arrange the supporting sentences in
chronelogical order, the order in which the events or pieces of

information occur.,

One way to achieve coherence is to arrange your senlencas in
some kind of logical order.. Your choice of one kind of logical order
over another will, of course, depend on your topic and on your
putpose. You may even combine two or more different logical
Gfdﬁi-s in the same paragraph. The important point to remember is to
artange your ideas in some kind of order that is logical to a reader

accustomed {o the English way of writing,

Some common kinds of logical order in English are
chronological  order, logical  division of ideas, and

comparison/contrast (Oshima & Hogue, 1999, p. 51).

Each kind of order has its own special words and phrases to
show the relationships among the ideas, For example, in a piece of
writing using chronological nfder, you would expect to find & lot of
time expressions: first, next, after that, findally, before the last war,
after 1990, since then, while working on the praject, efe. Words
such  as just lust week, last night, and a Jew minutes ago signal time

and provide a smooth transition to the next sentence or thought, 4
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few wminufes ago clearly comes after Jasi night. Last night comes

afler lisi week.

In a paragraph describing differences (contrast), you would find
{hese expressions: the wmost noficeable difference, farger than,

unlike, on the other hand, in contrast, differ from.

In a paragraph showing similarities (compatison), you wouid
find these expressions; similarity, similarly. as expensive as, fust as,

Just like, compare with, in comparison.

Logical division of ideas is another common method of
organizing ideas to give a paragraph coherence, ideas are pui into
groups, and each group is discussed one after the other, Transition

words such as first, second, third introduce each group.

2.2. Using Transitions

Because transitions provide valoable $ignals to the reader about
the relationships between parts of the essay, students must learn to
use them appropriately. First, trz;nsitinns fulfill several grammatical
functions. in the examples befow, the independent clauses {IC] are
underlined, and the dependent clauses are jtalicized. Notice the use

of comnas.
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Grammatical Function

1. Intreductory words

At first, we_  did _not [A word or phrase, followed by

undesstand. a comma, thai introduces an

- Similarly, Sheiley's hajr was independent clause]

curly.

2, Subordinate conjunctions [A word or phrase at the
We went because we were begimning of a dependent

excited, clause: notice comma use.

The party was over when he Note: subordinate clauses can

arrived. o¢eur either before or afier an

Even though we were late, mndependent clanse]

we were slill happy.

3. Coordinate conjunctions [A word or phrase, usually
Mariu likes pizza, and Jose Preceded by a comma, that
does oo connects  two  independent

_ clauses]
They write well, but their

friend does not.

Hundreds of transitions are available to the academic wriier.

- Below is a list of some of those transitions, arranged according to use
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and grammatical function. Notice the use of punctuation, cspecially
commas, and of capitalization. Table {2-1) lists categories of

transitions available for student writers (Reid, 2000, pp. 116-19),

Note: Some uses of transitions include only introductory words.

Other uses also include subordinate and coordinate conjunctions.

Table 2-1 Transitions .

1, Chronological transitions signal relationship in time.

Introductory Subordinate

Wards Conjunctions
First, Presently, Wher..., {IC1" or [IC} when..
Second, The next day, |Although...,, [IC] or [IC] although...
Third, Soon afterward | Before..., [IC] or [iC} before...
Next, By that time,  {During..., {IC] or {IC] during...
Later, From then on, |While..., [IC] | or [IC] while...

After that, At that moment, [Even  though..., or [ICjeven

[IC] though...
;ﬁt last, Within an howr | After..., [IC] or [IC]after...
At length, Afterward, Begause..., [IC]  or [IC] because...
carlier, Meanwhile, Unit L., {1C} or [IC]untl..
E*h:n [IC] = Independent Clause. )

-47-



2. Spatial transitions signaf relationship in space,

Introductory Words
A little farther on, Next to X, Beyond this poinl,
In the next réom, Across the slicet, Tust to the left,
At that altitude, Af the center of the circle,

Between those cities, About a foot to the right,

3. Comparison transitions signal similarity.

Infroductory Words
Likewise, - Once more, In like manner,
Similarly, Al the same time, In rmuch the same
way,
Onee again, Compared to X,

4. Contrast transitions signa! a contradiction or a contrast.

Infroductory Words
However, Nevertheless, Instead,
Unlike X, Nenetheless, On the other hand,
Conversely, | fn contrast, On the contrary,
Even so,
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Subordinate Conjunctions Coordinate Conjunctions
Although..., [IC] or {IC] although.... [1C], but {IC]
Wheress..., [IC] or [IC]whereas..  TC],yet [iC]
Even though..., [IC}] or [iC]even though....

5, Explanatory fransitions signal explanaiion, an illusiration, or

an example.
Introductory Words
For example, Frequently, . Tha. is,
For instance, Qccasionalty, In order to X,
To illustirate, Generatly, Simmilarly.
Specifically, Usually, In other words,

6. Transitions of addition signal additional or suppiemeniary

material,
Introductory Weords
in fact, Moreover, For that matter,
) Natu.raliy, Furthermaore, As a matter of fact,
Indeed, . Of course,
Besides that, [z addition,

Coordinate Conjunctions

[IC], and [IC)
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7. Cause-effect transitions signal reason or a result,

Intreductory Words
Thercfore, Due to X, Accordingly,
Thus, Consequently, As a consequence,
Finally, As a result, For this reason,
Subordinate Conjunctions Cnardinab.;: Conjunctions
Because..., fIC]  or  {IC] because... [IC], so [1C]
Since..., [iC} or [IC] sinee... |IC}, and so [IC]

{IC], and that is why [IC]
8. Counter-argument transitions signal concession or COMPromise.

Introductory Words Subordinate Conjunctions

Of course, or  However,  Although..., fIC] or [IC] although...

Certainly, Instead, Even though..., or [IC]even
[1C] though...
Aﬂe.r all, | Conversely, Because...,{IC] or [IC] because...
To be sure, In contrast,
As noted earlier, Nevertheless,
On one hand, On the other
hand,



9, Conclusion transitions signal summation.

Introductory Words
To conclude, To summarize, Finally,
In short, In conclusion, On the whaole,
In brief, Therefore, - In surnmary

Think of transition signals as traffic signs that tell your reader
when to go forward, turn, slow down, and stop. In other words, they
tell the reader when you are giving a similar idea (simiiardy,
moreover, furthermore, in addition), an opposite idea {on the other
hand. however, in contrast), an example (for example), a result {as

a resuif), or a conclusion (i conclusion).

Using transition words as a guide makes it easier for your reader
to follow your ideas. Transition words give your paragraph

goherence.
2,2.1. Transition Signals within a Paragraph

Compare paragraphs 1 and 2 that follow. Both paragraphs give
the same information, yet one paragraph is casier to understand than
the other because it contains transition signals to lead the reader

from: one idea to the next.

Which paragraph contains transition signals and is more

coherent? Circle all of the {ransition signals that you can identify.
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Paragraph 1

A difference among the world's seas and oceans is that
the salinity varies in different climate zones. The Baitic Sea
in Northern Europe is only one-fourth as Saline as the Red
Sca in the Middle East. There are reasons for this, In warm
climates, water evaporates rapidly. The concentration of
. salt  is greater. The surrounding land is dry and does not
contribute much fresh water to dilute the éalty sca water. In
_ cold climate zones, water evaporates siowly. The runoff
created by melting snow adds a considerable amount of

fresh water to dilute the saline sea water.
Paragraph 2

Another difference among the world's seas and oceans
is that the salinity varies in diﬁér@nt climate zones. For
example, the Baltic Sca in Northern Furope is only one-
fourth as saline as the Red Sea in the Middle East. Thér@
are two reasons for this. First of alf, m wartn climate
zones, waler evaporates  rapidly; fherefore, the
concentration of salt is greater, Second, the surrounding
Jand is dry and, conscquently, does not contribute much
fresh water to dilute the salty sea water, In cold chimate

zones, on the other hand, water evaporates slowly.
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Furthermore, the tunoff created by melting snow adds a
considerable amount of fresh water to dilute the saline

sea water. (Oshima & Hﬂgue,. 1999, pp. 42-43)

Paragraph 2 is more coherent because it contains transition
signals, Each transition signal has a special meaning, Fach shows

how the following sentence relatés to the preceding one,

Another tells you that this paragraph is part of a longer essay.
For example tells you that an example of the preceding idea is coming,
Two tells you to look for two different reasons.

First of all telis you that this is the first reason.

Second and furthermore indicate that additional ideas are coming,.

Therefore and conseguendfy indicate that the second

gtatement is a result of the first statement.

On the other hand tells you that an opposite idea is CoOming

{Oshima & Hogue, 1999, pp. 43-44).

Of course, you should not use a transition signal in front of every
sentence in a paragraph. Using foo many fransition signais cap be

just as confusing as using oo few. However, good wriling requires

that you use enough transition signals to make the relationships

among yout ideas clear.
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2.2.2. Transition Signals between Paragraphs

Transition signals are important not only within paragraphs but
also between paragraphs. If you write two or more paragraphs, you
need to show the relationship between your first and second

paragraph. between your second and third paragraph, and so on,

Think of transilions between paragraphs as the links of a chain.
The links of a chain connect the chain; they hold it together.
Similarly, a transition signal between two paragraphs links your

ideas together.

Two paragraphs are linked by adding a transition signal to the
lopic sentence of the second paragraph, This transition signal may
be a single word. a phrase, or a dependent clause that repeats of

summarizes the main idea in the first paragraph.

Study the following model, and noiice how the paragraphs are

linked by a single word, a phrase, or a clause.

Model: Paragraph Transitions
Ingradactory Paragrapl

Aggressive Drivers

The number of vehicles on freeways and streets
Is increasing &t an alarming rate. This influx of
motor  vehicles is creating hazardous conditions,

Moreaver. drivers are in such a rush to get to their
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destinations that many become angry or impaiient
with other motorists who are too slow or who are in
their way. Aggressive drivers react foolishly toward

others in several dangerous ways.

Transition Woirds

Body Parigraph |

Ome way an angry driver may react is 1o cut ofFanother motorist.

(+ supporting sentences)

Transition werds
Body Paragraph 2

Another way s to tailgate the other car. (+ supporting mﬂﬁm&e}

Transition Phrase
Bodhy Paragraplh 3
In addition to cutting ofl and tailgating other cars,
aggressive drivers often use rude Ianguageé or gestures Lo

show their anger. (+ supporting sentences)

Transition Clause
Body Parigraple 4
Altihough law enforcement authorities warn motorists
against aggressive driving, the number who act out their
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angry impulses has not declined. {+ supporting sentences)

Conclding Paragraph

To conclude, aggressive drivers are endangering everyone
because they create hazardous conditions by acting and
driving foolishly, They should control their anger and leamn
to drive safely. After all, the lives they save could be their |

own (Oshima & Hogue, 1999, pp. 109-110).
2.3. Cohesion

Another characteristic of a good paragraph is cohesion. When a
paragraph has cohesion, all the supporting semtences “stick
together™ in their support of the topic sentence. The methods of
connecting sentences to cach other are called cohesive devices. Five
impaortant cohesive devices are linking words, personal pronouns,
definite ariiéies, demonstrative prencuns, and synonyms (Beardman
& Fydenberg, 2002, pp. 36-8).

2.3.1, Linking Words

There are many ways to help give a paragraph cohesion, One
way is to use linking words, There are many kinds of linking .
words: coordinating conjunctions, subordinating conjunctions,
prepositions, and fransitions. Transitions are a very common type of

linking word. They are words or phrases that help fo connect
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sentences o one another. They may also help the coherence « “a
paragraph by indicating the order of the supporting sentences as
indicated above. To some exteni, nking words, inciuding
transilions, are particular to the type of paragraph that you are

writing.
2.3.2, Personal Pronouns

Another way to help a paragraph have good cohesion is by using
personal pronouns, Pronouns usually have antecedents, or nouns
that they stand for, in previous sentence parts or sentences. [n other
words, & pronoun usually refers back to a previous noun—its

antecedent. For exampie:
The little boy looked at the birthday cake.
He stuck out his finger and took a taste of #f.

Using the personal pronouns e, his, and i in the second
sentence connects these two senlences. in fact, if you didn't use
pronouns, you would have an awkward second sentence that might

not seem related to the first one. For exampie:
The little boy looked at the birthday cake.

The littte boy stuck out the fittle boy's finger and took a taste of
the birthday cake.
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2.3.3, The Definite Article

A third way to connect sentences is to use the definite article the.
A noun with a definife article often relates to a previously

mentioned noun. For example:
I bought an anniversary present yesterday.
The anniversary present is for my grandparents,

It's obvicus that these two sentences are talking about the same
anniversary present because of the use of the definite article in the
second sentence. In fact, if the definite article were not used, these

two sentences would not be related. Look at these two sentences:
I bought an anniversary present yesterday.
An anniversary present is for my grandparents.
2.3.4. Demonstrative Pronotns

Another way to connect sentences'in a paragraph, oz to give a
paragraph good cohesion, is to use the demenstrative pronouns #Ais,
that, these, and those. Like: previous cohesive devices,
demonstrative pronouns require aniecedenis in | m;dcr to heip

connect sentences to those that came before, For example:
On fop of the table was a present.

This present had purple wrapping paper.
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You could also use the definite article instead oi the
demonsizative pronoun to indicate that the two sentences g0
together. However, you must use one or the other. If you don't, then

these two sentences aren't connected. For example:
On top of the table was a present.
A preéent had purple wtapping paper.
2.3.5. Synonyms

The use of synomyms is also a cohegive device in that the
synonyms refer back to their antecedents. Like using a pronoun,
using a synonym also prevents the frequent repetifion of a word or
words. Read the first paragraph. It is awkward because of tﬁe
overrepctition of words. Then read the revised version using

synonyms for the forms of depress and retire.
Retirement

. The sixty-five-year-oid employce was depressed at the thought
of his retirement. His boss told him that he had to retite because he
was at retirement age, but he didn't want to retire. Therefore, he
became depressed. He thought that his days would be depressing
from then on because he was retired. In fact, he was so depressed
that his wife made him find another job with a company that dida't

have a retirement age. He wasn't depressed after that.
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Retirement (Revised Yersion)

The employee was saddened by the thought of his retirement. His
boss told him that he had to stop working because he was sixty-five,
but he feit that he still had a lot of good work years in him, He
didn't want to quit working, so he becamc depressed. He thonght

that his days would become boring gnd wuseless from then on

because he couldn't work. In fact, he became so distressed that his.
| wife made him find a company to work for that didn't have a
retirement policy. He felt great after that. (Boardman & Frydenberg,
2002, p. 38)

In the revised paragraph, the cohesive devices are useful in
relating sentences in a paragraph fo one another. When sentences

are related, a paragraph has good cohesion.
2.3.6. Different Forms of a Word

Another cohesive device used to relate your ideas and sentences
to each other is the use of different forms of a word. Consider the

fnl{nwin\g example.

Your understanding of economics will help vou
decide how 1o save, invest, or spend your money. These
decisions will affect you, your family, and others around
you. (Same word family: decide—verb, decisions -
HOUR), ) (Cavusgil, 1598, p. 65}
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2.4. Unity

An important clement of good writing is unity. Every pood
paragraph has unity, which means that only one main idea is
discussed. For example, if your paragraph is about the advantages
of owning a compact car, discuss only that. I3o not discuss the
disadvantages. Sometimes it is possible to discuss lwo or even three
aspects of the same idea in one paragraph if° they are closely related
to each other. For example, you could discuss gas econoniy and low
maintenance cosls in the same paragraph because they are closely
related, but you should not discuss both gas economy and easier

parking in ihe same paragraph because they are not closely related.

The second part of unity is that every supporting senlence must
directly explain or prove the main idea that is stated in the topic
sentence. Do not include any information that does not directly

support the topic sentence. (Oshima & Hogue, 1999, pp. 30-31)

One definition of support is to “help prove™.a point. The
following outline illustates three supporting deiails that help prove

the topic sentence and qne {marked*) that does not.

Topic Sentence: [My neighborhood] is munsafe because of the

crifpe rate.

1. This week there were two muggings.
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2. My neighbor’s house has been robbed three times.
*3. Sometimes I like to walk alone at night.

4, A car was sto'en last night.

When all the semteaces stay with the topic and help prove the
controlling idea, the paragraph is said 1o have unity. Sentence 3
does not support the comtrofting ides, so it does not belong in the

paragraph (Fazio, 1990, p. 8).
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Unit 3

Summarizing

3.1. Introduction

Since many writing assignments will require you to draw on
books, articles, lecture notes, and other written material, it's important

that you learn how to use reading sources to their best advantage.

The ability to take information from reading sources and use itina
composition addressed to one's own audience is useful not only in
academic writing but also in business and professionai setlings.
When a writer prepares an annual report for stockholders in a large
corporation, he or she may summarize hundreds of individual .t;EpDrtB-,
studies, and analyses. The writer repackages information that was
originally produced for accountants, managers, engineers, and other
professionals so that the general public can easily understand it. For
in-house business documents, writers often take information that was
originafly intended for ope audience, for instance technical experts,
and make it intelligible for another audience, say the sales staff:
Much of the writing that goes on in business, govemment, and other
professions involves reducing, processing, and (translating

igfgﬁmatinn for a designated audience or pirpose.
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Writers use three basic techniques to represent information they
acquire from sources. First, they summarize the information by
focusing on key clements and compacting or omitting detaiis.
Whether summaries are brief or comprehensive, they are attempts to
capture the overall message. Second, they paraphrase selected parts
of sources by translating the entire selected piece directly into their
own words. Finally, they quote directly from original sonrces. This
unit deals with surmmarizing. Unit 4 will deal with paraphrasing and
quoting,

3.2. Summaries

Summaries are shorteénied vegsions :ﬁﬁﬁ’iﬁngﬂr message. We often
atky Tives. For ¢ithple, we may hear a

60-second news report on fhe-radin, whis

encounier summaries in oar

eief information
on the most imporiant news of thic: By, Defne: s aem

series on TV, we may see a quick summary of what happened in the
previous episodes. We may summarize a movie, magazine article,
or book we'd like a friend to enjoy, or we might summarize details
of our lives to tell Frthers. We may send postcards when we fravel,
summarizing the higﬁlights of our vacation. And when a classmate
asks us “What happened in class today?” we quickly summarize the

main points covered.

In the working world, potentiai employees summarize their
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qualifications, such as educational and empioyment background,
on a résumé or application form. On the job, workers may be
asked to give oral or written progress reports to summarize the
work that has been completed. And at many business meetings,
minutes are read that summarize the business of the previous

meeting (Byleen, 1998, 122-125).

The ferm “summary” covers a wide range of activities. For
example, in answer fo an essay exam question, writers sunmarize

when they compress ideas that extend over many pages of their

textbook, Also, they summarize when they write a short paper that

reviews the main ideas presented in an assigned journal ariicle.
Further, in preparing research papers (see Unit 6), writers
. summarize when they combine ideas from a number of sources 1o
develop a particular perspective on an issue. And, finally, they also

surmarize as they take notes on the main points in a class lecture.

Summaries are widely used in academic work. They are often
found at the end of texibook chaptets to help students review the
key points. In addition, professors may give a brief summary at the
end of a lecture or begin a class with a summary of what was
previously covered. By reading a summary or abstract of an article
you can quickly deterniine whether the article is a possible source in

doing library research.
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Students are also asked to write summaries, An effective student

must be able to;

formvm e rn moe-summarize material and take notes while listening 1o fectures

or reading texts

- summarize readings to include in reports, projects, papers, and

assignments

- summarize text or lecture material to answer test questions

- summatize material and then write a reaction, analysis, or

re3ponse

Summaries ere shorter than the original message because they

coritain only the main ideas and main supporting ideas.
3.3. Elements of a Sumimary

L. A summary contains only the most irnportant information

An effective summary answers.the question: What are the main
points of the original lecture, reading, or message? To answer this
question, the summary gives the main ideas and main supporting

e —ddeds . of the original message, so that the reader or listener does not. .. . .

have 1o go to the original source to understand it. The samimary is

compiete within itself.
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2. A summary is ¢concise

Because a good summary contains enly the essential information,
it is considerably shorter than the original. Your job as the summary
writer is to distinguish the main, essential information from the
examples and detail, so you will know what to include inyour
summary. The length of the summary may depend on the

assignment given or the length and difficulty of the original,
3. A summary respects the author's original work
A summary respects the author’s original work by:
- citing the author .

- objectively stating the author's ideas witbout additional ideas

or interpretation

- using the author's exact sentences only if the proper form of

quotation

4, A summary follows an introduction/body/conclusion format

A summary is not a loosely connected iist of the main ideas. =

Whether it consists of one paragraph or several, it is structufed with
an introduction, a body, and a conclusion. As in all gu"ucl writiﬁg, :
the ideas and sentences are smoothly connected by a vatiety of
technigues, such as re;ietiti{}n_ of key words, pronoan reference, and
transitional words and phrases.
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3.4. How to Summarize a Reading Passape

In your academic course work, you will often write summaries of a

reading passage, either for your setf-study, or for tests or assignments.

The following six steps will help you write a good summary. The first
three steps involve reading and the last three primarily involve writing.
Do not hurry to start writing. Read and understand well first.

As you read, concenirate on the main ideas. Remember that you

will focus on the main ideas when you write your summary.,

1. Preview. First, quickly look at and skim parts of the reading

and last sentence of each paragraph, and the conclusion. Lbnger :
readings may also include subtitles; headings, pictures, charts,
graphs, and key words in bold or itelics. From this limited

information, you can discover the generat topic and ideas.

2. Read, Read the entire passage. Continue o focus on main

ideas. Highlight, underline, or sumber the main ideas.

3. Reread. Read it again (and again, 1f necessary) for greater

understanding.

4. Take notes and organize. Look back at what you highlighted,

underlined, or numbered i the reading. Begin your notes,

5. Write. In vour first sentence, cite the author, the work, and ihe

-G8 -
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main idea. For example, According to fauthor} in the article

“XXX,": In the article "XXX, " fauthor} states that... .

In the body of the summary, use reporting verbs such as: The
author believes, states, reports, says, discusses, notes,

concludes. . . (See Unit 4, pp.104-6 for reporting verbs).

6. Revise. Check your summary for meaning, concisencss, and
grammatical accuracy. Make certain i1 has a clear
introduction, body, and conclusion and that the sentences are

smoothly connected.

main idea—are generally included in the first sentence of a summary.

This information clearly identifies the source material for the summary.
3.5. Organizing a Summary

The length ofa summary depends on the length of the original text,

but a good summary i3 erganized in typical academic writing style:

Introduction: Begin with the fifle and author of the original

work. [ntroduce the main idea of the original text.

Body: present the ideas in the ordei in which they occur.

Include some important supporting points.

Conclusion: Restate the author’s overall idea, results, or

conclusion.
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3.6. Taking Notes for a Summary

A simple way to write a summary begins with note-taking.

- For each paragraph in the reading, put a number on a piece of
paper.

- Read paragraph [ and on your paper write a sentence fo

express the main idea of the paragraph.

- Do the same for all the paragraphs in the reading. When you
finish, you should be able to put ynﬁr sentences together into a

summary. Follow academic writing organization,

Sometimes you may find that successive paragraphs (iwo or
more paragraphs in « row) contain only one idea. In this case, you
ma},;' need to write only one sentence to express the main idea of a -
group of paragraphs.

On the other hand, sometimes one paragraph will contain more
than one importan! idea, so you may need to write more than one
sentence about this paragraph.

Practice: Organizing a Snmma&- P

The following sentences can be put together {0 make a summary, but
they are in the wrong crder. Working with a pariner, put the sentences in
the comect order using the previous explanation of the characteristics of
sumimaties. Write the appropriate number in the blank in front of gach
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sentence. Discuss your results with your classmates.
Positive Plus: The Practical Plan for Liking Yourself Better

By DI:-J{)}I’GBHBI‘GTJ‘[E[-S--- e e Cavteeare e e e

i Parts Three and Four of the book identify negative
quatities that you might have, such as spending too much

money, working teo much, being too anxious, or lying.

2. In her book, Brothers, who is a well-known American
psychologist, belps you decide whether change is

really nevessary in your life.

3. Finally, Brothers explains how you can become a

better person even if you have crises in your life,
4. Positive Plus by Dr, Joyce Brothers is a guidebook for

changing your negative qualities into positive ones,

5. In Part One, “Second Chances,” shie shows you how 1o

identify the person you would like to be.

6. InPart Two, “Your Psychological Tool Kit,” Brothers
explaing teclmigues you can use to change yourself.

(Felleg, 1998, pp. 21-3)

3,7, The Summarizing Process

A powerful approach o summarizing is to analyze and
maniputate the source until you have reduced it fo its essentials,
This process may draw on a variety of smunmatizing sirategies. (For

more information, see Kennedy & Smith, 1994,"0p.53-96)
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3.7.1. Semmarizing Strategies
1. Annotate the text, labeling or underlining important material,
2. Delete unimportant detail, exampies, and redundancy,

3. Compress words in the original text into fewer words and

provide general terms to cover several specific ftems.
4. Combine ideas in sentences and paragraphs.

5. Locate and emphasize the thesis and topic senieaces. [nvent

thesis andfopic sentences if none are found.
- 6. Identify and imitate the organizationgl pattern of the source.

7. Identify and incorporate the rhetorical context and the author's

rhetorical purpose.

These sirategies need not be applied in any particular order, and
you don't have o use all seven of them for each summary vou write.
Simply choose the subsef of s&amgies that i.s appropriate for the
source you are working with. In some cases, all you need to do to
generate a short summary is explain the context and indicate the
author's rhetorical purpose. In other cases, you may have. to use the

Tull range of strategies.

1. Annotate the fext, labeling ov underlining imporiant
materizl. Your annotations provide you with a record of your initial
understanding of the material. This record is extremely useful when
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it comes time to write 2 sumiary, Marginal labels, underiining, a:d
other notations may aiso alert you to ideas that should appear in
your work. By paraphrasing those ideas, you will be well on the

way to producing a summary.

The next three strategies often work together. We will describe

each of them and then show you how they wotk.

2. Delete unimportant detail, examples, and redundancy.
Cross out or fabel as nonessential any material that you think is
unimportant for your summary, Also take out information that
merely repeats what was said previously. Academic sources are
often highly redundant because authors repeat or illustrate compiex
concepts in order to give the reader more than one chance to

understand them.

3. Compress words in the original text inio fewer words and
provide general terms fo cover several specific items. Another
stratepy which you can use aleng with deleting unimpnrtanf detail,
examples, and redundancy is to compress several words or phrases into

fewer words and to reduce items in the same class to a single category.

4. Combine ideas in sentences and paragraphs. After you
delete nonessential material and/or categorize bits of information,
you are often left with disjointed pieces of text. If you want your

summary to flow clearly, you have to rearrange these key ideas,
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make glements parallel, or add logical connectors.

Look al how we performed the operations for sirategies 2, 3, and _

4 in the following example:

Sentence from Source

£

Schools in large cities, such as New York, Boston,
and Philadelphia, have been criticized for passing
students from grade to grade for demonstrated effort,
reguiar attendancln, and good citizenship rather than

for adequate academic performance.
Operztions

ban |, | .

Schools (in IznlfrgmaEII . cilies,) -sueh—as New—York—Boston—sand

. i e . promoti _
Philadelphia, have been criticized for {passing students from grade
to grade) for (demonsirated effort, regular atterdance, and good
, - i unjustified reasans

citizEénship ratiier than for adequate academic perfomitance.)
Resulting Summary

Urban schools have been criticized for promoting

students for unjustified reasons '(Eanik 43).

Notice how we deleted the nonessential e¢xamples of the ihree
cities; compressed text, for example, substituting “urban™ for the
phrasc “in large cifies”; and then combined this reconfiguved

material into & concise summary:
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5. Locate and emphasize the thesis and topic sentences. ou
are probably familiar with conventions like thesis slatements and
topic sentences. The thesis is the focal point of a piece, the author's
main point or the objective he or she demonstrales or proves. Topic
scntences contain  the main  ideas of peragraphs or other
subdivisions of a text. In practice, a thesis ora paragraph's main
idea may be expressed in more than one sentence, 5o do not assume
- ~that you should always search for a single senience. Since thesis
statements and topic sentences oficn include the author's most
important ideas, you can build a summary by paraphrasing them ang

then weaving the paraphrases together into a coherent whole,

Whilc topic sentences are often at the hepinnings of paragraphs,
this is not always the case. They can appear in the middle and at the
end of paragraphs as well. Similarly, while the thesis statement is
typically in the st paragraﬁh or in some other introductory
pafagiaph, it can aiso appear at the end of the piece. You will find
that in some paragraphs, there is no explicit topic sentence; the main
idea is implied through an accumulation of details, facts, or

examples.

When you are summarizing such a paragraph, try to create a topic
sentence of your own by combining ideas thal will make a unified
‘stalement. Here is an example of a paragraph whicli does not have a

-distinct topic sentence. _
ST -



..........

Buddha is said to have achieved spiritual
entightenment through meditation and fasting. Similar
procedures, however, are used to prepare for divine
inspiration in religions the world over. This fact has
implications for how one might view the development
of religion in various cultures. Indeed, this aspect of
the religious experience may be a direst response to .
human physiological characteristics. People the world
over share common experiences as a consequence of
being members of the same species. It seems
reasonable that they might interpret these experiences
the same way. (Kennedy & Smith, 1994, p.70)

The firsi sentence tells how Buddha acguired spiritual
enlightenment. The remaining sentences, however, suggest that
Buddha is used merely as an example because they discuss a larger
population—religious people throughout the world. The final
sentence is a partial statement of the main idea: people everywhere
have the same interpretation of certain experiences. We combine

these ideas to arrive at a topic sentence:

Huwman beings everywhere share certain expericrices

that they interpret as having religious significance.
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.6. Identify and imitate the organizationzl pattern of the
source. The author's organizational plan will also help you to
summarize. A good summary refiects the structural pattern of the
source. We advise you te change the original order of the source
when you are pz;raphrasing. But summarizing follows a different

procedure. In fact, once you identify how the author arranges and

- orders the piece, you can use this pattern as the skefeton foryour™ -7

summary. Since organization conveys meaning, your reader shouid

_be betier able to follow the train of thought.

There are nine ﬂrganizaﬁﬂnal plans for academic writing: (1)
time order, narration, process; (2) antecedent/consequent, cause/
effect; (3) description; (4) statement/response; (5) compare/contrast,
{6) example; (7) analysis/classification; (8) definition; and (9}

analogy. Each plan may be used to organize an enfire piece of

writing or only a small segment of it, and several patterns can be
used simultaneously. As you are reading the source you will
summarize, make a marginal note about its organizational plan. The

organizational plan can thus provide the backbone for your
SUIMMATY.

7. Identify and incorporaie the rhetorical context and the
author's rketorical purpose. In some cases, you may want to

include in your own summary the rhetorical context of the source
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and the author's rhetorical purpose, particularly when you are
writing a summary that will stand alone rather than one thai will
become a part of a longer essay. To determine the rhetorical

context, ask yourseif the questions below.
Questions for Defermining Rhetorical Context

- What is the author's background? Is he or she an acceptabie,

credible authority?

- What feeling, view, incident, or phenomenon brought about

the need or motivated the author Lo write?
- Whal role does the author assume in relation to the audience?

- In what type of publication does the piece appear’? If the
publication is a jouranal, magazine, or newspaper, what is the
readership?

- When was the piece published? I3 it current or dated?

An author's purpose focuses on how the author tries to affect or

influence the audience. Sometimes the purpose is easily identified
because it is a controlling feature of the picce, as is the case in an

argumentative text or a highly opinionated editorial. Other times the

author's purpose may not be self-evident.

When you have written a draft of your sumuary, check to sec

that you have changed the author's wording or else you will run the
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risk of plagiarizing the Source. Also remember to document your
summary by providing your readers with information about the

author, title, place and date of publicalion, and pages.
3.8. The Summary Essay

In college, sometimes you are asked to write a summary for its
own sake rather than incorporate it info & piece that you are writing
for another rhetorical purpose, You ﬁay even be assigned a free-
standing paraphrase. For instance, your English teacher might tell

vou to put & poem into your own words.

A more typical assignment is a free-standing summary. You can
write a [ree-standing summary in an essay format, Typically, a
summary essay of a reading source would include the following

elements:
3.8.1. Elements in a Free-Standing Summary Essay e

Introduction

engages the rcader with an interesting opening

identifies the source {author, title)

explains the topic of the source

conveys the main perspective or thesis of the source
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Body Paragraph Section
- discusses (in each paragraph) a key element of the source,

- links material together according to a clear pian, usuvally

reflectiszg the organizational pattern of the source
Conclusion

. tloses the essay by broadening the focus and placing the souvrce

in a farger context

Drawing on the strategies we have presented in this unit, let us

outline the process of summary writing.
3.8.2. Outline of the Summary Writing Process
Prewriting: Planning and Preparatory Activities
Read the assignment and formulate your rhetorical gna]s;.

- Why are you writing the summary, and what desired effect do

you hope to have on }fﬂuf audience?

- How much of the source material should you include in the

summary, and what form should this material take?

- Wit your summary be a comprehensive account of the

author's thesis and argument, or will it emphasize oniy the

author’s central points?
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Consider your audience.

- Are you writing for your professor or for a broader audience?
- Is your audience within the academic comsmumity?

- Ate you writing for a general audience or for specialists?

- What wifl your audience already know about the topic?

- Wil ymi need to explain basic concepis or provide

background for the source material to make setse?

- Wilt your audience be biased either for or against what the

. source says?
- Can you predict how your audience will react to the source?

- What is the overal} impact that vou want to have on your audience?

- How will yout writing inform, influence, ot change YOur

audience?

‘Read the source for infomnation; form, organization, and

features; and rhetorical concerns.
"« Reading for information
_‘What is the author's thesis or main point?
. What are other important points?

- Reading for form, organization, and features
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. How does the author get his or her points across?
. What is the methad of presentation?
. What is the pattern of organization?

- Reading for rhetorical concerns

. What is the author's purpose? How does the author intend to

influence the audience?
. Who is this author? What is his or her background?
. To whomis the piece addressed?
- In what type of publication is it published?
. What is the autbor's relationship to the audience?
f Drafting
Arrange summarized material in paragraphs.
E&entify the scurce by title and author,
Inscrt transitions and logical connectors,
Supply parenthetical documentation,
Title your summary. -

Create a works cited page.
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Revising
If possible, have a classmate or friead read your summary and

answer the questions on fhe following checklist. If o one is

available, answer the questions yourself.
Checklist for Revision
1. Have you identified the author and title of the source?

2. Have you indicated the author's purpose and the point he or she
is trying to get across {thesis)?

3. Have you referred to the rhetorical context (audience and place of

publication) if it is discernible?

4. Arc there clear transitions and logical conneciors at the

beginnings of paragtaphs?
5. Are there clear transitions within paragraphs?

6. Are there places where you followed the original, word for
word, instead of changing the wording?

7. Have you included more than a few, brief quotations?

8. Does the sumunary include too much detail, redundancy, or

examples?

9. Have you adapted the summary to your audience's needs?



0. Have you provided parentheticai documentation?
11, Have .}rﬂu inciuded a works cited page?
12. Do any of your sentences sound stifted or awkward?
.13, Do you detect any faulty usage, pﬁticiuaﬁ't}n, or mechanics?
14, Are there imy typographical errors or misspellings?
3.9, Evaluating and Writihg Simmsiries - TN T
Practice: Evaluating Summaries |

1. Read the following excerpt from a psychology textbook, “The
Concept of Self.” (Cifed in Fetlag, 1998, pp.10-11),

One of the basic concepts in the field of psycﬁnlng}r

- is the idea of “self”, which can be defined as your
whole person, the qua]ities_thai distinguish you from
everyone else, Psych‘ologisfs have offered a number of
different explanations about the concept of seif One
well-known psychologist, Carf Rogers, believed that
self-concept—your own view of who y{:ﬁ are and what
kind of person you are—is the most important factor in

the development of your personality.

According to Rogers, you slowly build an opinion of
yourself as you interact with other people, beginning

with your family. Benjamin B. Lahey explains in
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Psychaiogy: An Introduction: “You might learn that you
are a good athlete by seeing that you run faster than
most other people or by vour parents telling you that

you are a good athlete.”

Every person has two types of self. “There is the self—
the person [ think I am—and the ideal self—the person |
wish 1 were,” Labey write. “For example, 1 am pretty
sur¢ 1 can never be better thana ‘c” class; racquetball
pla}»;er (seff}, but | would Jove to win tournaments 1n the
“A* class (tdeal self).”

Is it possible o live with two selves inside you, the
- self and the ideal self? You can, but it may be difficolt
at times. Fitst, you may feel very uncomfortable if there
is a great difference between the person you are and the
person you wish to be. “It’s okay for the ideal self to be
slightly out of reach—that cun stimulate us to improve
ourselves,” Labey explains, “but if the ideal selfis so
unrealistically perfect that we know it can never be

reached, then we feel like fajlures.”

Lahey reports that a recent study by Timothy
Strauman (1992) at the University of Wisconsin proved
Rogers® ideas. “Students in introductory psychology
classes were interviewed and fested to detertnine if there
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were discrepancies between the way they view
themselves (their concept of self) and the way that they
think they would - like to be or ought-to be {two aspects
of the ideal self).” The result of the study was that the
students who saw big di'i‘fer_ances between their selves
and their ideal selves were sadder and more anxious

than the students who did not se¢ big differences.

| 2.. Reé,c.i. thc.fn]]nwing briéf ;:;m.lrﬁarif:sn;:lnf the Ae:};ceiﬁ.t ahﬂ;ré. "
With your partner, discuss which is the best summary:

1. In “The Concept of Scif,” Benjamin Lahey writes about the ideas
of Carl Rogers. Rogers believes that our self-concept aftects our
persenality very much, We have two setf-concepts: the real self
and the ideal {make-believe) self. Both are important, but they
can cause us psychological problems. In summaly, Rogers

_believes that we must know alf our feelings well.

2. If your parents say you are a good athlete, it makes you
believe that you are. You may think that you are nice, but you
“want to be less seifish. It's not realistic to think that YOu Can

be perfect.

3. A recent study at the University of Wisconsin shows that if

your ideas of your “real” self and your “ideal” self are very

different, you may have psychological problems. Students may
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be more nervous. You need to symbolize your feelings. Your

parents can also affect how you think of yourself,

Practice: Write a Summary
1. Write a summary of the following passage:

Language is the main means of communication

between peoples. But so many different languages have

developed that language has often been a bagrier rather
than an said to understanding emong peoples. For many
years, people have dreamed of setting up an
international, universal language which all people could

speak and understand. The arguments in favor of a

N universal language are simple and obvious. If all
peoples spoke the same tongue, cultural and economic
between countries (Kispert cited in Oshima & Hogue,
1699, .90} .

tig::s ‘mi;ght be _muc-h ;!oser, _agld_ good will might increase
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Unit 4
Parapbrasing and Quoting

4.1, Paraphrasing

Paraphrasing is a powerful operation for academic writing, but
often siudents do not use it enough. Teo many beginning academic
writers rely on direct quuting.whenever they use information from
reading sources. Quotations are necessary oniy when you have a
clear reason for including in your paper the precise wording of the
original. A drawback of quoting is that it is & pagsive process of
mechanically copying sections of the source. Paraphrasing, -
however, is an active process fhat forces you to grapple with the
author's ideas. In this way, paraphrasing promotes cnmi:&rEhensinn.
It is no wonder that many professors ask students to paraphrase
rather than quote source material. They know that if you can

paraphrase an author's idea, then you must be able to understand it.

~ While a summary contains only the mosf important information
from the source, a paraphrase includes @/ the information. Writers
paraphrase when they want to record the total meaning of a passage.
Notice the difference between the paraphrase and the summary in
the following example (Kennedy & Lynch, 1994, pp.74-5).
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Original sentence:

The cowbird, as well as other species of birds, Jays its
eges in“mother bird's nest and thus-avoids-hatching

and raising its own young.
Puaraphrase;

Certain birds, including the cowbird, do not hatch and
reise their own offspring but rather pass on these

responsibilities by laying their eggs in other birds' nests,
Slqnmary:
- Cowbirds do not hatch or raise their own young.

When you want to include in your paper only the gist or main
idea of a reading source, summarize it. Paraphrase when you want
to capture the meaning of the text in its entirety. In general,
relatively smali sections of the eriginal, often a sentence or twa, are

paraphrased, while larger chunks of information are summarized.

As with summarizing, you can sometimes paraphrase simply by
rewriting the original passage for a new audience. Envision your
‘audience and then change the original text in order to make it more
suitable for your readers. Suppose that your objective is to paraphrase
the following sentence for an audience of high schoo! students with
little knowtedge of computers (Keanedy & Smith, 1994, p. 75).

-0 -



The creation of an overall design for a complete
| computer system is the responsibility of & systems
analyst whereas the implementation of the design plan

is often the duty of a computer programiner.

Because you do not want to talk over the students’ heads, you put

the sentence into simpler language.

The systems analyst designs the eatire computer
system, but the computer programmer makes the
system work. |
" You must ajter the wording of the original when ynu 'pﬁé;pftméc. '
Change both vocabulary and senténcc structure, and, as a rule of
thumb, never repeat more than three consecutive words from the

original,
4.1.2. Paraphrasing Strategies

Paraphrasing wiil often require you to express absiract ideas in 4
more concrete form, For many assignments, however, you will need
a more systematic approach {o paraphrasing. When a passage |
includes difficuit concepts or complex language, it may be hard {o
reword it and still preserve the original meaning. In icsa cases, try

the following paraphrasing procedure:

- Locate individual statements or major idea units in the

original.
. -91-



Change the order of major ideas, maintaining the logical

connections among them.

Substitufe synonyms for words in the original, making sure the

language in your paraphrase is appropriate for your andience.
Combine or divide sentences as necessary.

Compare the paraphrase to the criginal to assure that the

rewording is sufficient and the meaning has been preserved.

Weave the paraphrase into your essay in accordance with your

rhetorical purpose.

Document the paraphrase. (For more information see Kennedy
& Smith, 1994, pp.76-81)

Remember that this list is not a lock-step process that always

follows the same seguence. Sometimes you may use only a subset

of the seven strategies, and you can always vary their order. For

iiiusimﬁnn, however, we are going to paraphrase the following

sentence using’ ali the strategies in approximately the order given

above. Let's assume that we are writing for an audience of first-year

coilege students.

In 1968 the Kermer Commission released a repori that
talked of two Americas, one black, one white, separate

and unequal.

-92 .



Laocate Individual Statements or Major Id¢a Units in the Originak:

First, we will deterntine how many major ideas are presented in .
the passage. We find two central units of information: (i)
information that identifies the report and locates it in time, and (2}

information that explains the report’s content.
1. In 1968 the Kerner Commission: released a report,

2. that talked of two Americas, one black, one whife, separate

and unequal.

Change the Order of Major Ideas, Maintaining the Legical
- C&ﬁﬁeﬁﬁ;ﬁgim;ng"r!‘hem: R | -
Now we will change the order of the two units of information,
placing the second before the fiest. To accommodate this switch,
we substitute “There were” for “that talked of” so that the
information about the content of the report fits ai the beginning of |
the sentence. Then we change the latter part of the sentence by
substituting “according to the” for™ In” and deiﬂting.the words

“the” and “released a.”

1. There were two Americas, one black, one white, separate and

uneguai

2. according to the 1968 Kerner Commission report,



Exerclse
Change the order of the ideas in each of the following sentences.
Example:

When Boris Pasternak was awarded the Nobel Prize
for his novel Doctor zhivago, Soviet authorities

pressured him to reject the prize.

Soviet authoritics pressured Boris Pasternak o reject
_the Nobei Prize when he was awarded it for his nove!

Doctor Zhivago.

[. As the Industrial Revolution progressed, exploitation of child

tabor became a serious social problem:.

2. Although there are currently several theories concerning the
origin of the universe, the Big Bang theory is the one most
widely hetd,

3. Despite the commaon belief that the brush is the primary tool of
the painter, many well-known paintings were created entirely

with pallet knives,

4. Even 'though the secretary of defense disagreed sharply with

the president’s foreign policy, she did not resign from office,



. Substitute Synonyms for Words in the Original Making Sure the

Language in Your Paraphrase is Appropriate for Your Audience;

At this stage it is important to think about the audience for the
pam;ﬁhrase. If the language of the original source is too formal or
sophisticated, you may want to make it more accessible to your
readers. In addition, you may need to provide a context for certain

types of material that you excerpt from reading sources.

Whenever you replace original text with synonyms, try to come
up with synenyms without consulting a dictionary or thesaurus.
Many students whe have irouble substituting words rush to
reference books and copy synonyms without considering how they
fit into the general sense of the sentence. This is usually a mistake.
Paraphrases filled with synonyms taken indiscriminately from a
dictionary or thesaurus are awkward and confusing. Here is a

pmcedur& for finding synonyms on youtr Own.
Camiﬂg Up with Your Own Synonyms

I. Come up with a word or phrase from your vocabulary that comes

as close as possible 1o the meaning of the original word.

2. Read the original sentence substituting your synonym for the
original word. Reread the sentence to see if it makes sense. If
the new word changes the meaning, come up with another

synonym and try the substitution again.
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3. Compare the dictionary definitions of the original word and
your synonym. If the definitions do not correspond, come up

with another synonym and try the substifution again.

When you are trying o paraphrase a passage that contains a word
you don't understand, you may need sfrategiés to Supple;ﬁéﬁt those
listed above. Before you consult a dictionary o thesaurus, &ty to
figure out the epproximate meaning of the unfamiiiar word based
on its relationship to the words you already know in the sentence.
We call this procedurc using confextual clues to discover a
meaning. See if you cam use contextual clues to figure out a

synonym for the italicized word in: the sentence below:

After meeting someone for the firsi time, we often
retain a gestalt of what the person i3 like but cannot

remember specific details such as eye color.

From the sentence you leamn that a gestalt is something other
than a memory of specific details, so you can infer that a gestait
may mean an overall impression. Check the word hladictiuna:y
and see if the definition we have derived from context is close to
the actuat definition. '

Contextual clues wili not give vou a complete definition of an .
unknown word, but they wiil he!p: you unlock enough of the
meaning to know what synonym to substitute for it. Always check a
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synonym that you figure out from contextual clues by substituting it
for the waord it replaces in the eriginal sentence. If you are not sure
the synonym fits, you should consult a dictionary to check your
understanding of the original word. Also, check your synonyin

against the synonyms lisied in the dictionary or thesaurus.

The only sirategy many students use for finding synonyms
consists of searching 2 dictionary or thesaurus. This should be the
last of a seties of steps. As we mentioned before, if you copy a
synonym without exami;ning its fit in the original sentence, your

paraphrase may not sound right and it may distort the meaning of

T T Falled CEREL RN AN TR RELY ] ENIR TR WTWTE C TEWNIR

| the {}ngmal As a last resuﬂ £ you use the dictionary io find 2

suhst:tute for an unknown word, try the following procedure,

Locating Synonyms in a Dictionary

1. Read gl the definitions for the word. (Do not read the synonyms.)

2. When the dictionary lists more than one definition, reread the
original sentence o sec which definition works best in the context.

3. Try to come up with your own synonym based on the definition.

4, Replace the original word with your synonym. Does the
sentence stilf have its original meaning?

5. [ the dictionary gives synonyms for the original word, compare
them to your synonym. Do they mean the same thing?
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If you are using a thesaurus, make sure that you follow steps 4 and 5
so that you do not pick inappropriate synenyms. Remember that no two
words mean exactly the same thing, and a synonym listed in a
thesaurus is not necessarily an appropriate substitute for the original
word in alf contexts. Retumning to cur example, by substituting “very
different” for “separate,” doing a little more rearranging, and providing

context where necessary, we arrive at the following paraphrase::

There were two very different and unequal Americas,
a whife America and a black America, according to
the Kemer Cornmnission's 1968 report (Quindien F7),

You do not have to find a substitute for every word in the
sentence you are paraphrasing, You can repeat words that are
essential to the meaning or have no appeopriate synonyms such as

the term “unequal” in our example,
Combine or Divide Sentences as Necessary;

Since our paraphrase is well-coordinated, there is no pressing
_heed to divide it; nevertheless, for illustration we will split it into

twa smaller units.

There were iwo very different and unequal
Americas, a white America and a biack America.
This was the central finding in the Xemer
Comimissiog's ! 668 report (Quindien E 17).
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Compare the Paraphrase to the Original to Assure that the
Rewording is Sufficient and the Meaning Has Been Preserved:

At this juncture before we incorporate the paraphrase into our
essay, we will compare it to Quindlen's original sentence and make
any revisions that are necessary.

Original:

In 1968 the Kemer Commission released a report
that talked of two Americas, ane biack, one white,
separate and unegual,

Paraphrase:

There were two very different and unequal Americas,
a white America and a black America, according to
the Kerner Commission's 1968 report (Quindlen EI7).

As you compare your paraphrase to the original, ask yourself the

questions listed below.

Questions for Revising Paraphrases

1. Did 1 summarize rather than paraphrase? If so, what did I leave

out of the original source?

2. Did I expand the meaning of the original by including my own

interpretation or superfluous ideas?
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3. Did I follow the original too closely by reglecting to rearrange

main idea nniis?

4. Did I inciude too many words from the original? Pid I repeat
more than thiree words in a row?

5.Did [ substitutc inappropriate synonyms? Do my synonyms

preserve the original meaning of the text?
6. Is my choice of words appropriate for my audience?
Exercise

Below is a sentence from a textbook along with sampte student
paraphrases. Compare each paraphrase to the original to set if the
writer needs to make revisions, Ask yourself the Questions for

Revising Paraphrases listed above.

Original Sentence:

Sﬁmaxic cells, while tiny compact worlds within
themselves, nevertheless do not exist in isﬂl&fiﬂﬂ;
instead, cells bond together, according to their special
function, and theteby forh défiiite inits or structures
called tigsues (Luckman and Snrenseﬂ 138).

I. A tissue is formed by the bonding of different somatic cells according
to their comgmon functions (Luckman and Sorensen 138).

2. Tissues that are definite units or structures are formed by celis that
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4. Tissues are f{}nne.whm somatic cells collide outside their small
* worlds. In order :ﬁr these cells to be bonded, they must match in

& certain way.

5. Tissues are fonnﬁ by the bonding together of somatic cells

according to their acial functions.

Weave the Paraphrase jnfo Your Essay in Accurdauce with

Your Rhetorical Purpuse*

We are now raadg to weave the paraphrase into our essay ina
way fhat helps furthe:r our rhetorical purpose. Consider the

following example. |

:"‘

. Excerpt from-Fssay. -
The Rﬂdnﬁ}’_:'Kiug verdict demonsirates that despite
the civil ngﬂts legislation of the past three decades,
Aﬁican-Ameﬁ‘icans are siill at a disadvantage. In her

responge o E: verdict, Quindlen reminds us that
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there were two very different and unegnal Americas,
a white America and a black America, according to
the Kerner Commission's 1968 report (E17), and she
suggests that this division persists today. Rodney
King's treatment shows the extent to which racial
injustice still exists, (Kennedy & Smith, 1994, p. 81)

We cannot be sure that a paraphrase is successful without seeing it
in context. The paraphrase must not n:mi;-,r accurately reword the author's
message, but also fit smoothly in the passage of the essay for which it
was. intende:d.. In arder to achieve this fit in the above example, we had
to identify the overall subject of Quindlen's piece. We did this by
adding *I: her response to the verdict.” We aiso attributed the material
o Quindlen by writing “Quindlen rensinds us that®

Document the Paraphrase: Remember that failing to document
a paraphrase is considered plagiurism. Always indicate the I&uthor of
the source, emclose in parentheses the page mhnhgrs of the
information you paraphrased, and provide an entry on the warks
cited page. Notice how we documnented the paraphrase in the above

example,
Paraphrasing Sources

You will generally usc a paraphrase when you discuss ideas and

facts from sources.
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To sunumarize or paraphrase, putthe author’s ideas completely
into your own words instead of creating some odd combination of
the texi’s original wording and your own. Such “plagiaphrasing”
should be avoided because it is a form of plagiarism. Consider the
differences between the adequate and inadequate ;:-araphrase.s of

this direct quotation:

the new wornen’s social history focuses on the lives
Ied by the majority of women in all strata of society,
using material from a wide range of sources, from
diaries to demographics. (Brod 266, cited in Keene &
Adams, 1996, pp. 87-88).

Inadeqﬁate Paraphrase Adequate Paraphrase

Today’s new social | [In women’s studies classes, the
history of women focuses on | concern is not with a few famous
how women lived in aff | historical or literary women but with
segments of society, using the daily ves of all types. of wotmen,
ﬁide range of research | something previously given very
materials (Brod 266). littte atention (Brod 266).

A good method of paraphrasing is to read the source material,
put the book or article dows, think through the infﬂnnﬁtinn, and

‘then write your own version of it.

- 163 -




Practice

Write a paraphrase of the passage which you previcusly
summarized on page (87), Clarify the difference between a

paraphrase and a summary.
4.2. Qnoting

Using quotations and wriling paraphrases and summaries of
information from outside sources are impoitant tools in academic
wriling. In some college classes, instructors agk their students to write
research papers {also called term papers). To write a tenm paper, you
e wesneregpist find  information about yeur - topic- th books, newspapers,

periodicals encyclapedias, and similar sourcgl (see chapter 6). Then

vou include this information in the body of yogt paper.

There are bwo kinds of quotations: direct &
quotation, another person's exact words
Gﬂﬂi-‘.lllséd in quotation marks. In an indirect &
words are reported without quotation

use both kinds of quotations in your we
1999, pp.83.89).

4.2,1, Direct Quotations L .

4.2.1.1. Verbs to Introduce Quotations #pd Paraphrases

i
Reporting verbs and phrases are used to

e

troduce a quotation or

other borrowed information (such as statis Some of the more
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conimon reporting tch;:ds are as follows:

say  accordingto  insist Feport claim  write

declare meation siaie

When using signgli phrases to introdace source maierials, you
might choose a more specific verb than said to indicate the author’s
attitude or approach. The following verbs create different meanings

that may suif your putposes more specifically,

For an Objective @bserver
describes observes points out
explaing notes SCEs

For Making Conclasions and Pefending an Interpretation

anaiyzes concludes  maintains
alleges contends  predicts
assesses insists suggests

For Agreement
agrees CORCULs grants
for Disagreement

condemns derides OPposes
criticizes objects warns
{Keene & Adams, 1996, p. 83).
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Here is a list of other ways to introduce guotations (Kennedy &
Smith, 1994, p. 86):

In the words of Quindlen

According to Quindlen

Quindien...
acknowledges concludes
addresses -considers: - -

" edds critiques

admits defines
affiemns delineates
BISWETS demonstrates
argues determines
ascertaing discovers
asks emphasizes
ASSETLS envisions
assesses evalnaies
believes examines
brings forth explores
CRtegorizes expounds on
cites finds
commentson  fumnishes

identifies

- -illusirates

inquires
interprets
investigates

lizts

makes the case

MEASHNCE

notes

postulates

presents
Proposes
proves
questions
rationatizes

refers to
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rematks
reminds us
replies

responds

- feviews

shows
stipulates
stresses
suppests
sumamarzes
surveys.
synthesizes
fraces
views
Writes

compares (contrasts)



Here are some rules for their usc:

i. Reporting verbs can appear before, in the middle of, or after a

quotation.

Dr. Karsten said, S

" . the doctor stated, * -

(1] 41

." doclared the president of the

international Olympic Cemmittee (30C).
2. Reporting verbs ¢an be used with or without the subordinator as,

As a spokesperson for the 10C suggested, *

A spokesperson for the IOC sugpested, *

3. Reporting verhs may be in any tense.

As the 10C stated in iis report afier the 1996 games in

L

Atlanta, ™

The 10C states in its report afier the 1996 games in Atlanta,

1] b3l

1

As the [OC has always insisted, ™

4. The reporting phrase eccording to can be used in place of a
repoviing verh. Use quotation marks if you are quoting

somcone's words exactly.
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According to the IOC, __ >

5. Tt is a good idea to include the source ofithe quotation in your

sentence,

According to a report published by th&ilOC, !

4.2.1.2. Punctuating Direct Quotations

vewvwenw - The miles for puncipating direct quntati@g‘as can become very

compiex. For general purposes, the rules arc ag follows:

1. Quotation marks are always used in phirs. Place a cnnuﬁa
between the reporting phrase and the quitation. Put quotation
marks before and afier the actual words qupted. Normaliy, place
cominas (and periods) before the first mark and also before the

second mark in a pair.

According to ‘Sporrs Husirated, “The use of
steroids—and other, more exolic substances such
as human growth hormone (hGH)—has spread to
almost every sport, from major league baseball to
college basketball to high school football,”

There is an imporiant exception to this rule: When you add an in-
text citation after a quotation, the period goes at the very end, after

the cldsing parenthesis:
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Prince Alexandre de Merode of Belgium stated, *T
believe thai as many as 10% of all Olympic athletes
are regular users of performance-enhancing drugs”

(qtd. in Bamberger and Yaeger 63).

2. Capitatize the first word of the quotatien as well as the first word

of the senfence.

Dr. Dondld Cthi difctof” b o UrigtEsting 14y - = T
stated, “The sophisticated athiete who wants o take

drugs has switched to things we can't fest for.”

3. If you break a quotation into two parts, enclose both parts in

quotation marks and separate the parts with commas. Capitalize

only the first word of the sentence,

“The use of steroids—and other, more exofic

substances such as human growth hormone (hGH)—

has spread,” according to Sporfs Hiustrated, “to
almost every sport, from major league baseball to
coilege basketbalt to high schooi footbatl.”

4, 1f you omit part of a direct quotation, use an cllipsis (...).

According to Sports Ithistrated, “‘The use of
steroids... has spread fo almost every sport, from
major league baseball to colicge baskethall to high

school football”
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3. i you have a good reason to add words of your own tothe

original, put brackets | } around the words that you have added.

Commenting on the difficulty of detecting drug use
among Olympic athletes, the director of drug
testing for the U.S. Olympic Committee at the 1984
and 1988 games declared, “The testers know that
the [drug} gurus are smarter than they are.”

Practice: Direct Quotations

Add punctuation fo the following direct quotations. Change the
capitalization if necessary. (The sentences in this practice are about

black holes, which are invisible masses in space larger than giant stars.)

1. Dr. Yixuan Ma, a weli-known astrophysicist who has been
studying black holes, said it is one of the most interesting

phenomena we astrophysicists have ever studied.

2. As she explained in black holes the laws of nature do not seem to
apply.

3. A Dlack hole is atiny point with the mass 25 times the mass of
our sun explained Ma's associate, Chun-Yi Su. Black holes are

created by the death of a very large star she stated.

4. It is an invisible vacuum cleaner in space she added with

tremendous gravitational pull.
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5. According to D, Su, i a person falls into a black hole, he will
eventually be crushed due to the tremendous gravitational forces,

6. Time will slow down for him as he approaches the event horizon
she said and when he reaches the event horizon, time will stand.

still for him.
4.2.2. Indirect QJuotations

In indirect quotations, the speaker's (or writer's) words are
reported  indirectly. For thi. reason, indirect quotations are
sometimes called reported spcech. Indirect quotiations are
infroduced by the same reporting verbs used for direct quoiations,
ofien with the added word that. Do not use quotation marks. Also,
the tense of verbs in indirect quotations is affected by the tense of

the reporting verh.
Changing Direct Quotations to Indirect Quotations

Good writers use both direct and indirect quotations. In certain
situations, you may find it casier to use one kind or the other, and
using both adds variety to your writing, In the following examples,
notice what changes occur when a direct quotation is rewritten as an

indirect quotation.
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Direct QGuoiation Indirect Quotation

He declared, “1 am looking for | He declared that he was looking

intellectual women,” for intelleclual women,

My father told me, “I want you | My father told me that he

1o do your best.” wanted me (o do my best.
‘The teacher told us, “Youcan | The teacher told us we could
take another test to try to take another test to (ry to
itnprove your grades.” improve our grades.
The students confessed, “We The students confessed that they
didn't study,” | hadnt studied,

To change a direct quotation to an indirect quotation:

1. Omit the quotation marks.

2. Add the subordinator that, (You may omit rhar.if the meaning is

clear.}

3. Change the verb tense if necessary. Follow the sequence of

tenses rules provided here,
4. Change pronouns as necessary.
Sequence of Tenses Rules

1. If the reporting verb is in a past tense, the verbs in an indirect

quotation may change tense according to the following rules:
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Direct Quoiation

{ndirect Quotrtion

Simpie present

changes to stmple

Susan said, “The

exam ig at eight

Susen said (that) the

exam was al eight

change to past

past e'clock.” o'clock.

Simple past and She said, “We didn'"t | She said (that) they

present perfect .ha.v;: tine to eat hadn't kad time 10
breakfast.” cat break{ast,

wonld, can to could,

and may to might

“Today [ will eat
Chinese food, and,
tomorrow Ll eat
French food if | can
find a good

resiaurant.”

Pﬂfféﬂ He said, “The exam He sed (that) the
has just started.” exam bad just
started.
Will changes to Pedro mentioned, Pedro mentioned that

today he wonld eat
Chinese food and
that toinorrow he'd
eat French tood if he
could find a good

restaurant.

2. When the quoted information is a fact or a general truth, the verb

tense in the quotation does not change.

He said, “Water boils at a lower temperature in the mountains.”

‘He said that water boils at a lower lemperafuse in the mountains.
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. When the reporting verb is simple present, present perfect, ar

future, the verb tense in the quotation does not change.
He says, “I can finish it today.”
He says that he can finish it today.

. When the reporting phrase is according to, the verb tense does

not change.

Gub!a said, “Anyone | meet on the Internet will

probably be professional and educated.”

According to Gupta, anyone he meefs on the

Internet will probably be professionat and educated.
Practice: Changing Direct Quotations fo Indirect Quotations
Rewrite the following direct quotations as indirect quotations.

. Television channel General Manager Jim Bums said, “Not
everyone can aftend college in the traditional way; therefore,
taking courses via television will offer many more students the

chance 1o earn a coliege degree.”

. Pre-med student Alma Redriguez said, I miss being on campus,

but [ have to work and take care of my family.”

. Other students said, “Last year, we spent several hours a day

commuting to and from school. Now we don't have to do that.”
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Writing Practice: Writing with Quotations

Write a. short paragraph that devefops the fopic you are given
below. Use the quotations for support. You may use them either as
direct or as indirect quotations. Include some additional supporting
sentences and transition signals to connect the ideas and make your

paragraph flow smoothiy.

Step1  Copy the topic sentence exactly as it is given.

Step2  Write several supporting sentences, using the main points
and guotations supplied. Add supporting details such as

examples if you can. Use thc{.tcnhuiques and rules you

have icarned for direct and/ or indirect quotations. Be
sure to mention somewhere in your paragraph the book

or article that is the source of the quotations.

Step3  Document the source further by putting the author’s name

and a page number in parentheses at the end of your

paragraph.

Topic sentences: The increased use of computers in business has
been accompanied by a ecostly increase in

computer crime,

Main point: Computer criminals cost business a lot of money.
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Quotation:

Main point:

Quotation:

Sonrce:

“The financial losses to business fom
computer thefts witl exceed $15 billion in
1998."

Computer criminals steal not only money but

also information.

“It is not ]ust the money they steal; they steal
data, and data is pnwer ” \

A book by Meredith Bruce, Cybererime, page
185. '
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Unit 5

Responding

5.1, Introduction

While a summary is objective and only includes the author's ideas, a

written response includes your own ideas and reaction to the reading.

For some academic assignments, you will only be asked to wriica
summary. For others, you wiil be asked to respond to the reading, In an
academic response, youn will be expected to develop an informed
npiniﬂh and support your ideas with examples, details, and facts, either
from the Teading or another source, just as you do in other kinds of
writing. You cannot just givea general opinion, such as liked/hated
this article” or “T thought this was an interesting/boring articie.”

There are several types of responses. Most commonly, you will
be asked to agree or disagree. For example, an assignment may ask
you to agree or disagree with the main idea of a reading passage, or
ask you io choose some part of a reading fo agree or disagtee with.
E A second type of response may ask you to compare and/ or contrast
what you have read with your own experiences or the experiences
of others. For other response assignments, you may be asked i0

apply what yor read to another situation, or to evaluate a reading,
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Remember that for. all of these responses, you must, provide

adequate support for your opinion.

il you are asked to summarize 'and're:iponﬂ 10 an article, mark
inferesting parts of the article as you read. You may be able to

incorporate these when you write your response.

A response paragraph may follow a summary paragraph.

Summary Pﬁrﬁg:aph

Response Paragraph

A longer tesponse may take the formi of an essay.

Introduction = Summary +
Thesis Statement

Body Paragraph: Response

Body Paragraph: Response

Body Parapraph: Response

Coenchusion
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In your response paragraphs, you need to clearly show which
opinions - and ideas are the author's and which are yours. To do this,
you can begin your response p&ragraph referring directly to the

author or ariicle.
. The author states that. . .
. Accnrﬂing to the author, . . .
. In the article, “(Title),” . ..

This lets the reader know which part of the author's work you
will be responding to. After this sentence, you can begin your ideas

with sentences such as:
. However, | believe that. . .
. [ agree with this bﬁ_cause. 4
. In my expericnce, the avthor’s point is . . .

Then you can continue’ your paragraph with supporl for your
ideas. By doing this, you clearly separate the anthor's ideas from
yours. The majority of the paragraph will be the support for your
opinion.

Activity: Analyze a Response

Read the following response paragraph and then answer the

guestions that follow,
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The autbor of “Opportunity. . . tapping the power of
mathematics™ states that many students do not have the
necessary math background to do well in the job market..
However, 1 think that for lower level jobs, which often
are johs with little chance of advancement, workers don't
need math skills. For example, grocery store clerks run
the .pm{iucts over a scanner and the cash register figures
out how much change ihe customer should receive, At
many fast-food restaurants, the clerk can press a picture
of a hamburger.on the cash register instead of pushing
numbered buttons for .lhe price. Certainly, to get ahead,
people need math, but [ think our society has made it
very easy for pénple to have a variety of jobs that require
few of no math skills. Consequently, there is little
incentive for some students to become well-edicated in
math. (Byleen, 1998, pp. 132-34) .

L. In which sentence does the writer of this response begin to
express her ideas? What words and: phrases help separate the
ideas of the two peopie?

2. What examples does the author give to support her opinion? -
- 5.2. Stating Your Opinicns in Appropriate Language
Whern you siate your opinions, you need to consider your
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audience. You need to use appropriate language and an appropr:ate
strength to your argument so that you convince your aadience
without alicnating them. The language you choose can help you

vary the strength of your statements and avoid faulty reasoning.

Your readers will be cnnvmced b}.r logical, rational argument, not
by emotional appeals, $o you must be careful of faulty reasoning—
fogical fallacies. The following are some of the most commorn

fallacies and should be avoided.
Hasty Generalization

Arriving at an opinion quickly without much evidence.

Examples
Two of my friends failed that class, so the professor is unfair.
Everyone [ talked to thought it was a workabie plan, so we should
adopt it immediately. (The writer talked to.only three people.}
Solution: Get encugh evidence to present a convincing argument,
Stereotype

A generatization applied to people ortoa parficular group of people.
often using words like atways, everybody, all, nothing, never, only.
When thes-: are used, or even when they are just implied, readers will

find the clalm unbelievable because they can probably think of : at least

one case in which the generalization or stereofype isn't true.
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Examples

[All] College freshmen spend more fime partyiag than studying.

Eve_ry adopted chi-]d wants to find his or her biological parents.

It is unsafe for [all] people over the age of 70 to drive.
Either/Or

Oversimplifying the argument, so it seems that the choices

between the ideas are very limited.
Exomples
Motorists can either wear seatbelts or die on the highways.
You can study hard or flunk-ouf of college.
There is only one thing to do: raise taxes.

Solution: Be surg to consider ali rational outcomes before

making a concluding statement.
Ad Hominem

Attacking or insulting a person instead of rationally confronting

the issues.
Examples

Bil] is totally upeducated and uninformed and should not be

allowed to express his opinion.
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Solution: confront the issue rather than the speaker. (Bylee.
1998, pp.163-64)

5.3, Support Your Opinion

One of the biggest problems in student writing is that student
writers ofien fail to prove their points. They fail because they do not
sﬁpport their points with concrete details. Their papets are 100 often
fult of opinions and gencralizations without the factual details

needed to support them.

It is certainly acceptabie to express opinions in academic writing.
In fact, most professors wanf you to express your 0Wn ideas.
However, you must support your apinions with factual details. The
more specific you are, the bester.

5.3.1. Writing with General 1deas and Specific Details

In English, we often begin by writing or saying something genercl.
We then provide some specific details thiat support or prove our
general statement, I this paragraph, the writer begins with a general
statentent. The writer then provides specific details, The details may .
become more specific as the paragraph develops. Study the
development of this pamgrqph {Cavusgil, 1998, pp.21-22).
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Discover your learning styles

general siaterment spectftc detgils
People are often unique in how they leam. Some students learn

more casily when they can read (visual. learners) and think sitently
about the material. Others are effective leamers when they listen to the
teacher talk about the material (audiiory learners). Many engineering
and science students like to learn with thefr hands (tactile learners). For
example, they learn by building models, doing experiments, and
taking notes. Some other students prefer to {earn with their whole
bodies (kinesthetic learners), For instance, athletes, dancers, and

musicians improve their abilities by practicing physical movements.
Activity: Analyzing the Use of General to Specific

1. Read the foilowing sentences, and notice the general
statements and specific details. |

Exanmfe&
Y seneral statement specific details
-1 am a visual learner. For instance, 1 improve my

vocabulary by reading the new words several times.

general statement

Boris is a visual and an auditory learner. For example,
specific details '

he reads his notes, and he repeats the ideas alond.

2. Semctimes, a Jogical organizer joins (connects) the general

‘statement and the sﬁeciﬁc details. Study the examples sbove to
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answer these questions,

a. What words often connect penerzl statements and specific

details?

b, What punctuation is often used afier these Jogical organizers?

Activify: Completing Sentences

The - following informational sentences move from general
statements to specific details, Logical organizers join many of the
sentences. Complete these sentences with an appropriate answer

from your owe €xperience.

1. T am a{n) fearner. For example, .

2. 1 also use ofher learning styles, especially _

. 1 use a combination of these

and

learning styles when 1 ' o

3. My most important leamning style is

For instance,

4. [ am not a good

learner. Fot instance, ot

3. is a learning style

that I need to practice. For example,
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5.3.2. Making Accurate Generalization Structures

Academic writers avoid “overgeneralizing.” For example, writers
avoid making stafeﬁtems like "Americans always use credit cards™
or "All Syrians love football” because these statements are not true
for everyome. In the following sentences, the writer did not
overgeneralize about people and culture, Instead, the writer iised
various grammar structures to make the generalizations more
accurate and to persuade the reader to support those generalizations,
For example, the writer used opinion structures, adverbs of
frequency, modal auxiliaries, and express.iuns of quantity. Read the

following sentences, and notice the structures that make
generati_zatinns more accurate (Cavusgil, 1998, pp.3?-46}.

Al humans have culture. It is reflected in their
customs. Culture makes us human. And each buman
group—a family, a tribe, or a nation—has its own
culture.

expression of quantity adv:rb of frequency
Most members of the same cultural group usually

share similar customs and values. For example, they
adverb of frequency
often speak dress, eat, think, and act in similar ways.

expression of -
quantity  opinion structure

Most people think that their customs are natural, right,
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vpinion srructure

and good. They believe their way of life is the best way.
meodal auxifisty R
But these customs may seem strange to others.

5.3.3. Opinion Structures

One way to persuade your readers to agree with your
gencralizations is to use an opinion structre. The following

structures are often used to introduce opinions.

Cpinion Examples

Siructures
In my opinion,  In my opinion, most people share ihe same
values.
I believe (that)  They believe their way of life is the best way.

1 ihink (that) Most people think that their customs are natural,
right, and good, |

f feel {that) Most U.S. teenagers feel that they are not ready

for marriage.

Activity: Uéing Opirion Siructures
1. You can collect ideas by discussing things with your
classmates. With a small group of classmates, cotlect ideas and

opinions about the Arab culture. Read the following list of words.

Alse various npinibn structures (in my opinion, I believe, eic.} to

el R oy
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share your opinions and move from general opinions to specific

details. Examples of two students’ work gre provided,

beliefs formal/ informal dressers  family
independent:  interested in world issues - education
Student Model 1

general opiﬁinn )
I believe hunger describes the U.S, eulture because many

specific details ~
people in ihe downtown area are hungry and don't have a place to

live.

Student Model 2

genertl opinion

In my opinion, saccer does nof describe the U.S. culfure. |
specific details
don’t think many people in the U.S, play or like the sport.

2, Write down two or three of your most inferesting opinions to
share with your class. Each _statﬂmcﬁt should have an opinion
structure, a general opinion, and specific defails (examples and/or

feasons).
5.3.4, Personal Experience .

Sometimes you can use personal experience to develop ideas in
your writing. In the foliowing paragraph, this student has used her

own experience to explain her opinicn about young Americans,
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My experience with yousg Americans

iIn my opinjor, many young Americans are
disrespectful. 1 have a 1S-year-old daughter in high

scheol. In the evenings, she tells me about her school day.

Her classmates often talk and laugh during class.

Sometitmes the noise is so loud that she cannot hear her

teacher. Some students are frequently late to class, and

often students might not complete their homework. My

daughter and | feel that these actions are disrespectful.
Maria Cervantes, Mexico, cited in {Cavusgil, 1998, p. 44)

Activity: Supporting Your Opinions

You can usé your opinions when you write, but you should

explain them. This will make your opinions sironger and more

interesting. One way to explain opimions is to use personal
experience. Rewrite your three opinions from the previous activify,

Then, write cne to two complele sentences from your personal

experience to explain each apinion. Use a different paragraph for

each opinion. An example follows.

Exarniple

opinion (general statermant} ;
I believe most young Ameticans like to dress informally, For

personal experience {specific detrils)
example, my classmates usually wear jeans and T-shirts to school.

My co-workers often dress in casual clothes, too.
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Activity; Thinking about the Topic
Good support in a paragraph gives specific information that
helps your reader understand your main idea, Compare these
paragraphs about elementary-school terchers, Which paragraph has
more specific information?
Paragraph A
Elementary-school teachers work hard, - They are
dedicated professionals, and they really care about all
their students. They understénd that their students are
individuals and have different ways of learning,
Paragraph B
Elementary-school teachers work hard. This motning,
Mr. Rodriguez of Prince PBlementary arrived in his.
classroom at 7:30, an hour before his students. He sef up.
a science display, wrote the day's work on the
blackboard, and prepared a speciat assignment for Chris
Lee, who needed some help with his mu']tiplicatiﬂn
iables. (Bonner, 1994, p.60)

Activity: Choosing Supporting Details

Supporting details ate the activities, the things, and the people in
your story. They are what people can see, fee!, hear, sinell, or taste.

They are important because they make your story interesting and
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help your reader understand your main idea,

A studeni wrote this opinion paragraph for a writing test. Read

the paragraph and do the tasks.
a. Circle the topic sentence in the paragraph.

Coming late to class disturbs everyone. Yesterday, a

student came into my English class after the fcacher

started explaining an important point. As she came i,

she hit the door against the wall. We all turned around to

watch her as she squeezed past other students to get o

her desk, When she sat down, sie scraped her chair

against the floor, and we could not hear the teacher.
Finally, the teacher stopped talking until the student was

ready. The class wasted ten minutes because of one

student's lateness. (Bonner, 1994, p. 66}

b. List three details in the story that you can see, feel, or hear.
5.4. Synthesizing Information to Answer Test Questions

© Throughout your education, you have synthesized information, in
other words, you have selected information from several sources
and combined it with your own ideas. You have gathered
information from personal experience, reading, and interaction with

others. This has included:
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- your prior knowledge and experience
- textbook reading
_ sources in the library and on the WWW

- interviews with others—informal discussions

classroom leciures

After gathering your information, you have selected what is best for
your purposes and used it to support your ideas in your written
assignments, In other words, you have gathered and used informaticn
that supported your main ideas, thesis statement, or topic sehténces.

For most writien assignments, this writing process lasts several
days or even weeks. You will have time to think about your ideas,
find good supporting materials, talk to others about your topic aiwd
your wrifing, think, write, and revise. You may have access to i

computer, dictionaries, and advice and feedback from others.
3.4.1. Synthesizing in Written Tests

For an in-class written fest, vou have a limited amount of time
(perhaps as litile as an hour) to write. You use the infermation that
you have synthesized from your class notes, textbook reading,
additional course readings, class discussions and lectures. However,
for most tests, you cannot consult these sources during the test--

this infonmation must all be in your head.
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You will be asked to do different things. For some test answers,
you will be asked to restate information. This may include
definitions, facts, and formulas, You do not add your own ideas;
you restate them as they were in your text or notes. Other questions
will ask you fo use the informetion you've learned-~to amalyze
information ot to apply the information to a particular situation. In
studying and synthesizing information for tests, you do more than
simply memorize information, It is important o understand
connections and relationships, since many questions ask you to use

what you know in new ways.

To be successful with these different types of questions, you
must know the material well before the test and work efficiently
during the fest, You must uadersiand what is expected of you from
the quesﬁun, what fo inciude in vour answer, and how to organize
that information and respend to the guestions. Then you must write
carefully because you most likely will not have time to revise or
rewrite your answers although you should take a few minutes 1o

check and proofread your work.

To write effective essay test answers, first you must thoroughly
know and be sble to use the material that you will be tested on. In

addition, you must:

- understand the question (what is gxpected of you}
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- write ¢lear, well-organized, and concise answers
- work under time pressure
Activity: Difficult Test

Describe the meost difficult test you have ever taken, Why wag it
difficult? What kinds of questions did it include? Did the questions
ask you to restate information or analyze or apply the information?
if you were poing fo take the fest again, how would vou study
differently?

3.4.2. Understandiog Test Questions

On a written test, you need to be able to identify and understand
the focus words in the questinns; such as argue, confra&t, descrfbe,
and explain, which help guiﬂe your answer, Other valuable clues
about the nrganizatiﬂn or grammatical structures can sometimes be

gained from the question.
Sample Test Question

Explain how the developinent of agriculture changed

the way huraans lived.

In this question, -the focus words are explain how. The expected
answer would be to  describe or explain how X (agriculture)
changed Y {the way humans lived), Other clues that you could gain

from the question are that your answer would probably be written in
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the past tense, and could follow a chronologicat order.
Question Words

The most conumoen question words are who, what, where, when,
how, and why. These words frequently appear in test questions.
Often who, where, and when ask for a specific piece of
information, such as aname, a place, or a date, so these are more
frequently used in short _answer questions. The woeds what, how,
and why are more frequently used for guestions that demand a

more complex answer,

Question Type of Avswer

What definition, description, or explanation
How explanation of a process or precedure
Why analysis, cause, or effect

In addition to these words, the following list contains commonly
used focus words that gwide you in responding fo test questions.
(For more information on responding to test questions sce Byleen,
1998, pp-183-207)
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Focus Words in FTest Questions

Analyze

Argue
Comment

Compare

Contrasi
Define

Describe

Mscuss

Explain

Evaluate

Prove
Respond

Summarize

Divide something into its parts, evaluate these parts,

and explain them
Present the reasens for one side of a position
Give your own opinion

Look at the qualities or characteristics of things and

show their similarifies and differences
Point cut the differences
Give the meaning ofaterm . . ...

Tell it detail the characteristics or qualities of

something or some event

Present the various sides of an argument and its key

guestions
Teli how or why

(Give a judgment based on accepted criteria, fooking
at both positive and negative points

Show that semething is true based on facts
Give your opinion or reaction

Tell briefly, covering all the key points but omitting

details and examples
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3.4.3. The Process of Responding to Exam Questions
Prepariag for Timed Writfen Essay Exarng

There arc several different types of tests. For a take-home test,
students ofien have several days ta complete their answers, and the
mstructor's expectations for depth of answers, length, and word

processing are generally different than for in-class tests. There are

two kinds of in-class fests: open-book and closed-book. Both are -

taken under time pressure. During an in -class open book fest you
can often use your texibook and notes. This can be helpful if you
have alieady studied well and know where to locate key material in
your text or notes. In-class closed-bock tests are the most common.

The following suggestions apply to this kind of test.
Studying Before the Test

If you have done active reading before the test, you can go back
to your notes and study what you've highlighted, underlined, or
numbered in your text without rereading everything, You'll be able
to spend more time reviewing the main points instead of reading
all the material again. One way to review is to write a list of
possible essay questions and compare your Hst with someone else
inv the class. Then practice writing answers for these questions.
(Just be sure that when you get to the test, you don't write the

answer to the question you thought would e on the test, when it is
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actually a different question.) In addition, take advantage of any
review session the professor offers or any study guide. Both give
strong indications of what might be on the test. Keep your eyes

and ears open.
Takiog the Test

1. Assess. Before you write any answers, read all of the guestions
carciully. Circle key words in the questions to help you focus on

what you have to do.

Divide up the fime you have for cach question. For example, if
you have 90 minutes for three questions, allot yourself about 25
minules for each question so you will have some time lef} to review

your work,

2. Take quick notes to organize your thoughts. Afler you read
the questions, in the margin ofthe test paper make a quick list of
information you will include in the answer. Afler you have
generated your list, orgamize the information by grouping or

numbering your items, Eliminate any irrelevant ideas.
The temptation with a timed essay test is 1o bepin writing withiout
taking these preliminary quick notes. However, these notes wil] free your

mind fo concentrate more on the form and style of your answers. You

can concentrate more on your English,
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3. Begin writing.

o Start with the easiest guestions. This will give you a boost of

confidence and help you warm up your ming and your writing

skill. Tn addition, you might spend less time on the easy
questions so that you can devote more time to difficult
questions., Be sure to write legibly and work within your time
"limit for the question. While ' you are working on these easy

questions, your unconscious mind will help you prepare for

the other questions you have previewed.

b. Begin your short-gnswer or essdy lesl answers with a thesis

statement or tapic Sentence. Due to your time fimits, there wili

be no time for a pradual introduction. Instead, starl with a
direct thesis statement or topic sentence. In many cases, this
can be a restatement of the test question. By restating the
guestion in  your first seatence, you will heip focus your

answer. Then add the necessary examples, details, and

evidence to suppost your main idea.

c. Write organized answers, Connieet your ideas with transition words
and phrases (i.e., next, as a resull, afler that, consequently) to show
the relationships between your ideas. Don't just scribble down the
ideas from your notes in random order.

4. Revise and Proofread. Be sure you save some time 10 check
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over your work. Your professers do not want you to recopy
your answers because that would take time away from your
thinking and ﬁriting. But til.E}".dﬂ. expect yuutorefead your
answers before you furn them in, and make neat corrections,
such as crossing out unnecessary words, adding necessary

transitions, and correcting spelling and grammat.
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Unit 6

The Research Essay

6.1. Introduction

Sometimes, particufarly in advanced courses, your instructors
will ask you to conduct independent research by collecting facts and
concepts on a given topic and assembiing them to make a point.
These research-based assignments may be as short as a one-page
critique of an article of your choice, involving under an hour of
jibrary research, or as long as a 30-page term paper requiring a
minimum of 20 sources, involving many trips to the library over a
period of weeks. Whatever the paper fength or time commitment,
the success of the entire project depends upon the skills of

information retrieval you will leam iz this unit.
Examples of Writing Tasks rhat May Regquire Research
- Reviews of books that you choose yoursetf

- Summaries or critiques of journal articles that you have to

jocate yourself

- Short reports on issues currently in the news
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- Essays analyzing literature tlizi draw on published literary
crificism

- Reviews of the literature in particular topic areas

- Term papers

While you will find the techniques covered in this unit useful for

any assignment that involves research, our exampies will focus ona

research assignment that has three specific characteristics:
1. Allows the student to choose a topic
2. Involves using a range of information sources
3. Requires sustained effort over a period of weeks

These featares call for special skills, but they also require the
skills you have already learned in this book. Depending upon the

specific reszarch assignment, you may need any or all of the writing

processes discussed in Units 1 through 5. The approach to reading

and summarizing presented in {(Unit 3) is crucial to library research
as are paraphrasing and quoting (Unit 4) and responding covered in
(Unit 5). In addition, the ability to synthesize ideas from a variety of
sources and respond to questions (Unit 5) will help you with
research-based writing projects. Indeed, if you have mastered the
skills in Units 1 through 5. You will be well on the way fo 'writing

good research papers.
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6.2. Research and the Writing Process

Research is an intellectnafly complex activity that goes beyond
knowing how to look things up in card catalogs, periodical indexes,
and other information resources. Research involves careful thought
and creativity. In this unit, we show how research functions as part of

the overall writing process. (Keenedy & Stnith, 1994,_ pp. 409-449),
Prewriting:
e Set a research paper schedule
= Pose questions and set research goals
e Decide on a general topic
¢ Consider your audience and rhetorical purpose
e Focus research goais
e Decide how you will search for infortnation
* What are the specifications of the assigriment?
¢ Who is your audicnce?
+ What level of compiexity or scope of coverage are you striving for?
+ What types of information sources will be most helpfui?

e What sources outside of libraries might help?
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& What indexing terms (search vocabulary) will provide access to

the information you want?
Lacate information sources

& Decide which aceess tools o use

‘Evaluate information sources
Excerpt relevant information from sources

Drafiing:

& Synthesize sources

e Argue, analyze, and evaluate
o Drafta thes-is

« Derive a plan

e Create an oiufline

Revising:

¢ Use correct manuscript form
» Revise based on readers’ comments

Editing

Exercise

Speculate on how you might try to make sense of your research
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topic. What are the arcas of confusion, ambiguity, disagreement, or
uncertainty? What information might you collect that would help
clarify the issues and contribute to sensemaking? Freewrite one

page in response (o these questions.
6.2.1. Prewriting for the Research-Based Paper
6.2.1,1. Set a Schedxle

While short assignments based on research may nof require any
special aflocation of time, assignments that ask stizdents fo [ocate a
number of sources cali for special planning. A major pitfail of
research is failing to allow enough time. Even the most
knowledgeable researchers can encounter hitches that require more
time than they had anticipated. For example, topics that initiatly
seemtt promising may prove unresearchable; the books, magazines,
or newspapers that you nced may be unavaiiable; preliminary
research may show you that your initial research question is naive
and must be modified; or you may have the required number of
sources on the fopic but find they don't fit together in a coherent
argulﬁent. You must alwasrs altow for the unexpected in research
assignmients. Osce you estimate how much tme your research

project will take, make a schedule,
6.2.1.2, Pos¢ Questions and Set Regearch Goals

If seeking information were only a matter of looking up facts,
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you would have little trouble setting your goals. You would simply
list the facts that you need and p:rmaﬂd to the library reference desk.
Research is- rarely this simple, As we mentioned above, research
assignments  oflen ask you to make sense of confusing and complex
material, The vast resources of a college library can be overwhelm-
ing when you are researching a perplexing, complicated issue. But
you can reduce the level of frustration and confusion in the research
process if you use the strategies described in this section. They wil}
help you define ' research prdblems and set goals for research
activities. The research process is not intimidating if you proceed

with a clear sense of purpose:
Decide on a General Topic

- As you become an experienced researcher, you will find that you
need 1o define problems and set goals not only when you begin a
research project but also throughout the research process. How you
do this depends upon the specificity of your assignment. If your
assignment is focused, you mey be able to begin searching for

materials right away.
Strategies for Generating Topics

.- Freewrite in response fo the assignment: Write nonstop for ten
minutes, using any cues in the assignment to generate ideas.

Then search your freewriting for useful ideas.
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- Brainstorm: Create a list of words and phrases in response to the
assignment, Then read over the list and look for similarities,

patierns, and connections.

- Use research tools: Consult general subject headings in indexes
related 1o your broad subject area {English language and

literature, biclogy, music, psychology, etc.) to narrow the topic.

- Consult your professor. Ask your professor to suggesi topics

within his or her discipline.
Consider Your Audience and Rhetorical Purpose

As you narrow your topic and begin your search for information,
also think about your purpose, Your purpose could be to provide the
reader with a survey of perspectives on a topic or 1o aigue &
particular ﬁnint of view. If you are researching a fopic or which you
alteady have definite opinions, you may have a thesis in mind
before you ever copsult an information source. But if you are
investigating an area that is entirely new to you, write down any
thoughts about purpose that occur to you as you start working with

the sources.
Refine Research Goals:
The strategies below will kelp you refine your research goals:

- What do you already know about the topic? In what ways could
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you expand on this knowledge by turning to sources? What
uncertainties do you have about the topic that might be answered

in sources?

~ What are your personal feelings on the topic? What are your
values and beliefs on this topic? How might you find sources that

support or contradict your views, vaues, or beliefs?

- From what perspectives can you view the topic? What are

- common beliefs on the subject? What do éxperts on the topic
believe? What do those most directly affected by the topic

believe?
- What might your own audience need to know about the topic?

As you work to focus your topic, it may be helpful to visit the
library. Reference librarians can evaluate your topic and give you

specific suggestions on how you might go about narrowing it.
Changing direction

Even though you have a clear sense of directios, you nidy shift
emphasis, narrow, or expand your topic as your research cortinues,

‘Don’t be so committed to your initial topic that you ipnoie

information indicating that a different focus might be more
appropriate or interesting, If you have a thesis in mind, régard it as a
first attempt to make sense of the issue without the benefit of all the

relevant information. As you collect information, you may find that
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your preliminary thesis does not fit with all the facts and may need
to be altered or entirely abandoned. Thesis statements may be
subject to revision as you research and write. if you cling to your
initial thesis in spite of the information you collect, you may

produce a paper that is inconsistent, ilfogical, or confusing.
Exercise

In one page of freewriting, analyze your research goals and
objectives. Do you know where to begin? Te what extent have you
narrowed your topic? Do you have a preliminary thesis? Have you
located detailed information on your topic? Do you have to
compromise your research goals? What will you need to do before

you move on to the next stage?
$.2.1.3. Decide How You Will Search for Informafion

Once you have decided your research goals, you need a plan of
attack that will guide your search for information. We call this plan
your research strategy. Before you proceed to the library, think
about the types of sources that you might consult and the kinds of
soprces that are most likely tomeet your needs, If you consider a
wide range of options, you are less tikely to reach a dead end in the
fibeary, The following questions will help you fo derive your
research strategy:
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Questions to Consider as You Derive Your Research Sirategy

- What are the assignment specifications?

- Whe is your audience?

- What level of complexity or scope of coverage are you striving for?
- What types of information sources will be most useful?

- What sources outside of iibrarif:s might help? .

- What indexing terms {ses&ch vocabulary) will provide access to

the information you wani?
What Are the Assignment Specifications?

Your research strategy may be determined largely by the
demands of the -assipnment. Research assignments sometimes

specify the types of sources that should be used.
Who Is Your Andience?

Remember that your audience must be able to grasp your ideas, so

you need to draw on sources that are appropriate for your readers.

What Level of Complexity or Scope of Coverage Are You

Striving For?

Another part of your research strategy is to consider the variety
of perspectives on your topic and decide which ones you will
investigate. A major function of research is to explore the full
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complexity of an issue by examining & range of different opinions,
What Types of Information Sources Will Be Most Useful?

Alse consider what information formats might be most

appropriate for your research goals. The foliowing types of

informalion sources can be found in libraries:

e Books (often referred to as “‘monographs™ within the fibrary)

e Pamphlets
e Periodicals (ofien referred to as ““serials’” within he library)
° Neﬁspapérs '_
e Magazines (targeted at a broad audience}
Journals {targeted at a narrow scholarly or professional andience}

¢ Sound Recordings .

e Tapcs {reel and cassetic)

« Plastic Discs (LPs})
» Compact Discs

e Sheet Music

* Microforms

o Microfiim
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% Microfiche
¢ Microcards
¢ Motion Pictures and Videorecordings
¢ Computer data files
¢ Images (graphics, photos, etc,)
& Three-dimensional artifacts
e Maps

Don’t assume that books and respected journals are always the best
sources for academic essays. Newspapers and news services provide
excellent coverage of current events. As most libraries expand their
audio and video collections, researchers should also consider non-print
media when appropriate. Books and standard reference works
(encyclopedias, almanacs, and so forth) are less useful for cusrent

events since these sources are often years in preparation.
What Sources Quiside of Libraries Might Help?

You need not restrict yourself to library soutces. You can also

obtain usefu information ouiside of libraries.
Information Sources Quiside of Libraries

Personal interviews, especially with experis and individuals who

have first-hand experignces
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- Informal research (surveys, interviews, and so forth)
- Personal observation

- Information clearinghouses (for example, a government agency

or a special interest group)

- Private information services available via modern and personal

computer

What Indexing Terms (Search Vocabulary) Will Provide Access

to the Information You Waat?

In order to gain access to card catalogs and indexes to periodicals
and reference works, you will need to know subject headings. For
the computerized versions of these catalogs and indexes, you will
need to come up with key words or phrases. To complete your
reaearéh strategy, produce a lst of words or phrases associated with
your iopic. Anticipate the words that might be used to describe or
categorize the subject. These are the terms you will ook up when

you use the catalogs and indexes.
Exercise

Outline a strategy for obtaining information for your research
topic, Specify the types of sources (format, intended audience. etc.)
you will consult and the rescurces you will use (libraries,

professqgs, public agencies, etc.). Then derive a list of search terms
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' that you think will provide access to your topic, -

T

I
1

v 6.2.1.4. Locate InfTormation Sources

-After you have decided on a strategy for cc:-llgcting information
on your topic, the next step is to proceed to the library of sustained

research. First, make sure you know kow your library is organized.
Decide Which Access Fools to Use

Access tools are the resources that help yow identify and locate
sources of information that will serve your particular purpose, The

fottowing access tools arc frequently used:
General Rﬂferém-:é Works
Card and on-line catalogs
Periodical indexes and abstracts
6.2.1.5, Evaluate Informaticn Sources

As you search for source material, you are constantly judging
whether or mﬁt_ information has direct relevance to your topic. Don’t
excerpt information that is only remotely related to your topic. If
you collect a lot of information without _exﬂrcismgjudgment, you
may get a faise sense of how weil your research is proceeding. Jﬁsi
because you have lots of sources, this doesn’t mean jmu have the
information needed to develop the paper in the direction you intend.

As you Jocate and work with soneces, ask yourself how they fit in
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with your overall goals for the research paper. To what parts o the
topic do the sources pertain? Do they support your preliminary
" thesis? What perspectives on the topic do they represent? Try fo
make écnse of the sources as you examine each one rather than

waiting until you have completed your research.

By urging you to exercise judgment in choosing sources, we are
not suggesting that you ignore ideas that conflict with your own.
Remember that your thesis is preliminary and subject to change.
You may shift your point of view after you read some of the

arguments presented in the sources.

In addition to evaluating the scurces’ refevance to your topic, you
should also judge their comparative quaiity and credibility. Too
many students have complete confidence in any source they find in
a library. Libraries include wildly opinionated, even bizarre sources
along with those that are logical and objective. Of course, there is
nothing wrong with an anthor expressing a strong opinios, but it is
a mistake for researchers to view all opinions on a topic as equally
valid. Since rescarch is sense-making, rescarchers must consider

what sources are most helpful in inaking sense of the issue.
Examining the Evidence Presented ih Sources

As you begin'reading the books and articles that you gather,
carelully evaluate the argumenis presented within them. Keene &
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Adams (1996, p.71} suggest to take the following questions into

consideration to hecome an active, critical reader:

- The author: What qualifies the anthor to speak on the
subject? Is the author likely to have a particular bias or be
neutral?

- The source: Is the publication repitable? Biased? Is it recent

or out of date?

- The audience: To whom does the awthor seem to be writing?

How does the author deal with the audience's opinions and
level of knowtledpe?

- The argumentis: What points is the author trying to make?

Are they all clear or are some relatively hidden?

- The evidence: What evidence is offered in support of each
point? Is the evidence sufficient? '

As you analyze sources, it is always helpful to speculate on the
author’s rhetorical purpose. What are the author’s reasons for
writing? Who is the author’s intended audience? How does the
author want to influence this audience? The answers to these
questions will help you understand the source better and figure out

- whether it is appropriate for your paper. For instance, if you are
writing for a public health course on the impact that smoking in

public places has on nonsmokers, you may be skeptical'of
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information from the Tobacco Institute, an organization that
represents the interests of the tobaceo industry, If you are writing on
spending prioritics for public education, you may find useful
information in a teachers® union publication, but you shouid keep in
mind the union’s desire to increase teachers’ salaries aixd benefits.
If you think about writers’ motives, you will he able to put their
ideas in a pmpér perspective,

Exercise

Locate two sources that pertain to your researci topic but clearly
differ in perspective, authoritativeness, or credibitity. Write a one-

page paper that compares the usefulness of these sources for your

tesearch purposes.
6.2.1.6. Excerpt Relevant Information from Sources

The basic skills for excerpting information from library
sources—summarizing, paraphrasing, and quoting—are coveted in
Units 3 and 4 of this book. Here, we will discuss the special

problems associated with the sheer number of sousces you are

working with for-a rtesearch paper:*A common problem is thata - v

researcher loses track of the exact source for an important piece of
information. Make sure each time you excerpt a passage froma
source, whether you handcopy, reword, or photocopy, carefully

record a compiete cifation 1o the source. You will need to record the
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exact page numbers where specific pieces of text are located. When
you draft your paper, you will cite the source as well as the page for

each summary, paraphrase, and quotation.
Information you need to copy for your citation

Book: author(s), title, publisher, city of publication, date of pub-

lication, pages where the information you excerpted is located

Magazine: author(s), title of article, name of magazine, date
{day, month, year), inclusive pages for entire article, pages where

the information you excerpted is located,

Schotarly Journal: author(s), title of article, name of journal,
volume number, year of publication, inclusive pages for entire

article, pages where the information you excerpted is located

Newspaper: aathor(s), title of articie, nime of newspaper, date
(day, month, year), inclusive pages for entire article, pages where

the information you excerpted is located

There is also a danger of excerpting too much information, Some
students compulsively coilect every scrap of information that is
remotely related to their topics, thinking that they will make sense
of it all at their leisure. Don’t bury yourself with paper; whether it.is
notecards, pages of notes or xeroxed copies of sources. Excerpt
anly what you think you might use. As we stressed earlier, research

is a sense-making process.- It i3 hard to make sense when you are
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overwhelmed with information. In the nexi section we will discuss

how to judge the usefulness of sources as you locate them.

Much has been written on how you should record the information
that you excerpt from sources. Some textbooks strongly recommend
index cards for research notes because cards can be grouped and
regrouped easily. Of course, you can cut up pages from your research
notebook or photocopies of sources and group these pieces just as
you can siotecards. Another altemative is to record your research
notes on a computer and use word processing or outlining programs
to organize the information. We recommend that you try vaﬁnﬁs

methods of recording excerpts and decide what works best for you.

In addition to notes that record specific pleces of information or
individual concefis, You should keep a separate set of notes for
preliminary thesis statements, organizational plans, or other

important ideas that occur to you during the process of research.
6.2.2. Drafting
6.2.2.1. Synthesize Sources

The research paper is, by its very nature, a synthesis. The power
of research i its ability to bring together information fmxlp various
sources to understand an issue, possibly in ways that j:ﬂsnume
authors did not anticipate. While the researcher can be creative al
atk: stggas of the research process, synthesis offerd special
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opportunities for originality. Undergraduate student _researcheré
often see connections among sources that have previously gone
unnoticed, and they structure information in néw ways. Through
synthesis, researchers give shape to information. This is the ultimate
goal of the research process..

6.2.2.2. Argue, Analyze, and Evaluate

It is commoen for long research papers to include mose than one
type of synthesis. Argument, enalysis, and evaluation may also be

important elements in a research paper.
© 6.2.2.3. Draft a Thesis

We mentioned earlier in this unit that you may have a working
thesis in mind when you begin researching. If not, one may emerge

as you collect information. The foilowing procedure will help you'

generate a working thesis from your research notes:
Generating 2 Thesis

1. Scan your research notes quickly, noting any general trends,
main coacepts, or overall patterns.

2, Freewrite for ten minutes on what you think your research might

teil your reader.

3. Reduce your freewriting to several sentences that explain what

-you want to say to your reader.
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Exercise

Draft a preliminary thesis statement for youy own research paper.
Ask a classmate to read your thesis statement and orally paraphrase

it. Did your intentions come through?
6.1.2.4‘ Derive & Plan

A research paper can follow one organizational plan or a
combination of plans. In many cases, a plan will occur to you as you
conduct research., You may se¢ that the information you collect
from various sources fits into an .obvious pattern, or you may
posrow 2 plan from one of your sources, Considering how you
might use the source information to support your thesis may also

suggest an organizational plan,

If no obvious pattern emerges from the mformation you
collected, systematically examine your research notes. Try to derive
one or more possible plans by categorizing the information in the
notes, If you use notecards, you can sort them into piles, grouping
related information together, o sec what pafterns appear. Try

severat different grouping schemes to find what works best.

$.2.2.5, Create an Quiline

Petailed outlines are required for research projects. Because
research writers must juggle many sources and deal with issues in

depth, they need an outline which will keep them on fask and
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provide a framework that unifies information from various sources.
A pitfall of research paper writing is becoming bogged down in the
details from sources and failing to clarify the relationships among
idéalts. If you draft your research paper working from a detailed
outline, it will be ecasier to wrile and, in the end, your train of

thought will likely be more evident to your audience.

The forimal outline provides a clear hierarchical structure thal is
useful for imposing order on a topic that is complicated and has a
number of discrete subtopics. {see Unit 1, p.36 for designing an

outling)

With some topics of certain collections of sources, however, you
may feel constrained if you have to force the material into an
outline. In these cases, free-form outlining, which allows the writer
to determine his or her own structure, may come closer Lo reﬂucting_

your actval thinking.
Exercise

Create an outline for your research paper. Ask a classinate to read
the outline and answer the following questions: (I) What is the
overall plan for the paper? (2} Does each individual point in the
outline relate clearly 1o the overall poal? Revise your outline based

en your classmate’s comments.
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0.2.3, Revising
Checklist for Revising a Research Paper

Is the paper writtent on a sufficiently narrow topic?

Can you understand the writer’s research goals?

Does the writer present a clear thesis?

Does the writer make sense of the information from sources?

Can you discer the research paper’s form (comparison and contrast
" of multiple sources, sumunary of multiple sources, objective
synthesis, essay of response to multiple sources, synl_hesis witha

' specific purpose, argument, analysis, or ¢vaiuation)?

Is the information from sources otganized according to a clear plan?
Does the writer use information from sources convincingly?

Are the writer’s assertions substantiated with material from

SOUrCes?

Does the writer provide transitions among sources and among

pieces of information?

Is the writer’s voice appropriate for this type of essay? Why or
why not?

[s the paper opener satisfactory? Why or why not?
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- Does the essay have an appropriate conclusion?

- Is the title suitable for the piece?
- Can you identify the source for each piece of information?

- Dcees the paper end with a list of works cited that includes all
sources referred fo in the text of the paper?

6.2.4. Edifing

When you are satisfied with your revision, read your paper aloud,
Then reread it line by line and sentence by sentence. Check for
corTect usage, punciuation, aj}eﬂing, mechanics, manuscript form,
and types. Ifyou are using & word processing program with a speil
checker, ‘apply the checker to your essay. If you are especially weak
in editing skills, try getting a friend to read over your work. Keep in

mind the following concerns:

L]

Are all your sentences complete?
- Have you avoided run-on sentences and comma splices?

- Do pronouns have clear amtecedemts, and do thajr' agree ig

number, gender and case with the words for which they stand?

- Do ali the subjects and verbs agree in person and number?
- Is the verb tense consistent and comrect?

-. Have you used modifiers (words, phrases, subordinate
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clauses) correctly and placed them where they belong?

- Have you wused matching elements within parallel

¢constructions?
- Are punctuation marks used correctiy?

- Are spelling, capitalization, and other mechanics

(abbreviations, numbers, italics) correct?
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Unit 7

The Problem-Solution Essay

7.1. latroduction

Problem-solving is part of our everyday lives. How can we get
better grades? How can we get along betfer with a roomimate?
Moreover, problem-solving assignmenis -ave frequentiy part of
academic course work. As writers confront problems and seek
solutions—how to persuade a collegefuniversity administrator ta
keep the campus library open longer in the evenings, for example-—
they demonstrate many of the writing and research skiils students

have practiced in this course.

The overall organization of Problem-Solation papers usually
contain (a) a backgrousnd p&ragraph that demonstrates the pmﬁlem,
{h) one or more paragréphs of evaluation of alternative solutions
{called a “feasibility study™), (c) a persuasive proposal—of one or
mare paragraphs—for one solution, and (d} one or more paragraphs
describing the impiementation of that solution. The outline in
Figure 7-1 shows the overail nrga:;ization of the Probiem-Sotution
essay, as well as the writing conventions and research skills needed

to fuifill the expectations of the academic audience.
« 167 -



Note: Not all Problem-Solving essay assignments require all of
the elements below; some academic assignments emphasize two or

three of the elements and igmore others.

[Engapes audience; thesis i Iniroduction

statement ]

[Describing, examples, II  Background paragraph-
observing, definfiion; use of demonstrating that a probiem
external resources] exists

[Investigating, explaining; ill- Body paragraphs

Hﬁiﬂg mmpﬂribﬂn. CORTrast, Vi ; 'EKPIQTE EGV'EI'&]. su]uﬁﬂm £0 th‘ﬂ

process, cause (5} and effect(s)] problem
| ' . develop and evaluate a feasibility

apalysis of those solutions

{Designing interviews, - Present sources {o use as

surveys, using books, articles, evidence

the WWWj - . propose one solution to the

fUsing aroument, couner- pmblein

argument technigues, non- . persnzade the audience that ona

text materials | solution; should be adopted

[Process, classification, . present an implementation plan

reasons; analysis} for the proposed solution

[Summary, recommendation] VII Conclusion

Figure 7-1: Overall Organization of a Problem-Solution Essay
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7.2. Preparing to Write the Problem-Solution Essay

Although students could write Probiem-Solution essays about
national or international problems (such as pollution, smoking, or
adolescent viclence}, writing about local probliems that students know

aboul personally ¢an make the writing process more satisfying,
Exercise

With a small group of classmates, discuss 2 or 3 ocal problerns
you have identified, Which problem interesis your classmates?
What experiences have your classmates had with each problem?
What solations do your classmates suggest for each of the

problems?
Writing Assignment: Collecting Fnformation

After you select alocal probiem, begin to gather information abowt
that problems. Summarize what you aleeady know about the problem

. and note what vou need to know. Decide where you can locate

information, and identify the person (or persons) you should inferview,
7.2.1. Demonsérating that the Problem Exists
Fhe Background Paragraph

Selecting a problemn to be solved requires more homework than
any other academic assignment topic. Not only must the writer select
and thoroughly analyze the audience, but she or he must evaluate the
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topic to make certain that it is a problem and that it can be solved.

Otherwise the writing task can be both frustrating and embarrassing.

Remember that, in the Problem-Solution paper, the background
paragraph describes the préhlam and its severify, using research to

demonstrate the existence of the problem,

Writing Assipnment: Describing the Problem (The Background
Paragraph}

Write a background paragraph, using specific defail, that
describes the probiem you have selected. Use information from
your knowledge and experiences and from the expericnces of others
to demonstraie the severify of the problem. Use additional
information you have collected from other sources to suppart ynﬁr
ideas. Cite your in-text sources, and start your end-of-text reference

page. {See Appendix 4 for documenting sources.)
Using Headings

For longer and or more complex academic writing assignments—and,
in some fields of study, for all written assignmenis—student writers
can choose to use headings te introduce each major parf of the
essay, and perhaps subheadings to label subtopics within the major
headings. Scientific and technical papers almost always depend on
headings and subheadings to remind readers of the progress of the
paper. Typically, these headings include Introduction, Literature
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Review, Methods and Materials, Results, Discussion, and
Conclusion. Textbooks also use headings and subheadings to help
the audience: the headings could include Background, Analysis of

Soiutions, Impiementation Plan, and Conclusion.
7.3. Using Sources in Academic Research

Individual background knowledge, as wefl as personal
observation and experience, can be engaging and strong cvidence to
raise the consciousness of readers. For example, Naoko Otsuld
" wrote about the problem of returning fo her country afier she
completed her academic work in the U.S. In the background
paragraph  below, she pfesented her observations of the

disadvantages of the Japanese respect for harmony.

Student Sample
[Thesis statement Harmony is prized in mosi facets of life in
of opinion] Japan, but 1 believe the ways that harmony

is practiced, especially in the educational
system and in the workplace, are noi

beneficial to Japanese society.

Background Paragraph: Demonstrates that a Problem Exists

[Topic sentencef When I returned to Japan after living five
years abroad, 1 was startled to find the
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[Techniquesl af
support: personal
experience,

exampies]

{Methods of
development:
definition,

comparison and

conirastf

hindrances to my freedom of expression at
school as a result of the concept of harmony.
First, ail students are required fo wear
uniforms te school; while most Japanese
students accept this regulation, 1 could not
understand why we needed to wear this
attire. Instead of promoting harmony, I felt
that it repressed my individuality. Second, it
is no exaggeration to say that Japanese
students never state their opinions in class,
nor do they take a definite stand; even if the
professor addresses a question directly to
them, Japanese students atiempt to conceal
their opinions. I realized that “hannﬁn}lr”
does not describe these practices. As a
musical term, “harmony” is a combination
of successive sounds of various pitches that
make a chord. In other words, harmony can
only be created when individuals, each
having their own opinions and each valued
for having those opinions, come together.

Otherwise, harmony is a form of repression..
Maoko Otsuks, Japan, cited in (Reid, 2006, p.214-15)
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Notice that following her description of her personal experiences
and observations, Naoko uses a fact {a definition}, comparison, and
conirast to sirengthen her description of how deeply the concept of
harmony exists in the Japanese school system (i.e., how serious the

problem is).
7.3.1. Using Interview Information in Research

For many academic writing assignments, the information that
results from interviewing one or more authorities provides valuable
information to use as evidence in the pﬁpcr. For the Problem-Solution
essay, interviewing a local authority can provide such information as
the history of a problem aﬁd of solutions that have been tried
previously. Further, it can establish a bond between the student writer
and the aut!mritly that may be helpful in persuading the authority.

7.3.2. Designing and Adwministering a Survey for Research

Information

Surveys are written documents that ask a group of people, called
“respondents,” to answer questions or respond to statements, The
goal of survey désigners 15 to collect information about a topic from

people who are typical of those involved in the topic.

The group of people surveyed are calied a “representative
sample” (i.e., respondents who represént a typical group). For
example, for research about a medical problem that occurs in
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hospital patients, a “representative sample” of hospital patients with
that problem would be surveyed. To evaluate the top brands of

orange juice, the survey would be given to ﬂmnge juice drinkers.

Valid—ihat is, autﬁnt‘itative, effective, strong—is an important
word in survey research. At least 15-20 responses are needed to
provide adequate (valid) data for & Problem-Solving essay. Because
some people will not complete and/or retwrn a written survey, at

jeast 20-25 surveys should be distributed.
Guidelines for Survey Design

i. Identify the “representative sample” (the group of peopie)

you will survey; e.g.,

* college/university students on * students in 3 of your classes

one floor of a dormitory * members in a student

* undergraduate international organization

students

2. Carefully examipe the type of information you are interesied
in. If, for example, you are investigating jet lag, your

questions or statements could inciude these:
1. How seriously do you suffer from jet lag?

Some A lot Terribly
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2. Which of the following technigues do you nse? (Circle one)
A, Stay awake until it's time for bed in the new location
B. Take a nap when I arrive
C. Eat a dict low in carbohydrates before 1 leave

D, Other (list):

3. Keep it short and simple {the KISS rule). Do not make a

survey too difficult or too long, Usually a survey should be a
single page.

4. Develop a simple scale. Do not ask for lengthy written

answers, Instead, give a choice of possibie answers:
Circle or X or check (V) one

Abways  Usually Sometimes  Rarely Never

SA AW NS. P SA

[SA=Strongly Agree; A=Agree; NS=Not Sure; D=disapree;
SD=3trongly Disagree]

5 T3 NG .

[5= Exceflent; 4=Very Good,; 3= Good; 2 = Needs Improvement;

1= an‘j
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5. Confine each statement or guestion to one idea only.

Do you like peanut buttes? Yes . No
Do you itke chicken salad? Yes No

Do you like ice cream? Yes No

NOT Do vou like peanut butter, chicken salad, or ice cream?
Yes No

6. Arrange the survey ou the page so that it is clear, uncrowded,

and appealing. -

7. Give respondents opporfunities to comment (in their own

words) (a) after the options you have chosen and (b) at the |
end of the survey becanse

- some vespondenis may choose an option you have not considered,
- gome respondents may prefer to comment in their own words.

- respondent comments are strong, credible support when
quoted directly.

8. Make returning the survey easy by providing clear
information: and materials, such as enclosing a sclf-addressed
stamped envelope, instructing the respondent to return the
survey directly .to you {e.p., in a class you are both taking, at
the main desk of the dormitory where you both live), or by
offering to pick itup.
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9. Ask several peopie fo complete the draft of the survey and to

report any problems or suggestions for revisions.

Developing a survey is not difficult, but unless the designer
considers both purpose and audience carefully, the information
coliected will not be useful. Morecver, because the writlen survey is
usually given to people who wiil complete it and refurn it later, the
respondents cannot ask about survey items that confisc them.

Therefore, the questions and statements on the survey must be

clearly and carefully written.

Writiﬁg Conventiens for the Content of 2 Survey

- a descriptive title

- an introduction describing the reasons for the survey

- clear directions about completing the survey

- demographic data (i.e., requested information about the
respondent, but NOT his/her name})

- the guestions or statemenis to be compieted by the respondent
- aspace for written comsaents at the end of the survey
- information about how to return the survey to the designer

- an expression of appreciation for the time spent by the

respondett

-177 -



Complete the student-designed survey below. Then do the

excrcise that follows.

Student Sample

{Title]  Baby Clothes' Colors in Different Cultures

[ntroduction: " Hell! We are taking a first-year
reason for the composition course, and our assignment is to -
survey/ survey international stu;lcnts at the university
[Directions] about the colors used in their country for babjes.
Will you please help us by completing the
questions below? It will take just two minutes,

and your time will help us get a good gradet

{Demogrophic Your couniry
data]

Your class {Circle one)
Fresh Soph Junior  Senior Grad Student

Your major field of study

1, What color(s) do very young babies in your
culfure wear?

Eﬂys girls

2. What color(s) do babies in your culture wear
for celebrations  (such  as  baptisms.

welcoming parties, etc.)?
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boys gitls

3. What cotor(s) are not usuaily worn by babies

in your cuiture?

boys gitls

4. Why?

{Comments}] Oiher comments:

[How (o return Please retum 1o Sephie in the attached envelope.

the survey] Just drop the envelope in campus mail.
[Appreciation] THANK YOU!l THANK YOU!t THANK YOU!!

Sophie Gros, France Yi wu, People’s Republic of
China (PRC), cited in {Reid, 2000, pp.217-13)

Exercise

1. Identify the audience and the purpose of the survey. How do -

you know?

7. Evaluate the student survey in terms of the Guidelines for

Survey Design above,

3. Discuss the ways in which a survey designer could use the
information from the survey as evidence in any essay

assignment. Be specific!
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Reporting Survey Results

Writers use survey resulis to support their ideas and opinions.
Therefore, it is necessary to (a)introduce the use of the survey in
the background paragraph of the essay, (b} include a copy of the
survey in an Appendix at the end of the essay, (c) present the results
. in the essay, and (d) cite the survey in the text. There are several
ways to I'Bp{;rt survey results.

. Refer to the survey and state whether its results agree or disagree
with previous research (see Reid, 2000, pp.200-21).

Results of z survey of 15 university students who
were first-born children supported the previous research
(see Appendix A for the survey),

- In the background paragraph, describe and refer the reader to the
survey in the Appendix {on a separate page, at the end of the

essay).

In addition, a survey (Gros and W, 1998) of twenty
international students at the Univeréity of .Wynming Was
used to “determine the clothing colors of babies in

- different eultures (see A}Jpendix 3 for the survey).

. Describe the survey bricfly and give the general results of the
survey to support an idea in a body paragraph.
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The survey (Ford, 1997) asked 15 undergraduates to
identify their personality characteristics. More than.'FS% of
the respondents indicated that they fit the profile of first-
bomns, and more than 60% characterized themselves as
independent achievers who were conscious of time and were
welt-orpanized. Table __ gives the average percentages for
the group.

Introduce results, report them in a table, and interpret them for the

audience.

The results of the survey confimmed my belief that a

great majority of typical university students wanted to

learn more about the culture of Sweden; 83% chose

culture as one of their top three choices. Table  depicts
the top five other choices studenis made and the

percentage for each.

‘Table—Students’ Choices for Topics in an Ethnic Study Class
About Sweden

History Holidays Economy [Indusiry Traditions
41% 34% 34% 3dY% 21%

Direct quotations from survey réspnndents can also be powerful
evidence. If the survey provides respondents with a “Comments”™

space, those comments can be used as direct quotations in the essay.
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A}th{'}ugh survey respondents will not provide their names, the
writer can use demographic data.'(}ﬁersnnal information about the
respondents that will not identify the individual). Notice the use of

such data in this student samgle. '

Student Sn.mpie

Since more than a third of the students

responding to the survey were business majors,

it is not sirprising that so many students wanted-

to learn about indusiry and the economy. As
[Demographic

datal

stident number: 18, a twenty-year-old malc,
answéred question number 3, “Going on my
[D:‘:recrquamﬁan interests listed in the previﬂﬁs question and sy
Jrom student accounting major, [ would be interested in how

contment] business works in Sweden.”

Ann Wallskog, Sweden, cited in (Reid, 2000, p. 221}

7.4. Problem-Solving Patterns

7.4.1. Simple Problem-Solying Pattern

I Intreduction

II The problem: identify and demonstrate its existence

Il The solution(s)
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IV Answering possible objeclions and probiems caused by the

solution

Y Conclusion: recommendation and call to action

Figure 7.2: Overall Organization: Simple Problem-Solving Pattern

Student Sample
[Thesis I
statement]

[Demonstration: I
problem

exisis]

[Solution] Il

fAnswering . 1V
objection]

Due to inadequate iraining of English
teachers, high school students in Hong

Kong are weak on oral English.

Fven though in all Anglo-Chinese schools
in Hong Kong, English textbooks are used,
most  high school students are not
competent in spoken English, and the use

e

of “Chinglish™ is widespread.

Betier training for English teachers must
be mandated by the university teacher-
preparation programs,

Some of the recommendations for
improved teacher-preparation will certainly
be expensive; however, by increasing
fuition and using further government

subsidies, this problem can be overcome.
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[Conclusion, VY It is clear that if thé problem is nof solved in
prediction, the near future, Hong Kong may lose its
important role as the great financial center of
the world, the bridge betwoen East and West.

call te action]

Winnie Chan, Hong Kong, cited in (Reid, 2006, p. 224)
7.4.2. Alternative Problem-Solving Pattern
I  Introduction

II The problem: identify and demonstrate its existence
(background paragraph)

Il Evaluation of alternative solution 1; why it is not feasible +

evidence

1V Lwvaluation. of alternative solution 2; why it is not feasible +

evidence

V  Evaluation of afernative solution 3; why it is feasible +

evidence and answering possible objections .
V1 Implementation plan; evidence
- VII Congclusion: summary, call to action

Figure 7.3: Overall Organization: Alternative Problem-Solving Pattern
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Student Sample

{Thesis 1
statement of
opinion,

intent]
[Demonsration: 11
problem

existsf

Solution I + 111
evaluation;

not feasible]

[Solution 2 <1
evaluation;
not feasible]

Because 1 found my 30-minute appointment in
the Writing Center insufficient, I decided io
investigate the severity of the probiem jor other
studenis; in this paper, I propose a solution.

According to the 1998 Writing Center Spring
Semester Survey, I am not the only student who
believes that Writing Center appointments for
tutorial help should be tonger.

One solution is to extend the 30-minute
appointment to 45 minutes. However, Dr. Jane
Nelson, Director of the Writing Center,
opposes this solution because the extended
time would not allow the Writipg Center ic

serve as many clients,

Another solution might be more use of the
electronic on-line tutoring from the Writing
Center. However, a majority of students who
responded to my survey indicated that they
preferred to have their tutoring face-to-face.
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[Solution 3 + V  The best solution is&sequenéed approach: a

evaluation; client ‘works 30 minutes with a Writing Ceritet
feasible; tutor, then 30 minutes by iliIIISEiﬂfhﬁlfSﬂ-!f, then
parag}'aph another 30 minates with a Writing Center
will answer tutor.

objec:fqm}

[rplementation VI Based on the survey results of both the

+evidenée} Writing Center Survey and my survey, I

recommend that the Writing Center initiate §
pilot program next semester to iest the
sequenced approach,

{Conelusion: | In coaclusion, because the Writing Center

summary, call 1 exists as a service to the students, and because

to action] many students are inferested in experimenting
with the sequenced approach, the pilot project
is an appropriate sofution.

Zeenat Chowdhary, Pakistan, cited in {‘ftmd 2000, p. 225}

7.5, Feastbility Analysis of Alternative Solutions

One of the goals of a Problem-Solving peper is lo ¢valuate a
number of solutions and 10 recommend the best of them. Becapse

most problems will inspire a wvariety of possible solutions, do not
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quickly select the most obvious solution. Instead, consider sev ~ral
solutions; compare and contrast the advantages and disadvaniages
of each; decide which is the most “feasible” (i.c., possible).

Strategies to discover the pﬁssihle solutions o a problem include (a)

studying the history of the problem, (b) listing the cause (s) of the

problem, and (c) using “what if?” to brainstorm solutions.

Evaluating each solution begins with developing criteria. While

some criteria will depend on the specific topic, all selutions must

be evaluated by at least the following:

Feasibility: Will the solution actually solve the

problem?

Logical Considerations: Cost-effectiveness, practicality,
ethically, legality.

Consequences of the solution: What additional short-

terrn and long-term problems might the solution cause?

Student Sample

Probler: The university daycare center does not enroll children under
three years of age, so many married students cannot use the facility,

{Causes of the problem]  Causes:

- Infants and young children require .

NOIE CArc.
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- They require more specialized care.
- It would cost too much money.
{Possible solutions] Solutions:

l. Change the poiicy of the centerto
admit infants and children under the

age of three.

2. Develop another facility for infants

and very young children.
Olga, Jacoby, Polend, cited in (Reid, 2000, p.228)
7.5.1. Writing Feasibility Analysis Paragraphs

Most Problem-Solution assignmenis require analysis of more
than one solutior to the problem. By presenting and then discarding
one or imore selutions, writers demonstrate that they have carefully |
considered the most imponant; mos! relevani options before they

make their recommendations.

In general, a paragraph that evaluates a solution is based on the
criterta developed by the writer. Like most paragraphs, the analysis
begins with a topic sentence. The evaluation (a) states the criteria,
(b} judges according to those criteria, and (c) supports the judgment
with facts, examples, physical description, and/or personal

experience. in a problem-solution paper, the solution that is
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recommended by the writer is usuglly discussed iast, with the

implementation paragraph following (if such a paragraph is part of
the assignment).

Student Sample: Solution Not Recommended

Evening Shutile Services
{thesis Because the wniversity offers many evening classes,
statement of . the fact that there Is no public transporiation service
intent and available fo students is a serious problem.
opinionf One sohtion is o provide car-pooling, The university could

[Solution #1]  set up a volunteer program that would pick students up in
front of the Hbrary every half hour between 6 P.M. and
fAnalysis: 10:3¢ P.M, The clear advantage of this sohrtion is its cost-
advaniages]  effectiveness; the university would provide netther cars nor
drivers, However, upon closer investigation, this solution is -
Tisad . bot feasible. First, my survey results showed that a single
support  from car would not be sufficient for the numbers of stidents who
z;j{;fﬂ*" need transportation. Even four cars would' mot fulfif that
Jacis} need, and with the addition of each car, the process of
scheduling volunteers becomes more and more complex.
Nexl, the rmeeruiting of volunteers would almost certainly
[Support frem grow more difficult with time, and as with mnét voluicer
interview efforss, the reliability of even a welt-ran program would be
information] ~ probiematic. Finally, acconling to Comine Sheaffer,
Menager of Flest Operations, the legal problems with
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insurance would prohibit the university from participating
in such a program. Therefore, this solution is not possible.
Naoko Shoji, Japan, cited in (Reid, 2000, p. 230)

7.6. Essay Plan: Problem/Solution

The guidelines below wiil help you remember what you need to do
in each part of a problem/solution essay (Blanchard, 1997, pp. [13-14;.

Introduction

i. Provide background information about the problem.
2. Describe the problem aad state why it is serious.

3, Identify possible solutions.

Suppurﬂnﬁ Paragraphs
1. Discuss one solution in each supporting paragraph.
2. Explain the positive and negative aspects of each solution,

3. Provide details to explain each solution.

4. Organize the paragraphs according to order of importance.
Conclusion

1. Summarize the solutions.

2. Draw a conclusion or make & prediction based on your

suggestions.
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7.6.1. The Process of Writing the Problem-Solution Essay

In this activity, you will practice writing an essay that analyzes

the solutions to a problem. Follow these steps:
2. Prewriting
Freewrite about a topic of your own choice for 10 minutes,
b. Planaing

Use your freewriting as a basis for pianning your essay. Identify
several of your solutions that you think you can develop into an
essay. If you have not generated enough ideas, do another, more

{focused freewriting. Then prepare an informeal cutiine of your eszay.
¢. Drafting

On a separate piece of paper, write the first draft of your essay. Be
sure 1o provide some background information on the problem in the
introduction and include a clear thesis statement. Organize the body
prugraphs according to order of importance, beginning or ending
with the most important solution. End with & conclusion that

summarizes the solutions, draws a concluston, or makes a prediction.
d. Personal Revising

Be sure that all your peragraphs are unified and coherent. Also,
check to make sure you have provided enough support to explain.
each sotution fully. Write or type a revised version of your essay. -
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¢. Peer Revising

Exchange papers with a classmate. Read your pertner's essay and
use the following questions to help you with the revision process:
1. What are some interesting things you learned from reading this essay?
2. bid the introduction provide encugh background information {o
explain the problem?
3. How many solutions did the author offer in the cssay? Is each

solution adequately developed in a separate body paragraph?

4. Are the paragraphs arranged in a logical order? What type of
order did the author use? |

5. Did the author use transitions to guide you from one idea to the
next? Were there any irrelevant sentences that should be
eliminated?

6. Did the author include a conclusion that summarizes the solutions

or makes a prediction?

Incorpotate any suggestions your classmate has made that you

apree with.
f. Editing

Use the checklist (Blanchard, 1997, p. 65) beluwmédit}rnur
gssay. Correct all the grammar, punctuation, caﬁitaiiza'tiﬂn, and

spelting errors before you copy it over or type it.
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You Be the Editor

The following paragraph contains seven mistakes. Find the
mistakes and correct them. Then copy the corrected paragraph onto

a separate sheet of paper.

If you are like most people, you average on¢ to three
colds per year, Even if you do not have a cold right now.

The chances are three in four that within the next year, at

least one cold virus witl find you. then you'll spend a
week or so suffering from the miseries of the cnmmnnl
cold: fatigue, sore throst, laryngitis, sneezing, stuffy or
ﬁumy noge, and coughing. According to researchers,

colds are the most common medical reason for missing

school and work. Once you catch a cold, what can you
do. There is no known cure yet for a cold. There are,

however, several thing you can do to suppress the

symptom's so that you feei better while the virus runs its
course. For example, make sure that you get plenty of
sleep and drink lots of liquids, You may find
commercially available cold remedies such as
decongestants, cough supprc%sants, and expectorants
helpful, but keep in mind that these products can cause

gside effects. Many people prefer home remedies such as

~193 -



chicken soup, garlic, and ginger tea. In'treating a coid,
remember the wisdom of the ages, “if you treat a cold, it
will be gone in a week; if you don't treat it, will be gone

in seven days.”

Source; Jane Brody's Cold and Flu Fighter, cited in
Blanchard, (1997, p. [15).

On Your Own

Write a problem/solution essay on one of the following

problems:

1. Living in a forcign country can be fun and exciting, but it can
also be problematic. One of the most serious problems that
people living in a foreign country faceis culture shock. What
ways can you think of to help people deal with this problem?

2. Stress at work or school can be a serious problem. A person
suffering from too much stress usually finds it difficult to be
productive or happy. What are some ways to reduce the amount

of stress in someone's {ife?

Be sure your essay has an introduction that describes the
problem, several body peragraphs that expiain the solutions, and a

conclusion that summarizes the solutions or makes a prediction. -
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Editing Checklizt

1s the first sentence of each new

paragraph indented?

. Does the first word of each sentence

begin with a capital letier?

. Is the puncmatidn correct in atl the

sentences?

4. Are all the sentences complete sentences?

That s, does each have a subject and a
verb and express a complete thought?
Have you eliminated run-on

sentences?

. Have you used the comect verb tense

throvghout your draft?

. Do you have agreement of subjects

and verbs?

. Do you have agreement of nouns and

possessive pronouns?

. Have you used comrect word order in

all your sentences?

. 10. Are all your words spelied correctly?
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yes
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——_Yes

A YES

___hot yet
___not yet
__ notyet

___hotyet

___not yet
_not yet
_not yel
_not yet
_not yet |

_not yet



If the answer to any of the questions is “not yet,” go back and try
to improve your essay, Write the edited draft of your essay ona

separate piece of paper.
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Unit 8

Career Writing Skills
8.1. Formzl Eetters
Full Block Format Seml-Block Formet i
Apartade Fostal §0824 Apartado Postal 0824
Prados del Este Prados det Este
Caracas, 1080, Venozueln Carncas, 1080, Venezuela

Movember B, |997

Foreign Student Advisor

Senttle Centrat Community Coliege
$70 Broadway

Seattie, WA 98122

LISA

Dear Sir or Madam;

[ am interested it swdyving English of your
schoot et sumemer s & fulHime student

Pieass send me an spplication and any
ather information 1 need to apply to your.
schoo) as B forelgn student.

Thank you for your help. [ look forward to
hearing from you. :
Sincerziy yours,

Svivin Marquex
Sylvia Marquez

MNovemixer 5, [997
Sam Roscos
Edustour, Inc. __
573 Witshire Blvd.
Santa Manica, CA 90403
USA
Bear Mr. Roscoe:

1 am writing 1o ask for information about
your study 1ours to California.

Please send me information about English
langunge study tours for the menths of
Janeary throogh Apeil.

| look forward to hearing from you. Thank
you-for your assiziance.

Sincerely yours,
Sylvia Marquez
Sylvia Marquez -
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. Read the names of the parts of a formal letter and number the
parts of the two example letters above, Which parts go in different

places in the two letter formats?
Parts of 2 Format Letter
. Return Address 3. Inside Address 5. Body 7. Signature
2. Date 4, Safutation 6. Closing 8. Typed Name

2. Now read the rules for writing the body of a formal letter,
Cross out the rule that is Wﬂﬂé. {Olsher, 1996, p.32)

- Tell why you are writing the letter.
(If possible, tell how you got the person's name and address.)
- Tell about your favorite childhood memory and your hobbies,
{Possibly tell about your favorite sports, music, and food.)
- Make your request simply and ciecarly.
{Be sure to include specific information if needed.)
. Say “thank you” or express appreciation for action requested.
(Possibly add that you are “looking forward” to a repiy.)
8.1.1. Layout of a2 Fermal Letter

Writing a formal letter is like going to a wedding: there are
certain conventions that you. should respect. The formal dress of a

letter is the layout; you may also be expected to use éar{ain fixed
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politeness’ phrases, If you do not respect these conventions, your

letter will certainly be taken less seriously and will possibly offend,
upset or confuse your correspondent. The letier below illustrates the

standard layout,

| ©Open Door Schoo! of English
2 flua Boa Morie 2181
13400-140 Piracicaba
Est. de Sao Paulo
Brazil ,
3 tel. (D194) 223487
4 The Manager
4%  Boatrace International Bookshop
37 Morse Avenue
OXFORD X3 DB & 24 August 1906
7 Dear Sir or Madam

8§ On 23 June | ondered 16 copics of'In at the Deep End by Vicki Hollett, to be sent to
me ol 1he above address.

9 Twp months later, these books have not yet been received.

10 }would be gratefu! if you could lodk into this matter and ensure that the books

reach me as soon BS possibic.

11 Yours faithfully

12 Celia Stiveira Coelho
{1 CELIA SILVEIRA COELHO

14 Diirector
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8.1.2. Notes on the Layout of a Formal Lstter
- Your address, but not your name.

- When writing by hand, make sure your address is legibie. To
someone who doesn't know your country or language, your
address will appear to be a meaningless jumble of letters snd

mutnbers.

. Your telephone number may be imporiant—semember, you're

trying to communicate with these people.

- The name of the person you're writing to (if you know it) followed
by their position, The Manager is a good all-purpose option.

. The address of the people you're writing to.
. The date.

-If you don't know the name of the person you're writing to, you
can use Dear Sir, Dear Madam, Dear Sir or Madam, Dear Sir /
Madam,

If you do know the name, use it. But make sure you gpelt it

comrectly. Then use Dear Mr. Blaiy (never Mister);, Dear Mrs,

Peacock (a mnarried womﬁn);! Dear Miss Ball (pn unmawcied

woman); Dear Ms Metcalfe (a woman who chooses not to

advertise her marital status, or whose marital status you daop't

know); Dear Mr. and Mrs. Bessin. If your correspondent hag &
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3

titie other than these, use ii.
Dear Dr. Jekyll ' Dear Professor Heger

. Reference. This sentence shouid teil your corespondent exactly

whal you are writing about. If you are replying to a letter,

mention the date of that letier.

9. The substance of your letter.

10. How you want your correspondent to respond to your letter,

11. Yours sincerely if you started with a name: Dear Mr. Smith

Yours faithfully if you didn't know the name: Dear Sir or Madam

12. Your signature, always written by hand.

13. Your name, in capitals when is written by hand. It must be legible
because this is the onfy place your name is written: it appears
neither at the top of the letter nor on the back of the envelope.

14. Position. Only used when writing from a business.
15. On this line you may write:

Enc. or Encs (followed by a list of enclosures—documents

which you are sending together with the letter.)

P, §. (followed by information that you forgot to include in
the main body of the letter—not a sign of a well-organized
piece of writing!)
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Exqrcke

Fill the gaps in these two letters with words from the Jist.

claims  sorry must convenience ordered response
hearing  recover  returning  refund ensuring
Jailure  replace receiving

Dear Sir or Madsm, Dear Sir,

On August 2nd | bought a tin of Miracle
Oven Cleaner in {1}
advertisement, which  {2)

o your

television

v that tais product will clean "al}.

the stains that ordinaty oven cleaners leave
behind' and leave 'even the dictiest oven as
clean as new’ .

In the fight of the (3 of the
Miracle Oven Cleaner to clean my oven in
anything r&:mbling the manner you
describe, E am {4) it fo you,
and ask you to (5) the full cost
price of £2.12 plus the postage of 64p.

i look forwasd 1¢ (6)
for £2.76 from you at your earliest
) I

Yours faithfully,

& cheque

[ received today the ‘Hendrix Junior guitar
that 1 ({8)
February 28th.

Fem @) . tohavesotell you the
when | opened the parcel | found the guiter
beoken. The aeck wes detached from the
body, and the body iself was shattered,

from you on

E¢10) _ ask  you, therefore,
either to (11} the damaged
Euitar-—{12} , on this occasion,
its safe delivery  or to refund the price
paid for it, £39.92. Should you wish to
(i3
hoid it at your disposal unti the end of
iext month.

the broken guitar, 1'will

1 leok forward o (14) freamn you.

Yours faithfulty,
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Many of the phrases needed for a wide range of letter: of
complaint appear in the letters you have read s0 far in this vnii,
Here are a few more.

Beginning

[ am writing to complain about. . .

Further to my letter of May 13th in connection with. . .

Tam wrfrfng to express my dissatisfaction with. . ..

Demand .

I would be grateful to receive a cheque for thé gutstanding sum

without further delay. . "

I must insist that you deliver the piano with no Surther delay and

at ne additional expense to myself.

... would be appropriate compensation for the inconvenience

caused to my family.

In view of the many ways inwhich it did not match the claims

made for it in your publicity, ] expect o substantial refund.

Under the circumsiances, 1 feel that an ?:px;,fagj»' should be

offered.

-263-



Threat {(Optional)

I shall have no alternative but to put the matter in the hands of

my solicitors should your cheque not be received by May 1st.

Unless I hear from you within ten days, 1 shail have to take legal

advice on the malter.

If' 1do not hear from you before 3 May, I shall be obliged tojtake

matters a step further,

8.2, Informal Letters

8.2.1. Layout of Informal Letters

The layout of this model is appropriate for any informal letter. It

is also appropriate for any personal letter, even one that is formal in

ione, such as a letter of apology to your boss,

1 36 Shaston Drive
2 Shaftesbury

3 Dorset SH2 3AB
tel. (0747) 5286

5 Mon. Sept. 4th,

‘& Dear Arantxa,

7 Thanks very much for fending me your
flat while you were away. [ hope you
enjoyed your holiday in Morocco as much
as | enjoyed my stey in Vitoria. (F’LI tell
you all about it when T see you at my
party on Nov. 5th—1 do hope you haven't
changed. your mind shout coming!)
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If Pd arvived on the 8th as planped I don't
suppose  this tragedy would have
happened, but the thing is, I got caught up
in the sirike and had to spend a couple of
days at Hesthrow. Thats life, | suppose,
but [ stili feel rather bad about it, bath for
myself (48h at Heathrow is no joke) and
for the fish. Perhaps 1 should scll my story
to the newspaper—‘fnn Suffer In
Heartless Sirike!”, ‘Holiday Chaos Hits
Heathrow: Twao Diel"



Naw you've probebly been wondering
what has happened to your goldfish. (I'm
sorry, [ meant to leave a note about this,
but 1 forgot.) You will have noticed that
they sre & bit smaller and, 1 think, redder
than they vsed to be. This may have come
as A bit of asurprise 1o you, but [ expect

8 Anyway, thanks again for the ioan of the

flat. | hope I left everything in the right
place, snd enough money by the phone 1o
cover the few locad calls 1 made—I'm sure
youl tell me if there are apy problems.
Tm really looking forward fo seeing you
again, so1do hope you can make it to the
party. [f not, see you in Bifbao &
Christmas.

you have gucssed what happened. It's bad
news, I'm afraid, The fish you've got now 9 Love, :
sre.a pair | bought to replace yours which, 10 Rachel . .
I'm sorry to say, were both dead when i

arrived in your flat on Aug. 10th.

Questions

1. Why did Rachel write this letter? What are the three different
subjects she covers?

2. The letter says three different things, or contains three different
elements. What are they?

3. What features of informal style can you find in the letter?

Consider the foliowing: vocabulary, gramymar, puncteation and

sentence structure, cohesion / linking words, tone (what aspects
of the writing show that Arantxa is a friend?).

8.2.2. Notes
1. Don't write your name here.
3 The house number of a British or American address is ;?.rritten

before the name of the street, but write your own address in the
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way you novmally do.

. Inchude your postcode and, if you like, your telephone number {not
to do 50 can be a real and unnecessary wa)r of losing a friend),

- Don't write the name or address of the person you're writing to on
the left. This is ony done ir [etters that are formal and impersonal,

. Date. These abbreviations are commonly used for the days and
months: Mon., Tues, Weds., Thurs., Fri, Sat, Sun.; Jan., Feb.,
Aug., Sept., Oct., Nov,, Dec.

. Dear is always appropriate—for family, intimate friends and
even enemies, My dear and Dearest are also possibie, but very

affectionate.

. Most letters start with a reference to the most recent contact you

have had with the other person:
Thanks very much for your letter, which came this morning.

it was great to see you again last weekend—and looking so fit

and slim!
Some people's letters always begin:

Sorry it's been so long since I last wrote, but... followed by the

excuses for not having written.

. Most letters end with a reference to the next contact with the

other person;
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I'm looking forward to seeing you / hearing from you.
Do Write again soon.

I hope to see you again in June, if not before.

9. Love is a suitable ending for an intimate friend of cither sex.

More affectionate: Al my lave, Love and kisses, Lots of love.
For & friend or colleague (not intimate): AN the best, Best wishes

For a personal letter, but not {.. a personal friend: Yours, Regards

10. Remember that this is the only place either on the letter or the

envelope that your name appearé. Does your corresporndent know
who you are? Make sure your signature is legible. You may even
need to write your surname. (For further information see Cory,
1996, pp.87-103)

3.2.3. Layout of a Note

In the letter above, Rachel says 'l meant to leave a note, but I

forgot'. This is the note she might have left.

1

2 -

Friday morning, Sept. 1st
Arantxa -

Just a quick note to say thank you. Staying in your flat has
been faniastic.

I'n afraid 1 got here 2 days late (strike at Heathrow) & both
your goldfish had died. Very sorry, but hope that you like the
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new fish.

3 Don't forget my party on Nov, 5th——1'm so looking forward
to seeing you & hearing afl about Morocco.

I'm off now to the airport. See you soos,
4 Rachel -
PS I'll leave the keys with..fasune.
Questions
1. Where did Rachel leave this note?
2; Why is the note shorter than the letter?

3. How did Rachel manage to include atf the important points of the
letter in a short note? What did she leave out in terms of (a)

information (b) grammar?
Notes

- It is often appropriate to put the time rather than the date,
especidlly when you expect the person to read the note the

same day.

- 1t is acceptable, but not necessary, to write Dear,

- It is a&ceptable, but not necessary, to write Love, Best wishes,
Yours, ete. (See Cory, 1996, pp.104-5)
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8.2.4. Tecknical Devices
A, How to Sound Informal
Your writing will sound much more informal if you:
1. rereimber you're writing to 2 friend. Imagine a real persoi.
«  Be friendly #nd jokey.
How's your diet going?

«  Rofer o cornmon friends.

Have you heard from Sybilla?
Say hello to Edward for me.
Give my love to the baby.

- Refer to things your friend afready knows.
I'm sure you'll remember. . .
As you know. ., .
Just Hke you sald. . .

2, write In *spoken’ English.

- Use personal constructions (phrases with / and you).

1 know this sounds silly, but. ..

I hope you don't mind my saying this, but. ..
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You'll never guess, .
e ;fwuﬁmwwharfme:m

3. use informzl vocebulsry, including phraesal verbs -and
informeal inking words such as those below.

. Expressing your opinion
To be quite honest . To tell you the truth ~ As I'see it

To my mind From my point of view  In my experience

Frankly Actually I'd say
. Expressing sarprise
Believe it or not Funnily enough
To my swprise You’ll never believe this, but

This may surprise vou, but Guess what!

. Changing the subject
Anyway, . .. Talking of which,  Thot.reminds me, ..,
Incidentally, ... By the way, ... Before ! forget,...

. Listing reazons _
To start with First of af;. What's more
And another thing And besides P!us.

B. Find examples of these technical devices in Rachel's letter und
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note, Can you find any other techniques which Rachel uses to sound

&, 25y Intormal Puactoation
A. Exclamation Marks

Formal English is written in sentences, not in a series of
exclamations. Thus exclamation marks are®used almost

exclusively when presenting direct speech.

‘Get lost!" she shouted.

In informal writing, exclamation marks are much more widely

used and are characteristic of a very chetty, conversational style:

No wonder she left him!

How awfull

B, Dashes

Dashes are highly characteristic of informal writing; they are

used in two different ways.

a. A pair of dashes-—as in this seuténce—-—is used for parenthesis.
In formal writing, a pair of brackets (like this) or a pair of
commas, like this, are usually preferred.

b. A single dash can have the same function as the (more formal)
colon, and ¢can mean because, so, namely, etc. '
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Look at the examples below which show how a single dash is
. used. In the first sentence of each pair, the dash is followed by an

exclamation or a swprising statement (hence the exclamation

mark). In the second séntence no exclamation mark is required.
" Don't bother to bring an mmr_fr*s 40° in the shade out here!

Don't bother to bring an overcoat—I've gm‘ aspare one you con

Ahkr O%= 1=a]

s,

Her f_e_eth are like stars—they come out at night!

Her teeth are like stars—they are white and shiny.

After studying the examples above, punctuate the sentences
below, using dashes and exclamation marks as and where

appropriate.

1. Pm- fed up w1th this siupld ]Db my new boss is even worse than

the fast one
2. ' fed up with this stupid job T want to live
N | ﬁras amazed to see Jﬁhn at the party I thought he was in prison
_ 4. T was amazed 10 see John at the party he's nonmnally very unsociable

5. The wild pig chdn't attack Emily it was Emily who attacked the
wﬂd p1g

- 6. The wild pig didn't attack Emﬂ_‘,r it was just trying to escape
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Practice
Punctaate this informai letter

dear mum guess what youli never believe this but im going to be
famous at fast my new life starts tomotrow in poland on toar with
U2' it att happened so suddenly we were just doing a gig® in 2 smatl
town in the north when bono walked in you shouid have seen the
look on kemals face anyway to cut a long story short bono loved our
music and it just happened that he needed a support band for U2s
east european tour so were all off to poland next week by the way
hows your polish can you still speak the language if so why dont
vou come with us im sure youd really enjoy it its not all sex drugs
and rock nroil you know must dash weve got a rehearsai in half an

hour and my bagpipes are out of tune your foving son edmund.
1U2: arock band, led by Bono 2 coacert
Abbreviations, Contractions and Ellipsis

Eliipsis, abbreviations and contractions are three features of

informat wrrtmg They ail involve writing less.
A. Abbreviations
... the Vatican and all the other important sights.

... the Vatican, etc.
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From Monday morning until Tuesday aftemoon
Mon a.m.—Tues pm.

Many people abbreviate their names in informal contexts:

Michael—> Mike.
B. Contractions
i wwill; she v._vili not; we did not - I'tl; she won't; we didn't
C. Ellipsis
It was nice to hear from vou Nice to hear ﬁ-a&: you
I've j_ust read your note | Just read your note.
1 was glad you could come. Glad you could come.
Do you remember me? Remember me?
D. Examples

Find examples of abbreviations, contractions and eflipsis in the
jetter from Rachel to Aranixa.

E.-Practice: A Covering Note

'This covering note was inciuded with a report describing what
| happened at an anti-racist demonstration. Punctuate it, and
inttoduce abbreviations and contractions where appropriate.

There is also one occasion where you should use eflipsis.
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michael here is my account of what happened at the demonstration
i have described everything i saw from when we set off from
oxford street to the moment we arrived in trafalgar square i know
you will not agree with me about everything especially the order of
events i am pretiy sure i saw people throwing stones before the
first baton charge but the important thing is to clear jenmifer of the
charges against her end i think my evidence here will help 2 lot )

T L]

hope to see you again at next months meeting of fight racism
peneltope (Cory, 1996, pp.107-108)

Writing

Write a letter (about 250 words) to an English-speaking friend, telling
him of your recent problems and sucoesses in your work / studies and
in your private life and inviting him to go on holiday with you.

8.3. Grammar for Writing

FreTes

A. Capitalization

Read Mrs. Frankfin's letter to her daughter Sue, Then circle all
the capital letters in the jetter.

March 20, 1994
Dear Sue,

Tt was great to read your fetter last Monday, Dad and [ are very
happy that you are doing so well at college.
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We have Some news too. This summer we want to go to laly for
two weeks in July, We plan to visit your grandmother in Florence
and then drive down to Rome. |

We would like you to come with us. We know you're Planning to go
to summer school, but we'd like you to see Grandma. And | really

think you will enjoy the trip.
Write soon and tell us what you decide.

Love,

Mom
{Bonner, 1994, pp.4-6)

Now study the rules for capitalizing words, Match each rule with
an example from Mrs, Franklin's letter. The first one is done for you.'

Rules Examples
Use a capital letter for

g.__ T __the first word in the greeting 1 [ really thisk you will enjoy the trip,

. . the pronoun ] 2 Love,

¢ ___..__ words that begin sentences 3 lest Monday

d. days of the week 4 March 20, 1994

e. months of the year 3 your grandwmother in Florenc
f. names of places 6 It was great to read your fett
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E. names of people 7 Dear

h. the first word in the closing 8 Sue

NOTE: When a word like Dad or Grandma is used as that
person’s name, i is capitalized like any other name.

Compare: I'd fike you to see Granding.

We plan to visit your grandmother in Fiorence.

Practice

Put the capital leiters in Sue's answer. The first one is done for you.
march 30, 1994

dear mom,

. you will probably notice that i'm having some problems with my
computer. 1 hope I can get it fixed saturday because i have a lot of

work to hand in o monday.

i'm really excited about your trip to italy this summer. ves, i have
made plans for summer school, but i think you're right about going to
see grandma. i miss her, and i would enfoy spending time with the
whole famity, thanks for asking me along. I'm coming home on april
13 for spring break, so we'll have some more time to talk about the trip.

love,

Ste
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B. Punctustion for Dates, Greetings, and Closiegs

Reread the letters from Sue and her mother above. Then circle

—p—— = m—— A G a7 F

" True (T} or False (F) for each of the statements.
a. In the date, the comma comes between the month
and the year. T. F.

b. In the greeting, the comma comes afterthename. T. F.

¢. There is no punciuation in the closing. T %

Prectice

. Add punctuation to the date, greeting, and closing of Suc's letter
to her grandmother. The first one is done for you. -

April 15, 1994
Dear Grandma,

I got home for spring break a few days ago. Mom, Dad, and |
talked last night about their Irip to Italy this summer. I'm going 10

Iunkmg forwerd to secing you again.
Love,

Sue
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Review. Study these rules.

Use a capital letter

- To begin sentences.

- For the pronoun 1..

- For days of the week and months of the year,

- For names of people and places.

- Forthe first word in the greeting and closing of a note or letter.
In a note or letter, «se & comma |

- In the date, between the day and the year.

i After the greeting.

- After the closing,

Practice

Friendly and Formal Letters

1, Read the parts of letters below. Decide which is a friendly
(informal) letter and which is a formal letter. Check the correct -
answer in the boxes provided.
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June 23, 1996 May LI, 1996

Dear Ms, Clinton: Dear Susie,

Hey, thanks for your letter. H
was great to hear about your
vacation. Wow! Sitting in a hot’
spring by a river and watching
the sun set sounds like heaven!
I'm giad to hear how much
you're enjoying Catifornia.

[ would like to apply for the
position of tour guide that was
advertised ir the Daily News of
June 20.

] am a college senior living in
Dalfas, and 1 have workaed as an
assistant four guide part time for

the past year,
[ have enclosed my resume for

you to review, | would like to
gchedule an interview. I will calt

I'm just getting ready for final
exams here, and everybody is
going crazy around the domm.
Some people are staying up all

you early next week. | night in the library already!
~ " Formal 1 Formal
" Informal I Infqrmal
| {Oisher, 1996, p.31)

2. Now take a closer look at what makes the formal letter fonnal
and the friendly letter less format. Copy examples from the
letters to complete the chart below,

Topics Greetingor |  Specisl “Be* Yerbe | Punciustion
Salutation | Vocabulary and
Crontractions
Formzl apply, Dear  Mrs.
Letter position, Clinton:
enclosed,
review
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Friendly {vacations, Dear Suzie, I'm, dom't,
Letter college life : you're

8.4. Memos

Guidelines for a Memorandimn

A memorandum (memo) is a written message. Peopie in
companies or schools use memos to commuaicate with cach ather.

Memos might ask for infonmation, give information, announce

meetings, and so on, A memo has a heading and a message. The

heading has four lines. Study the following guidelines for a memo.

MEMORANDUM
TO: The person fo receive the memo.
FROM: The writer of the memo.
DATE: When the memo was written.

SUBJECT: What the memo is about. This line should
be short but informative. For example,
“PCOMING MEETING” for a memo can

announce & tmeeting,

You should begin your message with a general statement
that explains the purpose of your memo. The other lines

' should be specific details about that purpose. Because
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memos are often used in funﬁnl situations, such as work,
write in complete sentences and use accurate spelling and
punctlmtiun.

Memos are typed messages. You do not indent your
paragraphs in a memo. Instead, feave a blank line between
each paragraph. (Cavusgil, 1998, p.22)

| Activity: Writing a Memo

Write a memo to your teacher. The purpose of the memao is to
describe your leamning styles and study techniques.

. 8.5. An E-mall Messzge

An clectronic mail (e-mail) message is sent through a computer
system. An e-mail message to a friend or family member is
personal. Messages to co-workers can also be personal, but they are
used more ofien to communicate messages about work situations.
For example, an e-mail message might announce a fulure meeting
or a new policy at work, Nowadays, many teachers use e-mail in the
classroom. They might send homework assignments or messages to
students or ask students to complete activities fike journals or
discussions through e-mail. In any case, you should realize that your
e-mail messages can be read by other people. If your message isn't
appropriate for others to read, don't send it that way.
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Read this e-mail message between two co-workers,
Date: Mon, 05 May 199- 15:36:32
From:  Sharon L. Cavusgil <scavusgi@mmm.edu>"
To: Debra Snell <dsneli@mmm.edu™
Subject: Mecting reminder

Message Text

Debra,

Just a reminder that we’ll be meeting this
Friday to discuss the ESL reading classes. there
are several things 1 want to discuss: 1) textbook
selection for next term, 2) use of reading notes

during exams, and 3) the final exam schedule.

Is there anything I've missed? Let me know if
you can’t make it. thanks.

Sharon L. Cavusgil
scavisgil@mmm.edu (Cavusgil, 1998, p. 92)
Guidelines for an E-mail Message

An e-mail message has the same parts as & personal fetter, but the
format is different. An e-mail message uses the format of a

muemorzndur. Here are the four parts of an e-mail message:
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1. Heading. Your heading includes TO, FROM, DATE, and
SUBJECT lines. You should include a short but informative
subject fine in your message. For example, if you are telling &
friend you moved, your subject line could be “New
Apartment.” If you are telling your co-worker about a
meeting, your subject line could be “Meeting Time.”

2. Greeting, Writers ofien use the reader's first name as &

greeting (followed by a comma). The grecting “Dear™ i

usually not used.

3. Body. Begin your message by explaining its purposeorby
writing & brief summary of the topic you are writing about
This is your general statement, and it helps your reader
understand the context easily. The other sentences in your
message provide the specific details, or information, about

your generai statement. E-mail messages are similar to

conversations, and writers might use phrases and incomplete
sentences. In addition, there is often less attention paidto
spelling, capitalization, and punctuation than in other written
docuiiiénts. You do not indent your paragraphs in an e-mail
message. Instead, you leave a blank line between paragraphs.

4. Closing. A formal closing (like Sincerely or Love) is usually
not used, but the writer should type her or his name st the end
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of the message. The writer often includes her or his e-mail ID, \
too. {Cavnsgil, 1998, p. 93)

8.6. Invitations, Formal apd Infornial

An invitatlon 18 a tiote inviting one or more people to an event. It

may be formal or infonmal. It may be printed or handwritten.
Ant ihvitation must state:

1. The name of the sender of the invitation.

2. The event.

3, The date and time of the event.

4, The place.

5. Whether or not a reply is requested.

Formal invitations are written in third person; they are usually
printed, but may be handwritien.

Dz, Philip R. Dubois

cordially invites

you and your family |
to join him and his staff
to celebrate the opening

of
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the new Family Medicine Center
s Sunday, February 6, 1993
1:00 to 4:00 .M.
49 Center Street
Palesville, New York

In the given invitation, “cordially invites” could be replaced with
words like “requests the pleasure of the company of” or “requests
the honor of your presence at. * The wording often depends on the

formality of the occasion.

Informal invitations are usually handwritten; they smay be a hote

or & purchased invilation with blank spaces for the information.
A Note:
Dear Taylor,

- I'm givirg a dinner party to celebrate Jack's promotion to
head teller. It will be on Friday night, October 15, at 7:00,

at our home, 6} Maple Drive, Hope you can make it.
Sincerely,
Marcia Burton

RSVP 555-9690 by Octaber 12
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A Card;:

A party for  Jack Burton -

In honor of  promotion o head teller

Given by Marcia Burton
Date Friday. October 15
Time 7:00 P.M.

Piace 61 Maple Drive

RSVP 555-96%0 by Octaber 12
o N " (Cardanha, 1993 pp.i42-3)
Note that the invitation to the Family Medicine Center did not
have RSVP {which is French for “answer picase™). The party is
more of an open house, and it does not matter how many people
come, However, for a dinner party, one needs to know how many

people to cook for.

Some invitations end with' 'Regrets only. “ That means you have
to call the host or hostess only if you are not going 1o the party. The
host or hostess assumes everyone is coming unless he or she hears

otherwise,
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8.7. Reporis
8.7.1. Appraisal report -

Read the following conversation, in which a hospital -
administrator, Gary, gives an informal, spoken report on a clerical

worker. Use the information in the comversation fo fill the
numbered gaps in the more formal report written by his colieague
Annette. {Jse no more than two words for each gap. The words you

need o not occur in the spoken version. The first one has been
done as an example.

Annette I wonder if you can help me, Gary, J've been asked to
' write a report on one of our new clerical workers, but
I've been away for three months and } herdly know

where to start, She's t.:.aile:i Chen Kit Yu, I think she

came in January.

Gary Well, first of all I'd say Kit's been fantastic, especially
in the circumstances, [ mean, I think you'tl remember
that, what with the epidemic, then the nurses' strike,
there have been a lot of pmhfmns;meveryoneinthc
hospital's been petting pretty tired and fed up, and
there's been a iot of lateness end absenteeism. Anyway,

Kit's been one of the few who hasn't let the pressures
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Annette

affect her. She's always on time, and she's never been
off sick. Pve even managed to get her to work overtime
once or twice, on the rare occasion when she didn't have

any rehearsals to go to.
I retnember now. Isn't she some kind of pop singer?

Something like that. She used 1o talk about it all the
time, but I_h&d to put a stop 1o it. In her first few weeks
she'd spend the whole moming telling everyone about
her music and her adventures—everybody loved it, of
course, and nobody got any work done, so I had & word
with her and now she toes the line.

And her work?

As 1 say, she's serious and hardworking. Oh yes, we did
have one tecthing problem. At first she was pretty
hopeless on the computer and she didn't seem ta know
any of the sofiware. But, we sent her on & course, and

now she's fine.

Appraisal Report: Chian Kit Y

I am pleased to report that Kit has performed (0) exceptionaliy well

in her dutics as Administrative Assistant since (1} us

on 5 January.



H
1
L

The hospital has been beset with a {2) of difficulties
during this time and 1 have been particularly impressed by the
manner in which Kit has not (3) ~ 'these  to affect the

quality of her work.

Kit was quick to develop a pgood working relationship with
{4) , and if at first her (5) life threatened to
intrude into the workplace, she soon learned where to draw the line.

So far as her administrative skills ate concerned, the only question
mark has been over {6} of familiarity with some of our
computer software, This has, (7) -, been remedied by a

recent training course.
Her (8) and attendance have been excellent, and she has
been (9) to work overtime when the situation

has reqmrpd it. In sﬁm, & most satiéf‘actnw staut.
(Cory, 1996, pp.112-15)
8.7.2. Character References

When writing a character reference, whether as an employer, a3

a teacher or as & friend, the fiest thing to mcﬁtinn i# how fong you,
have known the person and in what caﬁacity. Afier that, there are
a number of areas that may be worth mentioning, depending on
the job or course your empioyee, student or friend has applied for.
This list suggests some of those aress, together with a few -
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adjettives and phrases describing positive qualities. In a written

reference these qualities will be illustrated with concrete examples

aﬁd facts.
Relizability

punctual,  her Iimekeeﬁing is
good dependable,

conscientious, responsible

reliable,

. Attitude to peaple

. works well in a team

a natural leader

competitive

considerate, understanding
ﬁ'iﬂﬂdfy, helpful, penerous
tolerant, patient, considerate

gets on well with those around

her, sociable, integrates well
Bispmiﬁﬂn ! Personality
easy-going, relaxed, laid-back

self~confident, seif-assured

Personal Appearance

tidy, neat, presentable
well-dressed

Attitude to work

meﬁcﬁam, thorough, methodical
diligent, fndmﬁium*. assiduous
ambitious, determined

adaptable, flexible

| willing, keen, enthusiastic

| Thinkiag

imaginative, creative, has a
capacity for oviginagl ideas,

innovative

rational, logical

intelligent, brilliant
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good-humowred, good-natured
self-veliont, independent

shows initiative

positive, enthusiastic, optimistic
guiet, introverted,

oulgoing, extroverted

The spoken word

articulate, eloguent, persuasive
" well-spoken

discreet, diplomatic, tactfid

Homnesty

truthful, sincere
trustworthy, honest,

o person of great Integrity
Declding snd Dﬂ_lﬂg
confident, decisive, dynamic

energetic, adventurous,

sponianeous
competent, practical
well-organized, level-headed

Other areas that may be worth considering include academie
ability,  practical skills, qualifications, interests.

Negative aspecis of a person’s cheracter must also be mentioned,
whether a5 a matter of honesty or in order to give more credibility
to an otherwise implausibly glowing reference. In either cage, ,
. negative points are usually expressed in sa nositive s wey 8 _ .

possible,

The following phreses, all teken from charecter

references, describe negative qualities,



;
5:
:
;
:

Attitude to people

I,

2.

12.

can be a litile impatient with other people’s weaknesses

although her critics see her as a bit of a troublemaker,
Dispogition

© ag yet, she is lacking in seff-confidence, bul
. he takes himself very seriously

. while it is true that she is easily led,

he tends to keep himself to himseif
Attitude to wark
though he doesn’t always show & total, commitment to his work.

can give the impression of carclessness when finishing a

piece of work
The spoken word

has a very frank way of expressing himself

. though occasionally she has trouble expressing herself clearly.

. her regional accent and occasional use of dialect may not be

immediaiely compeehensible to some
Thinking
his arguments are not always entirely coherent
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13. though he has been accused of a lack of imagination.
14, rather stow at times/ not especiatly quick-witted

Activity: Writing

You have just compieted a three-year scademic course at a college
in Britain. A friend of yours, John Kino, has now appliéd for the same

course, and he has asked you to write a character reference for him.
You are willing to write the reference because you think the course
would bé a wonderful opportunity for him and you feel that, despite his
Faulis, he has a reasonable chance of successfully completing it.

Read the extracts (Cory, 19"915, pp.116-117) from three letters: the

first from John, the second from someone who took the course with

-you, ard the third from the college, then write:

(a) your reply to Dr. Flode, a ietter in which you write a
(sufficiently positive) character reference fot John (about {75-wordsy,” =~ ==~

{b) a short letter in reply to John {about 75 words). '.

From John
Do you think you could write a reference for me? I'm not

sure exactly what they'll want o know, so I suggest you

just tell them the whole truth aboid my magnetic
personality, inteflectual genius, impeccable manners,
magnificent physique, endearing modesty, etc.!
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Acrally I'm counting on you, because P've already given
thelm your name as a referee. The thing is, there was a
deadline for the applications, and yours was the first name
I thought of, since you've just finished the course and
you've always been such a good friend to me. T would've

asked you first but I'd iost your phone number.,

From 2 classmate

Ioaw eman

Have you heard that John is hoping to get onto the course

next year'? He must be mad—1I mean, it was rmach too hard
for me, and even you found it difficult. He asked me if 1'd
write him a reference, but how could 1? Frankly, I think
he'd be a disaster in Britain, His English isn't very good so
he ‘d havé problems with the course. And for all his

inielligence,‘.; I'm sure he'd be toe lazy to get through ali the
work. 1 mean, we're talking about a guy who gets out of bed
~ around nﬁdﬂﬁy, but doesn't wake up until the discos open....

Anyway, 1 sugpested he ask you fo write the reference
instead, firstly because you're a better liar than me, and
secondly because your opinion of John has atways been a
lot higher than mine. Iknow there are a Jot of things to
admire abowt him: his voluntary werk in Rwanda, his
physical courage, the way he always wants to be the best,

his brpins, the way he can talk himself out of any
: o -235 -



difficult situation, his ability to 'always look on the bright
side’, his smile, his guitar-playing, and most of ali his
dazzling displays on the dance floor! But for all this, I

just see him as a waster: arrogant, fazy, spoilt and vain!

From the ¢oliege
...We are considering Mr. John Kino for a place on the

course which you have just completed so successfully, He
has given us your name as a reference and 1 would be most
grateful for your opinion of his suitability for the course.
Every year, as you yourself will be aware, a high
percentage  of students {rom ebroad drop out of this
course for & number of reasons: problems of ndaptation
to the British environment and culture; the difficulty of
finding new friends and buitding a social life in Britain,
and the consequent loneliness and homesickness, the
heavy workload on the course and the frequent exams;
the difficulty of studying exclusively in English. For this

‘reason—to minimize wastage and suffering on our
courses—we particularly appreciate character references
that are a fair assessment of an individual's potential. .

Yours sincerely,

L Flode
Dr. L, Flode
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8.8. Résumés
The two things you will most likety need to get a job are a job

application and & resume.

A job application could be a tetter you write to an employer. It will
probabiy be'an application blank }n'pu fill in at the piace of employment.

A tesume ts like a portra:t of ynu-—lt shnws who oy ate wuh

fespeci to )raur educatmnal and ‘work cxpencnce Yﬂu want your
resume to give an employer & trug picture of who you are and what
you: can do. The common kind of resume is a chronological one-—-in
it, you highlight the most important facts in order of when they
hapnened, starting from the most recent and going backward,

The following suggests items to include in a résumé. Read it
through, and see what paris could be used in your résumé. A resume
is different for each person, but any résumé should be clear,

concise, and neatly typed and copied on quality paper.
A Chronological Résumé
YOUR NAME
Permanent Address:
Strect Address
City, State Zip
Phone Number
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Professionnt Objective:

State the type of position that you are applying for and your long-
term goal. In vour objective, you may include indications of
wanting growth and challenge. Example: An entry-level job in data
processing Imiding to a career in systems analysis.

Educstion:

.List professional treining and/or college(s) first and then high school
attended, with date of graduation along with degree and major. List the
most recent program first, and work backwards, in order.

Courses: (Optional)

List no more than six; list oniy those that have something to do with
the position for which you are applying, and tell how they apply to
the position.

Special Skills: (Optional)

List skills acquired through training or through your own initiative.
They can be concrete (typing, shorthand, computer operations) or
abstract (organizationsl, public speaking, management, etc.). Show
diversity.

Work Experience:

List the most recent job first and work backwards in time. Include
part-time and summer work. Give brief job descriptions and dates
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of employment, If your employment history includes many short-

term, miscelianeous jobs, use the following niles:
1. List those relevant to the position for which you are applying.
2. List those you held for the longest periods of time.
Extracurricular Activities, Hobbies: {Optional)

List any professional or community organizations individuatly,
along with responsibilities you held. Then list hobbies and speciai
interests that might be pertiner 1o the position for which you are
applying. Also list others that seem less relevant if they will indicate

your diversity in a variety of areas.
Personal Data: {Optional)

You may wish to note your general good health and marital and
dependent status here. (Some employers may feel that a married
person is mote stable, while others might feel that a single person
would be more suitable for a job requiring a lot of traveling. Your

staternent could be just” Single, excellent health™).
References: (Optional)

Lisl at least three, or state that they are available upon request. Be
sure to get permission in advance from the people you wish to list.
Teachers, friends, or former employers {do not use relatives) make

pood references. Include names, titles, addresses, and telephone
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numbers with area codes. Then ask your chosen references 1o send
you a typed recommendation, or let the person know who might be
calling them for a verbsl recommendation. If you have written
recommendations, make copies of them and have thern ready o mail

on request. You could also take them with you to an interview,

Now that you have looked over the list of suggestions, use this
worksheet to take a rough draft of your résumé, (Cardanha, 1993,
pp.155-158)

Reésumé Warkéheet

(Name)
(Permanent Address)

Professional Objective: (or Career Goal)

Eduacation:
(Date)
(Date}

Courses: (Optional)

Special Skiifs: (Optional)
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Worl Experience: (or Employmient Histary)

Company Name:
(Dﬂtﬁ) Aﬁﬁfﬂﬂﬂ_ﬁ {If your work
Position: experience is more
recent than your
Duties: education, puf it
Company Name: g
Educetion.™)

Personal Pata: {(Optional)
References: .

Have & counselor or a professional person who is familiar with
résumés read over your résumé, The counselor can give you his or
her reaction to the résumé (Does it present atrue and favorable
i:icnire of you? Would it make the person wam to hire you?) and
offer any suggestions he or she may have. Keep working on the

resume until it is the best you can make it.

Keep in mind that if you apply for different types of positions,
you may need to have more than one résume. The skills, training,
and job experiences for one position might not be the most relevant

for another position.

Reniember that your résumé is ofien the first look at you that a
ﬂ prospective employer gets. Make it a good one.
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Appendix 1

Revising Drafts

Your first draft prdhahly contains awkward or wordy seniences
that reflect your initial attempt o get ideas on paper. After working
with your thesis, organization, and paragraphing, you can focus on
sentence structures and word choices that wiil make your writing

more vivid and exact, more effective for the reader,

Prefer Active Vaoice

Generally, avoid pessive structures, because they make writing

wordy and confusing. Active voice allows you to make vigorous

and direct statements.

Once you recognize a sentence as passive and decide to change
it, you can create an active sentence by finding the do-er {or

inserting one) and tumning the sentence around:

Passive Active
Houses were destroyed by the storm. | The stonm destroyed houses.
The cake wag eaten by me. [ ate the cake.
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Avoid It.. That Seatences

Some sentences wander simlessly, taking too fong to makea
point and thus destroying the flow of ideas. These sentences often

contain unnecessary i . . . that constructions:

1t... That Revised

- - 4ltis frue that the dorms are no | The dorms are no longer popular

longer popuar with juniors and | with juntiors and senjors.

seniors

Elimingte Forms of Be and Other Wesk Verbs

In first drafts, writers often choose cﬂnstm:tmns containing
weak verbs, E.Spﬂcmlt}' forms of be (am, is, are, was, were, been,
being). But in a fingl draft a succession of be verbs can be vague

~ and monotonous,

e : You can easily climinate one use of be that wastes words and

delays the action: the there is structure,

There Is Revised

There is one camper who hates | One camper hates milk.
milk.

There was & man lurking in the | A man lurked in the shadows.
shadows,




.
:-

You can eliminate other be verbs by making more specific
choices. If you say that “the man was in the gym,” your reader
knows very little. Did he hang from the ceiling? slump in a chair?
Think of the different impressions you can create with stralied,
ambled, and limped along to desctibe the man walking in the gym.
Many writers pick the most obvious choice in a first draft but

decide on more specific verbs as they revise,
li¥minate Nominglizations

To make your sentences more concise, Iemove

nominatizations—nouns created from verbs—because they can lead

‘to wordiness and a plodding tone:

Nominalizatien Revised

The two leaders held ajThe two leaders discussed
discussion concerning several | several peace alternatives.

peace afternatives.

The director made a| The director recommended that
recommendation that the student { the studf:ﬁt assisiant be rehired.
assistant be rehired. '

Other common nominalizations inciude give encowragement,

make a payment, have admiration for, and make a judgment of
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Use This with A Noun

You may want to use the word this to refer to ideas that you have

mentioned in previous sentences or paragraphs. But this should not

be used by itself; instead, it should always be followed by a noun so

that the reference canno! he misunderstood, When this is the first

word of a sentence, you may be able to incorporate the entire idea

of that sentence into the preceding one (as in the second example):

Ambiguous This

Revised

That dealership charges high
prices for repeirs and doesn't
"stock_ pa;'ts for older cars. This
has caused many .Eﬂ}"ﬂt
cusfomers o consider &

competilor.,

That dealership charges high
prices for repairs and doesn't

stock parts for older cars. This

| poor _service has caused many

loyal customers to congider a

Competitor.

"I'Chandra refuses to bring hes
boyﬁ‘i_e:nd ‘over for dinner. This
has insulted her family.

Chandra's _refusal to bring her
boyfriend over for dinner has
insulted her family,

Eliminaste Empty and Wordy Phrases

You can also write more effectively by avoiding long phrases

that provide little information. In the list that follows, the singte
words on the right repiace the wordy expressions on the left:
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Weﬁiy Phrases Revised {{ Wordy Phrases Revised
along the lines of | Tike in the event that if
at all times " - always in the field (oc area}{in
of
at this point in time | now int the final analysis | finally
because of the fact | because  §l in the neighborhood | about
that | of |
by means of by in the not too|soon
i distant future
due to the fact that | because [} in this day and age | today
for the puwrpose of  § for in_ today's modem | today
world ==
for the reason that | because [Jon accoant of the | because
- factthat = .
have the ability to | can similar in nafure o | like
in a great many iofien situated in  the | near
instances . vieinity of
in order to to until such time as | until
in spite of the fact alinough { was of the opinion | believed

that

that'
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Also avoid tawtologies—the use of two or more words that say
the same thing. The unnecessary words appear in brackets:

[tyue] facts blue fin color}

large [in size] attractive [in appearance]
fbasic} essentials | each fand every onel
severe! [in number] weak [in strength]
rewrite [in different words) refer [back] to

Make sure that, throughout your paper, you choose the best terms to
describe your ideas. Sometimes the more exact choice can replace
several words:

persons with knowledge in their field = experts

| comrecting errors in the final draft = proofreading
unwilling to change his mind = obatinate
speaks words unclearly ~ slurg

writes quickly and messily = scribbles



Appeﬂdiz Z
Refining Sentences

1. Punctuation
Objective: To use correct punctuation in sentences.

Punctuption is the process of puiting punctuation

merks in a sentence.

Punctuation marks separate sentences and separate the paris of a

sentence so the meaning is clear,
1. Comma

A comma is used to separate items in a series; the clauses of a
compound sentence; introductory words, phrases, and clauses;
parenthetical cxp&ssinns; dates and addresses; some appositives;
direct quotations; and direct address. |

That is a long list, but many of them are placed naturally as you
pause in your thoughts or reading.

Series. Put a comma after each item of a list of three or more items
thet is wntten in a sentence. (Read the following example to

yourself, and notice how you pause where the commas are.)
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Exariple
I piaced an order for pens, pencils, markers, and grease
pencils.

Compound septence. Put o comma before the comjunction that

joins the clauses of 2 compound sentence.

Exaniple
Gavin finished his apprenticeship, and then he became a
licensed electrician.

Iatreductory words, phrases, and clauses. Put a comma after ali
phrases and clauses that begin a sentence.

Example
Yes, we ordered the new fax machine, {word)
Of the three samples, 1 like the middle one besi, (phrase)

On the plane to Chicaga, she finished reading the repuﬁ: '
{two phrases)

. Hearing the buzzer, Mark knew the coffee was ready.
(phrase)

When you finish checking the wiring, piease cali me.

{clause)



As you can sce, the comma comes right before the subject of the
sentence (the independent clause), If you read each sentence, you wil)
probably find that you pause naturally at each place where a comma

should be. This will help you in knowing where to piace & comma.

Parenthetical expressions. Put a comma before and after
expressions that are not necessary to the meaning of the sentence,

such as of course, in fact, or for example.

Example
Heaith insurance, of course, is offered to every

empioyee.

A secretary could work, for example, for a doctor, in a
bank, or in a court.

Dates and addresses. Puta conuna between the day and year in a
date. If the date is in the middle of a sentence, put commas before

and after the year. No comma is used after just a month and day, -

Example
July 4, 1776

I joined this company on December 27, 1950, when I

was 18 years old.
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Put 8 comma between city and state or before and after the state

if it ts in the middle of a sentence.
Example
Ames, Jowa

Luisa lived in Atlanta, Georgia, before she movedto
Pittsburgh. '

2. Semicolon

A semicolon is used to separate the independent clauses of a

compound sentence when a conjunction is not used.
-Example
Tomorrow is a holiday; you can leave early today.
3. Colon

A colon is used to indicate a list or sertes if there are no words like

like or such as. Use an independent clause before a colon.
Exampie

Food-sérvice jobs are alvnilablc in many places: schools,

hospitals, factories, and large office buitdings.

But: You could work in 2 cafeleria in many places, such as a school,
a hospital, or a factory.,
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4, Dash

Put a dash in place of a comma or semicolon when a stronger break . . .

is needed or to avoid confusion with other conumnas.

Example
My boss requested—in fact, he demanded——that 1 retype
the letter.

Kelly was excited—very excited—about the job in
California.

&, Parentheses

Put parentheses: around materiai that is not necessary to the

senience.

Parentheses are used where commas might be used, but parentheses
are sfronger.
Example
The colors of the flag (red, white, and blue} were
repeated in the table decorations.

6. Hyphken

Put a hyphen between the paris of most compound words and
between the paris of a word that sust be divided at the end of a line.

- Example
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A six-page report will probably require extra postage to
mail.

There were twenty-five applicants for the joh,

Practice
Lasert the proper end punctaation. The first one ks doue for yowu

1. Hurray! We won the new contractl

2. Can that paint job be finished on Friday

3. Court wili come to order

4. I have to fast 14 hours 3o [ can have a cholesterol test
5. Congratulations, you did it

6. Where did I put that disk

7. Please, hold that elevator

8. Gordon plays handball after work

hsenmmmtnmepmperphmmnrnmhdunefurm
9. Tiffany, Jed, and Allen work on the fourth floor.
10. No that is not what I ordered.

11. Before you turn off the computer remove the disk from the
disk drive.

12. In that catalog the price was $4.94 a dozen.
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13. My brother is an orderly and I am a nurse's aide.
14. That fender will have to be sanded primed and then painted.
15. Instead of dinner would you like to have funch?

16. After | finish with the doctor I would like to make an

appointment 1o have my tecth cleaned.
17. My car unfortunately necds a new muffter.
18. Your income iaxes of course depend on how much you earn.
Inserta semicuiﬂn or A cul&n. The first one is done for you.

19. Many remedies are suggested for a cold: soup, juice, water,

aspirin, rest, hot showers, and 50 on.

20. The first thing you sheuld do is type a résum# you should

then send it to as many contpanies as you can.

21i. This job has severai benefits medical insurance, profii-

sharing, a4 pénsion plan, and life insurance.
23, 1 can't drive my car this week the engine is being overhauled.

23, Everyone needs to avoid foods high in fat bacon, butter, cream:,
some cheese, eggs, fried foods, and potato chips, for example.

Insert the required pupctuation, The first one is done for you.

24, Parentheses: We ate open 9:00 AM, to 5:00 p.M, weekdays




25. Hyphen: He made reservations for a two week vacation.

' 26. Two daskes: When you are ready and I hope it's soon you can
finish that typing,

27. Parentheses: Al eimployees men and women are treated

equally,

28. Hyphen: Crystal 1 a medical assistant in a family oriented
doctor’s office.

IL. Dangling Participles, Misplaced Modifiers

Objective: To place participial phrases and modifiers so the

e - L Wiamas aus WL R A BE wrs T W wrwE

meaniﬁg of the sentence is clear.

If phrases and modifiers are not near the word they modify, the

meaning of the sentence can be incorrect or even silly. e

A dangling participle (or participial phrase) does not modify any

word in the senience because the sentence was written incorrectly.
Exowple

Bangling: Visiting the stockroom, the tour of the factory .
BT d e -me"amﬂed: T P Lo : ]

(The tour was not visiting the stockroom.)

Correct: Visiting the stockroom, the applicants ended
the tour of the factory. (dpplicants did the viviting.)
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Dangling: Jack broke his arm falling off the ladder,

(The arm did not fail off the ladder.}‘

Correet: Jack broke his arm when he feli off the ladder.
| COr: Falling off the ladder, Jack broke his arm.

A misplaced modifier is a word, phrase, or clause that seems to
modify the wrong word, The modifier must be moved to a place in

the sentence where it is clear what werd is being modified.
1. Word: Look at what the word endy can do to this sentence.
Only Mitchell can save three documents.

(Meaning: Mitchell is the only one who can do it.)

Mitchell can onfy save three documenis.

(Meaning: He can save the documents but not print them,)
Mitchell can save only three documents.

{Meaning: He cannoet save four or five documents.)

2. Phrase: Changing the placement of the phrase changes the

sentence.
A woman from my office ordered new chairs,
A woman ordered new chairs from my office:

3. Ciause: The clause must be near the word it modifies.
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Misplaced: The people in that office decided to collect money

for children while they are on their break.
(The children are not on their break.)

Clear: The people in that office decided that, while they are

on their break, they wiil collect money for children.

Always read over your writlen work to be sure modifiers are

placed for clear and correct meaning.
Practice

Rewrite the semtence to climinate the dangling participle or

misplaced modifier. The first one is doge for you.
1. In'the refrigerator, Miguet saw his lunch.
Miguel saw his lunch in the refrigerator.

2. Wanting to avoid astrike, a new union confract was deawn up by

the negotiating commitiee.
3. The computer and the printer with its monitor cost $2,690.
4, Be sure to put that letter on your way out in the IN box.
5. Driving to work, the car had a flat tire.

6.- Rosa's patient, Mrs, Amano, had X rays taken while she was
unch.
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16.

After typing a letter, your boss should check it for errors.

Recovering from fiu, the doctor told Anne to stay inbed three
days.

Looking in the operator's manuai, the start button seems to be the
red one.

The pharmacist asked Mario fo lock the drugstore every night

during his vacation.
HI. Appositives

Objective: To identify an appositive and to sef it off correctly

with commas.

An appositive is a noun or phrase that expiaing or renames the

noun or pronoun immediately before it

Example
The teller, Mr. Forbes, had me endorse the check again,

(The appositive is Mr. Forbes. [t tefls the name of the teller, but it is
not information necessary to the sentence. So it is set off by commas. )

My friend Suzanne became an X ray technician.

{The appositive is Suzanne. It tells which fiiend. There is more
than one friend, 50 Suzanne is necessary to the sentence. It is not

set off by commas.)
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My sister, Eva, iz a home health cere aide.

~ (Eva is set off by commas. It is not necessary to the sentence |

becavse you have only one sister.)
Ben works at |25 Fifth Avenue, the building with all the flags.

{The address i enough to identify the building. The rest is extra

information, 50 a comme is used.)
The popular children's story Dine sells very well.

The color gray is commion for computer hordware,

L r s oan ANO commas since Dino and grap are necessary to the sentences.)

Using an appositive can make writing more clear and concise.

sing an appositive van combine two sentences into one.
Example

Two Sentences:

Two applicants are equally qualified for the job, The applicants
are Tonya and Christine. j

One Séntehee with an Appositive:

Two applicants, Tonya and Christing, are equally qualified for
the job. “
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Practice

Lindertine the appositive.. The first. one.is done. for-you..-

1. 1 have wanted this carcer, computer programming, since I was

12 vears old.
2. Pilar's apariment, a one-room efficiency, rents for $390 a month. «
3. The main speaker, Senator Jones, is held up in fraffic.

4. The second edition of his book Career Opiions was published
in 1990.

5. My mother, Angela M(:Guinnéss,'Tetired"lastweek. '

6. His assistant Shetry is on vacation.

7. Today, Friday, is an important day in the company's history.
8. The salesman Sam Cooper has the highest sales this month.

9. Matthew's favorite suit, the gray pinstripe, is at the cleaner's.

10. Tyrone's brether Randy had the highest score on the enfrance

eXatmn.

Insert commas around the apposifive if you think ihe
meanring of the semtence wouwee he clear withont the
appositive. Explain your cheice of commas or no

commas, The {irst one i done for you,
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11. Her boss, Wayne Chong, asked her if she could work overtime.

Commas around Wayne Chong because most people only have one

bogs—the meaning would still be clear without Wayne Chong.

t2. His friend Rob is going to be an avionics technician.
13. The head teller Ms. Nunes was promoted to manager.
14. His first book Repairing Your Own Computer is out of print.

15. Rita Mae has four brothers and two sisters; her sister Nicole is

in the Navy.
Rewrite the two sentences as one sentence with an appositive,
16. Brian's habbyy became his career. His hobby was fixing old radios.

17. The dental assislant does not work on Tuesday, The dental

assistant is Sheiley Rogers.

18. The last day for submitting .cxi year's budget is tomorrow.

Tomorrow is Thursday.

19. My favorite typist is leaving for another job, My favorite typist
is Brandy.

20. That computer monritor is out for servicing, It is a color monitor.
Direct Address and Quotes

Objective: To recognize words used in direct address and to use the -
correct punctuation.

-262 -



When you speak to someone, you often call him or her by name or
title. In writing, the name or title is set off by commas because it is
extra-—~it is not necessary to the meaning of the sentence. The name

or title is said to be in direct address.
Examiple
Mr. Gordon, the doctor will see yon now.
Your appointment, Axnne, was last Tuesday.
I will read the last testimony for you, your honor.
Diana, have you finished that typing?

If the conversation is quoted as the exact words of a person, ihen
it must also have quotation marks. The punctuation of the quotation

goes inside the quofation marks.
Example
“Mr, Gordon,” said the receptionist, “the doctor will see you now,”
(Note that the comma and the petiod go inside the quotation marks.)
“Your appointment, Anne, was last Tuesday,” Anne’s mother said.

(Note that the period afier Tuesday becomes & comma when the

speaker follows it.}

The court stenographer was heard to say, “T will read the last

testimony for you, your honor.”
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The supervisor asked, “Diana, have you finished that typing?”
(Note that the question mark goes inside the quotation marks.)
Practice

Insert commas and quotation marks where needed. The first

one is done for you,

1.

8.

9.

“Ave yeu familiar with this model refrigerator, Dion?"" asked Mr.
Fortin,

Mai I need this finished by 3 o’clock.

When you are ready to start painting the pickup Fabin check with
me about the color,

Mrs. Yarina said to me when the service rep shows up Carol send

him to my office.
Bite down on the film Will and I'l] take the X ray.

I heard the traffic reporter say Avoid the Tenth Street Bridge
because of roadwork,

That estimate she said is much too high.
Ladies and gentfemen we have a new supervisor he announced,

Stand when the judge comes in the lawyer whispered to his client.

10. The nurse promised this won't hyst.
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V. Forming Gerunds
Circle the subjects of the following sentences.
a. Finishing high school is ofien difficuit for students who work.

b. Litlering injures and kills wildlife.

These words are gerunds. You form the gerund by adding -iag to

the base form of a verb.

Gerunds are used as nouns. They are useful when you want to

state an opinion about an activity. Study these exampies:

Activity Opinion

Teaching first grade is challeaging.

Speeding in Urbstown is expensive.

Finishing high schoct s difficult for students with jobs,
Littering - injures and kills wildlife.

Spelling Notes: Gerunds

Here are some rules to help you form gerunds.

1. To form a gerund, add-ing to the base form of the verb.
litter littering
épeed speeding

2, Drop the final-e before you add-ing to most verbs
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come coming

smoke smoking

Exception: Do not drop the final-e in verbs that end in -ce.
agree agreeing

see  sceing

3. Double the final consonant for verbs of one syliable thai end

in one vowel + one consonant

rob  robbing
sit  sifting
4. Double the final consonant for verbs of more than one

syllable that end in one vowel + one consonant and that

have the stress on the final syllable.
begin beginning oColr  occuTing

5. Do not double the final consonant of verbs that end in one

vowel + -y

pay paying

delay delaying
Exercise

Complete the table, Use the spelling notes above 1o help you.
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Base Furm Gerund

a. write writine

b. watch

<, 56

d. play

e, get

f. go

g. cook

h. permit

I. receive

Just for fun. Unscramble the letters 1o find the gerunds. Then

complete the sentences.

a.  natchWig television is a good way fo learn English.

b. Gogin__iohighschool is important if you want to find a job,

¢. Katherine and Lena enjoyed ___palingy _ with dolls,

d. Janei’s class icarned a lot from eseing the fire station.

e, rintigiW  in a foreign language is not easy.

f.  nitGegi  alot of writing practice is important.
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g _ oopniCk _ inamicrowave oven is fast and easy.

L. Es’t giving presents at Christmas more fum than
ginievrec  them?

i.___timPerting __ people to smoke in resisu: ants is a had idea.

{Bonner, 1994, pp. 69-70)
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Appendix 3

ESL/ EFL Problems

This Quick View (for more information see Keene & Adams,
1996, pp. 220-242) shows the most common kinds of writing
problems experienced by students for whom English is a second

isnguage {ESL) or a foreign language (EFL).
ADJECTIVES
deﬂctives Acting as Nouns

An adjective s a word used to modify a noun or a pronoun. Bat
an adjective is also occasionally used as & noun. When it is, the
adjective is alway. mn singular form, even if it is naming something
piural. For example, instead of writing a sentence in which young is

used as an adjective,
The young people especially are invited to this concert.
we tnight write a sentence in which young is used as & noun:
The voung especially are i viied to this concert.

Even though yowng in the second sentence is clearly being used
- as aplural noun (otice that the verb, are, is plural), young docs not
afed wm g oy you might expeet it would. You can see the same thing
in these exumples:
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Adjective + Noun: The Jucky winners are going home to

celebrate.

Adjective in Place of Neun (Incorrect Formj: The

luckies are going home !o celebrate,

Adjective in me:e of Noun (Revised Formj): The lucky

are going home to celebrate.

Adjective + Pronoun: Some citizens will not vote, but

the responsibie ones will.

Adjective in Place of Pronoun (Incorrect Form): Some

citizens wiil not vote, but the responsibles will.

Adjective in Place of Pronoun (Revised Form): Some
citizens will not vote, but the responsible will,

Order of Cumulative Adjectives

In English, adjectives usually precede the nouns they modify.
And certain types of cumulative adjectives in a series precede other
types in a series. Instead of modifying the noun individualiy, as
coordinate adjectives do, cumulative adjectives build on each other,
with each adjective to the left of the noun modifying the entire unit
that follows it. In the sentence “Several bright floral prints hang in
the living room,” bright modifies floral prints, and several modifies

the entire phrase.

-270 -




Incorrect Order Revised

Eduardo bought an old bluc | Eduardo bought a beautifui old

beautiful house for his family. blue house for his family.

Cumulative adjectives have a customary ordering in English.

Although there are exceptions, here is how the order works

generally:

Articles and pronouns go first: @, an, the, his, her, owr,

several, few, every, and so G, .

Evaluative words go next: beautifid, ugly, handsome, pretty,

committed, tasty, appealing, and so on.
Words about size go next: big, small, huge, tiny, and so on.

Words aboui length and shape go next: short, long, square,

round, oblong, trianguwdar, wide, narrow, and so on.
Words about age go nexi: old, young, fresh, stale, and so on.
Words about color go next: red, green, bire, and so on.

Words about nationality go next: Canadian, frish, Mexican,

Puerto Rican, Vietngmese, and 30 on.

Words ahout religion go next: Catholic, Protestont, Muslim,

Buddhist, and so on.

Words about material makeup go next: concrefe, wooden,
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brick, stone, sieel-and-glass, 0 s0 uo.

- Nouns used as adjectives go next: swim (as in swim team),

rope (as in rope ladder), fish (as in fish markes), and sc on.

- The noun being modified goes last: feacher, student, house,

books, ideas, and so on,
Note: Cumulative versus Coordinate Adjectives

Cumulative adjectives, such as those listed above, build on each

other and are not separated by commas. Coordingte adjectives, in

contrast, madify the noun separately and are separated by commas,
as in “Eric furned out fo be aloud, messy, annoying roommate.”
You can identify adjectives as cumuiative if you cannot insert ard

between them or change their order, as you can with coordinate
adjectives:

Example: My small red toy boat moved over the surface of
the lake. '

Test for Comulative: My and red and smal! and toy boat
moved over the surface of the lake, [Since inserting and

between the adjectives doesn't work, the adjectives are

cumnulative. ]

Another Test for Cumulntive: Small red toy my boat
moved over the surface of the lake, {The awkwardness of
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the changed order of the adjectives suggests that, in their

original ordering, they were working together, not

separately. Thus they are camuliative, not coordinate. }

DEPENDENT CLAUSES

A dependent clause is a gronp of words that has & subject and a

verb but cannot stand alore as a sentence, Dependent ciauses can be

used as adverbs, adjectives, or nouns. Four kinds of problems may

cccur with dependent clauses: problems with piac2ment, problems

with that, problems with repeated objects, and problems with

repeated adverbs.

Placement of Adjective Clauses

When a dependent clause modifies a noun or a pronoun, it is also

called an adjective clause. Written English regularly places

adjective clauses right afier the nouns they iodify:

Incorrect Placement

Revised

Tzusheng returned the book to | Tzusheng returned the book that
the library that__ he had | be had borrowed to the library.

borrowed. [The phrase to the
{ibrary separates the noun book
from the clause modifying it.]
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When to Use Ti]at_

= Ajthough the general rule is that dependent clauses begin with a
subordinating conjunction, thar may be omitied when there is no
possibility of misreading.

Missing That: Our boat leaked so badiy had taken us safely

te shore. [Without fhat ro signal that “leaked so badly” isa
dependent clause, the sentence is likely to be misread. ]

Reviged: Our boat that lesked so badly had taken us

safely to shore.

Unnecessary That: At the Comedy Club last night,
Marta showed the audience [that] she knows how to
make people laugh,

Repeated Objects

When you use a dependent clause, be careful not fo needlessiy
repeat {as the object of the dependent clause) the word the clause
meodifies: '

Incorrect Revised

Pedro saw the tennis racke! that | Pedro saw the {ennis racket that
he wanied it. [There is no need | he wanted:

for an it to echo that and
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function as an object of the verb
wanted, because that already
serves,this fimction; this
mistake is called creating a

repeated object.]

Repeated Adverbs

An error similar to repeated objects is repeated adverbs, or the

echoing of the relative adverb (where or when) that infroduces a

dependent {adverbial) clause:

Incerrect Revised

Maya found her purse where | Maya found her purse where she

she had feft it there. had left it.

PREPOSITIONS

English has a number of phrasal prepesitions, including the

following:

Phrasal Prepositions

according to down from out of
across from in addition to PEiOT {0
because of in between with the exception of

To write fluent, idiomatic English, you need to be careful not to
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use the wrong combination, -

incorrect Combination Revised

—

The student center is across to | The =, ‘ent center is acrass from

the law school. the law school.

Several other phrasal consiructions in English can be difficult

for ESL writers. These constructions usually fnllnw ] "r'El'b and take

PR T Y

" "the form of an adjective (or nnun) plus a prcposntmn

Phrasal Constractions
ability at, with  identical 10, with prﬁfemhie to
angry at, with  impatient for, with mcepti\;e to
capableof  independent of superior to
deserving of inferior fo thankfis] for, to
free of, from, to necessity for, of, tu worthy of, to

Because the meaning of the phrase depends partly on the
preposition, you need to be careful to use the comect preposition in
these constructions. Ifyou're unsure of the correct combination, check
an unabridged dictionary during the finishing stage of your writing,
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VERBS
1wo-VWord Verbs

Many combinations of a verb and a preposition have a special

(idiomatic) meaning in English. The following sentences illustrate

these accepted combinations, including the ones in which the

rreposition can follow the object of the verb.
They were accompanied by their parents.
He was accused of a crime.
She can adapt to new situations.
The manager will never admit to his errors.
We never agree on the best vacation spot.
Do you agree with me?

Jana called off the wedding.

Or Jana called the wedding off.

How much will he charge for admission?

How does this album compare with his [ast one? [The tweo

albums are in the same category.}

You are comparing apples to oranges. {The two things being

compared are in different categories.
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The two buildings are connected by an underground tunnel.

I arn connected with that group.

We differ on that question.

She differs from her suitemaltcs,

Carlos deopped in on his old rmate.

He always gets up early.

- ‘Come join in the party.

Join with us in supporting Belinda for class president.

E will ook into this problem,

Mother asked me m_!,g_gk_y_-g her old friend from Seatile.
Or | will logk her up.

Sarah abjects 1o your decision.

. These seats are occupied by the dancers' familiés.

t have been occupied with raising children for ten years,
- She didn't want to part from her grandmother.

She didn't want 10 part with her inheritance.

She ran across an old friend.

Are you worried aboui the meeting?
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The clerk waits on the cus{omer.
1 will wail for a taxi.

Consult a dictionary for the correct combinations when you are
not sure about which preposition to use with a verb. Most
dictionaries, especially unabridged dictionaties, give examples of

sentences in which such combinations are used properiy.

Verbs in Conditional Sentences

Conditional sentences use two clauses to express the dependence
of one action or situation on anofher action or situation. The clause
confaining the condition usually begins with if unless, or when.
Generaily, a conditional sentence can be identified as one of thre¢

kinds: statements of fact, predictions and advice, or speculations.

Statements of Fact

In factual conditional seniences (such as those that state
scientific fruths or describe habitual behaviors), the present tense is

used in both ciauses:

[f the temperature drops betow 30 degrees, ice forms on
this bridge.

When Mary eniers her father's study, he always pus his

books away.

-279 -



Predictions and Advice

Some conditional statements predict the future or ofter advice or
opinions. In these sentences, the jf or unless clause contains a
present tense verb, and the main clause contains the moda! wilf

can, may, might, or should followed by the base form of the verb:

If you mary him, you will please your parents.

Children will not rest untess you remind them to do so.

Unlikely Possibilities

If you are not making a prediction, but just specuiating about an
unlikely condition in the present or future, you need to use a past
tense verb in the §f cleuse. The main clause contains the modal

would, could, or might followed by the base form of the verb:
If I won the lottery, I would retire immediately.

Tandra could make the team if she ran the mile 20
seconds faster.

Nonfactual Conditions and Wishes

Conditional sentences are also used to discuss events that are not
factual, such as wishes that camnot be granted. These sentences,
¢ven though they do not concem the past, have were {not was} in
the §f clause; then the main clause contains would, could, or might

fotlowed by the base form of the verb:
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If ! were king for a day; Iwould provide health care for

everyotie.

If my father were still alive, he would walk me down the

aisle.
Verbs Followed by Gerunds and Infinitives

The gerund is the -ing form of the verb used as a noun, as in the
sentence “I like swimming.” The infinitive is the base form of the
verb preceded by fo, as in “1 like to swim.” Either form can scrve as

the subject or the abject of a sentence.
Walking can be great exercise.
To waik again was the accident victim's dream.
He likes_eating.
He likes to eat.

As the following sections show, several different rules apply
when verbs are followed by gerunds or infinitives, depending on the

nature of the verb in question.
Verh + Gerund or Infinitive

Some verbs can be followed by a gerund or infinitive without

any change in meaning:
begin tike
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can't stand love
confinug start

hate

With these verbs, the meaning does not change whether you use
the gerund or the infinitive; that is, “I hate driving” means the same

as “I hate to drive.”

For other verbs, such as stop and remember, the meaning
changes depending on whether it is followed by the gerund or the

infinitive form. That is, “[ stopped calling my mother” means “I no

longer calied her,” but “I stopped to call my mother” means “

interrupted what [ was doing to call her.”
Verb + Gerund

Some verbs may be followed by a gerund but not by an infinitive:

appreciate enjoy practice
avoid finish recall
deny miss Tesist
discuss postpone suggest
laeorrect Correct

He finished to play golf by noon. | He finished playing golf by noon.

She erjoys to study for her finals. | She enjoys studying for ber finals.
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Verb + Infinitive

Verbs that describe something anticipated or planned may be
followed by an infinitive but not by a gerund:

agree decide mean promise
ask expect offer wait
beg have plan want
claim hope pretend wish
Incorrect Correct
'He offered helping me. Yo oficred to heip me.

We planned leaving after the | We planned to leave afier the

coremaony. . Ceremotty.

Verb + Noun or Pronoun + Infinitive

With some wverbs that take an infinitive, a noun or pronoun must
come between the verb and the infinitive im order to name the

person who is affected by the action:

advise cormand instruct require
allow convince order tell
cause eficourage persuade urge
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Incorrect Correct

He caused to quit my iob. He caused me to guit my job.

Treena encouraged to retursiio ; ireena encpuraged h.: mother to

coliege. _ return to college.

A few verbs may be followed either by an infinitive or by a soun
or pronoun plus an infinftive:
ask ; need wouid like

expec want

He wants Frederico to keep his class ring.

He wants fo keep his class ring.
SENTENCE FRAGMENTS: QUICK VIEW

This Quick View shows how to identify and correct sentence
frapments. A senience fragment is a part of a sentence that beging
with a capital letter and ends with a period, making it look like a
complete sentence. But a complete sentence must meet all three of
these conditions: {1} it must contain a subject, {2) it must contain a
complete verb, and (3) it must not begin with g subordinating word
or words. To revise a sentence fragmﬂnt,. you can turnitintoa
complete gentence or make it part of another sentence—often the

one just before or afier the fragment.
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Sentence Fragment

Revised

Ranch work was not sirange to

Audrey. Being a native Texan.

[The fragment, a participial
phrase. lacks hoth a subject and &

complats verb.}

Ranch work wag not strange te
Audrey, being a rative Texan.
[The fragment is joined {o the

g
El

préceding sentence. ]
or

Being a mnative Texan made
Audrey famifiar with ranch work.
|The fragment is tumed into the
subjectof anew sentence.]

1 fragment

Someone clse had already reported
the fire. When i 2o 1o a phone, [The

beging with &
subordinating word, When, *1 gotto
a phone” would be a complete

sentence, although it would not

express the idea of When ]

Someone else had already
reporied the fire whenI got to

a phone.

Testing for Fragments: An Overview -

Use the following tests {explained in detail in Keene & Adams,

1096, pp. 130-127) to check for sentence fragments in yous writing.

1. Make snve the sentence has a subject, [f the group of words |
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lacks a subject, it is a fragment. The subject of 2 sentence is a noun

{or a substitute for a noun} that the verb of the sentence makes a

statement about or asks something about.

Sentence Fragment Revised

Se1.:na said she was bringing her | Serena said she was bringing

lunch, Also reminded us to bring | her lunch and reminded us to

ours. [This fragment [acks a bring ours.
subject. ]

2. Make sure the sentence has a complete verb. A group of
words without a verb cannot be a sentence. The verb must also be
complete: that is, it cannot be the fo + verb form, the -ed, the -ing,
or the -en form of the verd by itself, |

Sentence Fragment Revised

When the tanker car derailed, it When the tanker car derailed, it
reteased toxic chiorine gas. released toxic chiorine gas,

Requiring evacuation of residents | requiring evacuation of

within a five-mile radigs, {The residents within a five-mife

verb is in the -ing form and radius.

cannot stand alone.} ’

3. Make sure the clanse is notintroduced by a subordinating
word, Generally, ifthe clause begins with a subordinating word (such
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as affer, because, that, or unless), that group of words cannot be an

independent clause and thus cannot stand on its own as a sentence.

Sentence Fragment Revised

Tomas found his licket. After we | Tomas found his ticket after

had left for the show, [Afterisa | we had left for the show.

subordinating word,]

COMMA SPLICES AND RUN-ON SENTENCES: QUICK VIEW

This Quick View shows how to correct comma splices and run-
on senbencés, errors that ocowr when two independent clauses ate
improperly joined. (An independent Efause containg 4 subject and a
complete verb and can stand on its own as a sentence,) Connect two

independent clauses’ either with a comma plus a coordinafing

conjunction (and, but, or, nor, for, so, or yer) or with a semicolon.
(For more on comina splices and run-on sentences see Keen &

Adams, 1990, pp. 138-140)

- A comma splice occurs when two or more independent clauses
are connected only with a comma, which is sometimes

accompanied by a cokjunctive adverb {such as however or

therefore) of a transitional phease (such as in other words).

- A run-on senié¥ice ocours when two or more independent

clauses are connect& with ne conjunction or punctuation.
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Comma Spiice Revised

e = f——

He ieft the house, his wallet was stil} | He left the house, and hisg
on the table. {T'o connect the two wallet was still on the table.
independent clauses, use either a or

comma plus a coordinating
' He lefi the house; his wallet

conjunction or a semicolon.] .
was still on the table.

The tax bill was high, however, we | The tax bill was high;

| found the money somehow. kowever, we found the
moneay somehow.

Run-On Sentence Revised

The song was popular—its tune was |} The song was popuiar, and

heard everywhere, | its tune was heard
everywhere,

or

The song was popular; its
tune was heard everywhere.

Testing for Comma Splices and Run-On Sentences

1. Cheek to see if the sentemce contains two or more
independent clauses, An independent clause contains a subject and

a complete verb and can stand on its own as a seatence, such as
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“The Berlin Wall fell” A dependent clause begins with a
subordinating word such as affer, when, or if and can never stand

alonc as a sentence—for example, “when the Berlin Wall feil.”

2. Next, check the way the clauses are joined. There are two

accepiable ways 10 connect independent clauses:

- a comma plus a coordinating conjunction (and, but, or, not,

for, so, and yet), or
- a semicolon or, in special circumstances, a colon.

Two independent clauses joined by aby other way make a comma

splice or a run-on sentence.

3. You can also check for | comma. Splicas and run-on
sentences by underlining the clauses. If you are not sure whether
“what you have underlined is an independent clause, circle its subject
and double-underline its verb; then make sure it does not begin with

a subordinating word or phrase.

Run-On: The story goes from 1945 to 1998 it covers three

generations of the Falcone family. [The underlined sets of

words are independent clauses without a proper connection. }

Comms Splice: A smal person stifl can compete at the very
highest levels of soccer, that person has to be fast and tough,

[The two independent clauses are joined only by a comma. ]
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Appendix 4

Documenting Scurces

While the MLA (Modem Language Association) documentation
style is an important standard in the humanities, the APA
(American Psychological Association} style is used widely in the
social sciences, The APA style differs from MLA in many details,
but both sharc the basic principles of including source names and
page numbers (APA adds publication date) in parentheses within
the text of the paper and listing complete publication information
for each source in an alphabetized list at the end. Below is a point-
by-point comparison of APA and MLA (Kennedy & Smith, 1994,
pp. 466-69). For acomplete explanation of APA style, consuit the
Publication Manual at the American Psychological Association, 4th

ed. {Washington, D.C: APA, 1994).

Parenthetica]l Docementaiion

MLA APA

1. Give the Izst name of the ! 1. Give the last name of the
suthor end the page Bomber ;  author, the publicstior date,
if you are gooting s specific[ and the pege number if you
part of the source, ere quoting & specific part

of the source,
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For example:

The question has been answered
before (Sagan 140-143),

Sagan has already answered the
question (140-143).

2. Omit the sbbreviation for
 page.

For example:

Wailsh discusses this “game
theory” (212—47)

3. Omit commes  in

parentheticz] references.
For example:

The question has been answered
before (Sagan 140-43)

4. Use a shortened form of the
title to distinguishk between
different works by the same

author.

For example.

The question has been answered
befote (Sagan, 1980, pp.140-143),

Sagan (1980) has already answercd
the question (pp.140-143)

2, Use the sabbreviation “p.”
for page or “pp.” for pages
to show pagination.

For example:
Walsh (1979) discusses this
“game theory™ (pp. 212-47),

3. Use

parentheses,

cOmmas within

For example:

The question has been answered
before (Sagan, 1980, pp. 140-143)

4. Use publication date (plus
lowercase letters, if
to distinguish

between different works by

BECesSAry)
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For example:

lones originally supported the

single-factor  theory (Investi-

pations} but later realized that

the phenomenon was

complex (Theory)

inore

List of Sources

the same author.
For example:

Jones ocriginally supported the
single-factor theory (1972) but
later realised  that  the
phenomenon was more complex

(1979).

MLA
1. The title of the page lisiing

the sources is Works Cited.

2. Indent  the second and

snbsequeni lines five spaces.

3. Use the suthor’s full name.
For example:

Sagan, Carl.

4. Use the word “and” when

listing more than one author.

APA

1. The title of the page listing

the sources is References.

2. Indent

the second and

subsequent lines tiree spaces.

3 'ﬂse the anthor’s [ast name,
but only the initials of the
author’s first and middle

names,
For example:
Sagan, C

4. Use an ampersand (&) when

listing more than one author,
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A
]
b
{

5. When there are two or more
guthors, invert the first

author's name,

comms and the waord “and,” |

and give Lhe second

guthor’s first name and

surname in the common
order.

For example:

Kennedy, Mary Lynch, and

Hadley M. Smith.

6. Capitalize major words in
the titles of books and

periodicais.

For example:

insert & |

& When there are fwo or more

anthors, invert all the
names. After the first
author's name, insert a

comama aind an ampersand
(&).
For example.

Kennedy. M. 1.., & Smith, H. M.

&, Capitalize only the irst major
word of the tilles of books.
Capilalize all major wordsin

the titles of periodicals.

For example:

The  Beginper’s  Guide 10
Academic Wriling and | The Beginner's puide to
Reading, acadeinic wriling and reading.

Reading Research Quarterly.

4. List book data in (he

following seguence: author,

Reading Researchk Quarlerly.

¥ List book datz in ibe

following seguence: author,
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titke of book, city of
publication, shortened form
of

date [ publication.

the publisher’'s aame,

For example:

Fries, Charles C. Linguistics

date of publication, title of
the huu_k, af
publication, pubfisher.

place

For example:

Fries,C.C. (1962), Linguistics
and_reading, New York: Holt,

and Reading, New York:
Holt, 1962.

8. List journal article data in

the following sequence:
author, title of the article,
title of the journzl, velume
numhef, dafe of publication,

inciusive pages.
For example:

Booth, Wayne C. “The Limits
of Pluralism.” Critical Inguiry
3(1977): 407-23.

9. List the data for an article in
edited book the

foliowing sequence: author of

BN in

Rinehart & Winston.

8. List journal article datz in

the following sequence:
author, date of publication,
title of the article, title of the
journal, volume sumber,

inclusive papes.

For example:
Booth, W. C. (1977} The
limits of pluratism, Critical
Inquiry, 3, 407-23.

9. List the data for an articie
in an edited book in the

following sequence: author
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the article, titie of the article,
fitte of the book, editor of the
book, place of publicaiion,
publisher, date of

pubtication, inclusive pages.
For example:

Donaldson, E. Talbet.
“Briseis, Briseida, Criseyde,
Cresseid, Cressid: Progress of
a  Heroine.” Chaucerian
Problems __and Perspectives:

Essays Presented to Paul E.

of the mrticle, date, titleof
the
editor,

article, name of the
titte of the book,
inctusive pages, place of

publication, and nublisher.
For example:

Donaldson, E.T.-

Briseida,

(1979},
Briscis, Criseyde,
Cresseid, Cressid: Progress of
a Heroine. in E. Vaste & Z.P.
Thundy (Eds.), Chaucerian

problems and  perspectives:

Reichner. C.8.C. Eds. Edward

Vasta and

Zacharias P.
Thundy. Notre Dame: Notre
Pame Up, 3-12.

10. Tlse & shortencd form of
the publisher's name unless

this would cause confusion.

Essays presented to Paul F.
Beichner, C.S.C. {pp. 3-12).
Notre Diame

"Notre Dame:

Urnv. Press,

Note: The proper names in the
articte-titie are capitalized, as is

the word following the colon.

18, Use the compleie name of
the publisher, but drop such
words

as  publishers.
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Use UP

Um'irersiry Presy, U for

t¢ abbrevigie

University, and P for press.

Content

Endnotes

fncorporated, and Company,

MLA

1. Tifle the list of endnotes:

Notes, _

2, lisl

immediately before the Works

Place the endnote

Cited page,

3. Skip one space between the

reference the

rumeral and

endnote,
For example:

b : L
For more information, see Jones

and Brown,

APA

1. Title the list of endnotes:

Footnotes,
2. Place the endnote ijst
immediately after the

References page.

3. Do met skip any space

between the reference numersai

and ihe endnote,
Jor example:

L= . v
For more information, see Jones

(1983) and Brown {1981).
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