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Introduction 
to Paragraphs 

What Is a Paragraph? 

Unit 1 

A paragraph is a colJection of sentences that describe. discuss, or explain one central idea. Generally, 
a paragraph is composed of one topic sentence, a numbe r of other sentences that support the topic 
sentence, and a concluding sentence. As you will learn later in this book, paragraphs ca n be combined 
into essays just as sentences can be combined into paragraphs. 

lette r 

! 
word 

! 
sentence 

! 

! 
The focus 

/ pa rag rapt;\ 

~ 

of this book 
essay 

Connections 

, 



To better understand what a paragraph is, we must look at its individual parts. The three main parts of 
a paragraph are (I) the topic sentence, (2) the supporting detail sentences, and (3) the concluding sentence. 

__ .... ~ .. _ _ topic 

_~... sentence ... -"'-...... 
....-~..... _sufIP"n inG 
_ .......... - Octuil sentence ........... -
- .......... -. _ sUl"poninG 
............... detail sen tence -. ....... .-
~-- ... ...... _ .. _ _ supponing 
~ ...... _ ,lI!tail S<'!ntcnce ---.......... ~ _ colICluding 
--............. sctllcncc ---The parts of a good cake The parts of a good paragraph 

Think about a cake. Although we think of a cake as one unit of food. it is actually made up of d ifferent 
parts. No single part is the cake; it is a good cake only when it includes all of the parts in the right amount. 
As YOll read abOllt the parts of a good paragraph. remember this simple analogy to the parts of a good 
cake. Every part has a specifi c function, and every part is important. 

To pic Sentences 
A topic sentence tells the reader the main idea or thought that the writer is trying to convey. It is 

a o ne-sentence summary of the entire pa ragraph. Each sentence that follows helps to develop the idea 
presented in the topic sentence. 

The organization of a paragraph is based on the topic sentence. Allhough it can be found in any part 
of the paragraph. the topic sentence is frequently the first sentence in the paragraph. 

Elements of a Topic Sentence 

The two main elements of a topic sentence are: 

the main subject 

• a controlling idea 

A topic sentence contains the main subject of the paragraph and a controlling idea. The controlling 
idea steers the main topic in the di rection that the writer wants to take it. Study the following examples. 

Topic sentence: Cars can be used in many different situations. 

t t 
main subject controlling idea: sitlllltiol!S where people lise cars 

In th is sentence, we know that the paragraph is going to d iscuss something about cars (main subject). 
More specifically. it will explain how people use cars i.n different situatio ns (controlling idea) . 

Topic sentence: Cars have changed enormously in the past 50 years. 

t '" I main subject controlling idea: Ille cllange oj C(lrs 

over a certain period oj tillle 

In th is topic sentence, we know that the paragraph is going to ex.plain how cars have changed 
over time. 

2 UNIT 1 • Intro duction t o Paragraphs 



Topic sentence: Different cars can appeal to different people. 

t ,,/ 
mai n subject controlling idea: eMS III(1t different people like 

From th is topic sentence. we know that the paragraph is going to explain how d ifferent kinds of people 
like different cars. 

Now look at the next example: 

Topic sentence: Cars were invented in the hventieth century. 

I 
mai n subject 

In this sentence, the information is a s imple fact. There is not a good controlling idea that a writer can 
d iscuss in a paragraph. This is not a good topic sentence because it does not indicate that there is anyth ing 
mo re to say about the topic. 

ACTIVITY 1 Selecting a Good Topic Sentence 

Itl each pair of sentences. put a check mark (./) next to Ille better topic sentence. Be prepared to explaill 
your choices. 

1. __ a. Bilingual dictionaries can help non-native learners in two very important ways. 

_ _ b. In a bilingual d ictio nary. the information is presented in two different languages. 

2. __ a. The accused person has to appea r in court as part of a successful t rial process. 

__ b. The accused person must do th ree important th ings to ensure a successful trial. 

3. __ a. Fossils are the remains of plants or animals that d ied a long time ago. 

__ b. There are num erous techniques that scientists use to d iscover the true age of a foss il . 

4. __ a. Computers have changed people's com munication patterns in several ways. 

__ b. Computers are expensive. 

5. _ _ a. There are five skills a person m ust learn 
in order to playa guitar. 

__ b. An electric guitar needs to be plugged 
into an amplifie r. 

-- •... ••• 
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ACTIVITY 2 Studying Topic Sentences in a Parag raph 

Discuss the qllestiorlS tllat come before the following process paragraph with YOllr classmates. TIlell read 
tire paragraph. Amwer the questio1lS after the paragraph. 

The topic of this process paragraph is how to change a flat tire. It is a simple process, but many people 
have a difficu lt time completing this procedure. 

1. Have you ever had a fla t tire on your car? 

2. What did you do? 

Changing a Tire on Your Car 

There are many steps in changing a tire on your car. Before you get started, make SUfe you 

have the follOWing items: a jack, a lug nut wrench, and a spare tire. First, use the jack to elevate 

the ca r off the ground. This may requi re some strength because cars can be very heavy. Using the 

lug nut wrench, remove all of the lug nuts from the tire. This wiU probably be the most d iffic ult 

step because some of the lug nuts may be stuck. After you have taken off the lug nuts, remove the 

fl at ti re and replace it with your spare tire. Screw the lug nuts back onto the new tire and verify 

that they are tightly fastened. Finally, lower the car back down to the ground. Check one last time 

to make sure that the nuts are as tight as possible. Following these steps will have you back on the 

road in no time. 

a jack; a tool that is used to mise a enr in order 
to remove a lire 

a lug nut wrench: a tool that is used to take 
the bolts off a car ti re 

spare; extra 

elevate; to raise 

st rength; power (the noun form 
of the adjective strong) 

4 UNIT 1 • Introduction t o Parag raph s 

stuck.: unable to move (simple past and past participle 
of the verb stick) 

screw; to hvist 

verify; 10 make sure, check for accuracy 

tightly; securely (opposite of loosely) 

fas tened: attached 

in no time: very quickly 



3. Put a check mark (,/) next to the statement that tells the purpose of the paral:,'Taph. 

a. To tell the L'11?0::.-tance of a tire or. a car 

__ b. To show how to change the oU in a car 

" ___ c. To tell why it is important to carry a spare t~e 

__ d. To show how to change a flat tire 

4. U::1derline the topic sentence. 

5. According to this paragraph, how mar.y steps are there in changing a flat tire? __ 

Five Features of a Good Topic Sentence 

Good writers know that an effective topic sente:1Ce must perform certain functions and have certain 
characteristics: 

1. It should guide the whole paragraph. 

2. It should not be a well-known fact. 

3. It needs to be specific. 

4. It cannot be too specific. 

5. It must contain a controlling idea. 

A well-written :opic senter:ce controls or guides the 
·whole paragraph. It lets the reader know what the 
res~ of the paragraph will ~e about. 

A good topic sentence is not a gcneral fact that 
everyone accepts as true. for example, Cars use 
gasoline is not a good topic sentence because there is 
no~ much more ~o say about the topic. 

A good topic. sentence is specific. SUI's are useful is 
not a good topic seutcucc because it is ':00 generaL 
"lhe reader does not know exact:y what to expccl in 
the paragraph. SUVs (Ire useful to parents with three 
or more children is a good topic scntence oecal!se it 
is specific. It gives a reason why SUVs are useful and 
for whom. 

A good topic sentence is not too specific. An SUV 
can hold up to six adults ;imits the topic. The 
supporting details have already been stated. 

A good :opic sentence has a controlling idea-
a group of words or a phrase thal :ldps guide t!-Je 
flow of ideas in the paragraph: A compact car is the 
best car for a small fitmfu:. The underUned words in 
this ser:.tence are the controlling idea. 

What [s a Paragraph? 5 



ACTIVITY 3 Recognizing Effective Topic Sentences 
L ________ --''-____ ---'-__ ----_._----' 

Comider lI'har you alrendy know about topic sentences. TIle/! read each of the following groups of sentences. 
Write the general topic in the space provided. Put a check mark (./) next to the vest topic sentp.nr:e. The first 
one hns VCCII done for )'ou. 

1. GCllcrallopic: digita! c.ameras 

~ a. Digital cameras have morc reat\~rcs' than film came::-as. 

__ b. Digi~al ca:Tlcras are ex.pensive. 

__ c. You can delcte 'JlC picturcs on a digital camera. 

2. General topic: ___________________________________ _ 

__ a. Some dolphins a:-e gray. 

__ b. Dolphins are quiet, friendly, unique, beautiful, aad smart . 

.. c. Dolphins are one of :1ature's most inc'edible ani.mOlls. 

3. Ger:.eral topic: ________________________ _ 

__ a. Peppe::-oni and mushrooms <!::-e my two favorite toppings on a pizza from Nino's Pizzeria. 

b. Nino's Pizzeria has a wide selection of deUciOl':s food . 

. __ c. Nir:.o's Pizzeria rl',akes good.c~icken sandwiches. 

4. General topic: . 

__ n. Few people know the interesting history 
of snowboarding. 

__ b. Snowboards are :11ade of fiberglass and have 
sharp mernl edges. 

__ c. Snowboarcing is a winter sport. 

5. General :opic: 

__ a. r.'[y favorite seashell is orange and while. 

__ b. 'My hobby is collecting seashells, but lIly bro~hl:r'$ hobby is p:nying sports . 

. c. Seashells make great souvenirs for several reasons. 

For more practice with identifying good topic sente;lces, tr), Unit I, Ac6,;t}' 1 on the Great Writi/1g 3 
','·,ieb site: elt.heinle.com/greah'lriting 

G UNIT 1 • Ir!troduc~ion ~o Paragraphs 



Practice with Controlling Ideas 

The controlling idea in your topic sentence gUides your paragraph and lets the reader know what the 
paragraph is going to be abou t. The topic of the paragraph is limited by the controlling idea-it narrows 
the topic. 

Here are some examples of topic sentences. The main subjects are circled, and the controlling 
ideas are underlined. 

I. Qiybrid car~ are becoming very popular these days. 

The reader expects to learn why hybrid cars are becoming popular. 

2. @Iectric stap ler~ are easier to usc than other types of staplers. 

The reader expects to learn what makes electric staplers easier to use. 

3. (Singaporl] is a very popular vacation destination in Asia. 

The reader expects to learn some reasons why Si ngapore is a popular vacation destination. 

4. There are three Ihings that people need 10 be aware ofbefore~wimming in the ocean) 

The reader expects 10 learn about the three things that people need to know before they swim in the ocean. 

ACTIVITY 4 Reviewing Topic Sentences and Controlling Ideas 

Read each group of sentences. Put a check mark (/) next to the best topic sentence. Underline the controllillg 
idea ill the selllellce YOIl choose. 

I. __ a. North Americans drink about half a biWon cups of coffee every day. 

__ b. Coffee is the drink of choice for many No rth Americans. 

_ _ c. Most North Americans drink coffee in order to wake up in the morning. 

2. _ _ a. Yeste rday was the tenth of April. 

__ b. Yesterday, r spilled spaghetti sauce on my shirt during my lunch break. 

__ c. Yesterday. I had a terrible day at work. 

3. _ _ 3. My besl friend and I had a wonderful tillle at the amusement park last week. 

b. We rode three different roller coasters. 

__ c. My best friend and I enjoyed the roller coasters more than the Ferris wheel. 

What Is a Paragraph? 7 



4. __ a. In the United States, 721,000 high school athletes participated in track and field last year. 

__ b. The sport o f track and fi eld is very old. 

__ c. The spo rt of track and fi eld has increased in popularity in recent years. 

5. __ a. My iguan a's trip to the vete rinarian's offi ce was a catastrophe. 

__ b. My iguana scratched the veterinarian when she tr ied to pick it up. 

__ c. Peopl e do not like iguanas. 

ACTIVITY 5 Using Controlling Ideas to limit or Narrow a Topic 

11,C followillg topic sentences nre too genem l. Rewrite them and add or challge tile COl/trolling ideas. 

I. Lying is bad. 

2. It is impo rtant to work hard. 

3. The Louvre is located in Paris. France. 

8 UNIT 1 • Introduction to Paragraphs 



ACTIVITY 6 Writing Topic Sentences 

Read the cause-effect paragraph (Example Paragraph 2), the process paragraph (Example Paragraph 3), 
and the classificatioll paragraph (Example Paragraph 4) on the fallowing pages. Write a topic sentence 
for each paragraph in the space proVided. Be sure your sentence includes a controlling idea. 

1. __________________________________________________ __ 

It burns calories more qUickly than any other fo rm of exercise. In fact. running burns h\l'ice as 
many calories as swimming, the second best calorie-burning activity. While swimmers burn 
around 600 calories per hour, runners can burn up to 1,200 calories per hour. Running is also 

a great form of exercise because it can be done almost anywhere. FinaUy. running is a budget­

friendly activity; the only thing a runner needs to purchase is a good pair of running shoes. 

2. __________________________________________________ __ 

First, you can start by looking in the help-wanted section of the newspaper. After checking 
the newspaper, you may wan t to search various online job sites. When you have found an 
interesting company, try visiting the company in person. Ask whether there are any openings 
even if no pos itions are advertised. Do not forget to have a good resume ready to give to a 
prospective employer. Make su re that it highlights all of your previous employment and 
education. Finally, remember that persistence is the key to getting the job you want. By 

following these steps, rest assured that you wiU find a job sooner rather than later. 

prospective: potential 
highligh t: to focus, raise to the front 

persistence: the quality of not giving up, 
the quality of continuing to try 

What Is a Paragrap h? 9 



EXAMPLE PARAGRAPH 4 

3. __________________________________________________ _ 

Perhaps the best-known type of acting is televis ion acting. This type of acting generally takes 
the form of television programs produced on stud io lots. Another form of acting is stage acting. 

Plays are performed in many different venues- from large halls to small theaters. The third 

type of acting is film acting. Film acting begins with a screenplay, which includes an the written 

information about the set and the actors' d ialogs, and grows into a movie. Regard less of the 

type of acting. it is safe to say that spectators appreciate the craft of acting and the many hours 

of enjoyment it provides. 

a venue: a place, location 

regardless of: no matter what, despite 

appreciate: 10 recognize the value. De glad about 

a craft: a skill, expertise 

Building Better Sentences 

Correct and varied sentence structure is essential to the quali ty of your wrili ng. For further practice 
with Example Paragraph 3 and Example Paragraph 4, go to Practice I on page 219 in Append ix 1. 

Brainstorming 

Q Writer's Note 

Brainstorming 

Imagine that a man is talking o n the pho ne and 
suddenly sees thick black smoke coming out from 
behind a closed door. What should he do? 

Make a list of at least three ideas you have for what the 
man needs to do. Work quickly. Do 110t worry about how 
good each idea is. For now, do not worry about correct 
spelling o r grammar. Your immediate goal is to create a list 
of as many ideas as possible in just a few minutes. 

10 UNIT 1 • Introductio n to Paragraphs 



r 1. __________ _ 

2. _________________________________________________ __ 

3. ____________________________ __ 

CO:lgratula:ions! You have jus~ comp:eterl a hrainstorming activity. Brainstorming is 
quickly writ::lg dawn all the thoughts that come into your ~ead. \.\,The:l you bra::1storm, yO:J. 

do not think about whetller each idea is good or bad or \vhethe:.- your writ:ng is correct. Yo\:. 
simply write to get yOllf ide2.S on paper. The process is called kainslor:ning because il feels 
like there is a storm of ideas ir: yO',H bruin. 

ACTIVITY 7 Brainstorming Practice 
--- ----" 

Choose one of the topicS be/ow. iJrainstorm ideas about the topic in the space provided. Come up with at least 
jOllr ideas. men write a topic sentence jill' a paragraph about lhal lopic. Be slIre to include a controlling idea . 

• ':he best day o::Ily life 
• How cell 2hol1CS arc changir:g our society 

\Vhy I like a ?articular type of mov:e 

Brainstorming Box 

A place I would like to visit one day 
Somc dangc-,s of going lo the beach 
A person who changed my life 

Topicsentence: ______________________________________________________________ _ 
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ACTIVITY 8 Writing Your Own Paragraph 

Use yOllr bmillstormillg /lotes and topic sCl/ tence from Activity 7 10 write (I paragraph below, Be slI re that your 

topic sentcllce gllides tile wltole paragraph. 

Supporting Sentences 
Think of supporting sentences as helpers for the topic sentence. They describe. explain, clarify, or give 

examples of the main idea in the topic sentence. Supporting sentences support and explain the topic. They 
answer questions such as Who? Wlmt? W11i1ll? Where? Wily? and H ow? Th ey explain the topic sentence in 
greater detail and give the reader more informat ion. 

Each paragraph that you write must have enough supporting details to make the main idea dear to the 
reader. Likewise, a good writer makes su re that each supporti ng sentence is related to the topic sentence 
and its controll ing idea. Study the fo llowing examples. 

I. ·Iopic sentence: Many elderly people enjoy playing golf. 

Support;IIg sen/wce: Golf gives them an opportu ni ty to exercise and socialize at the same time. 

2. "lopic sentence: Emergency lowing service is great 10 have in case your car breaks down. 

Supporting sentence: It can help you change a flat tire. 

3. Topic sentence: Cell phones allow parents to stay in better contact wilh their children . 

Supporting sen/wce: As long as his or her cell phone is turned on, a child can be reached at any time. 

Types of Supporting Sentences 

Good writers use many different kinds of supporting sentences. Good supporti ng sentences perform 
the following funclio ns: 

1. Supporting sentences explain. 

Topic sentence: There arc many support services for students at the university. 

Supporting set/tet/ce: These services, such as tutoring, are generally free for students. 
(explains the support services available for students ilt the university) 

2. Supporting sentences describe. 

Topic sc,lIcncc: I will never forget my childhood home. 

Supporting scntencc: The house had a large entrance with a spi ral staircase in the center. 
(describes the writer's childhood home) 
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3. Supporting sentences give reasons. 

Topic sen felICe; Note taking is one of the most important study skills to learn. 

Supporting sen tence: Reviewing good notes before a test will help students become more 
familiar with the information. 
(gives a reason that note taking is an important study skill to learn) 

4. Supporting sentences give facts. 

Topic sentence: Jogging is not as easy as it appears. 

Supporting serlterlce; Ninety-seven percent of people cannot jog three miles without stopping. 
(gives a fact about jogging) 

5. Supporting sentences give examples. 

Topic sentence: Brazil has many natural resources. 

Supporting sentence; Brazil is one of the leading producers 
of bauxite, a principal ingredient for 
making aluminum. 
(gives an example of BraziJ's natural resources) 

ACTIVITY 9 Creat ing Questions Leading to Supporting Details 

Read each topic selltellce below. What information would you expect the writer to inelude in the paragraph? 
For each topic sentence, write two questions that tire supporting sentences should answer. Ask Who? What? 
When? Where? Why? or How? nle first one has been done for you. 

l. Pesticides should not be used on farm products. 

What kinas or pesticiaes are usea? Why shoula we avoia using pe5liciaes 

on farm proaucts? 

2. The beaches along the Medi terranean Sea are some of the best beaches in the world. 

3. Although few people realize it, country music and rock music have some similar charac teristics. 

4. My best friend and I met in a very unlikely place. 

For more practice with topic sentences and supporting sentences, lry Unit I, Activity 2 on the Greal Writillg 3 
Web site: e1t.heinle.com/greatwriting 
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,r-
r.~. Writer's Note .... 

Avoiding Unrelated Sentences 

Some writers tend to give too much information about a topic. They try to include 
too many ideas in onc paragraph. Remember that a par,lgraph should focus on just one 
controlling idea. Every sentence must support the topic sentence in some way. These 
supporting sentences help maintain the unity oflhe paragraph. 

(NOTE: For more practice on unity. see Unit 2, pages 45- 47.) 

ACTIVITY 10 Identifying Good Supporting Sentences 

Uead tlte follOWing classification paragraph (Example Paragraph 5) alld descriptive paragraph (Example 
Paragraph 6). For cach /llimbered SCI/ tellce, write good supporting sentence or un related sentence below 
the paragraph. 77JclI exp/aill your answer. 

EXAM'U MUGU.H 5 

The Features of a Good Restaurant 

There are certain quali ties that are typical of a good restaurant. Good restau rants prOVide fast 

and friend ly service. The hostesses and servers are friendly and courteous at all times. In addition, 

the servers make su re that customers receive their food in a timely fash ion. (I.) Since customers 

go In a restaurant to eat. obyjously the Quality of the food is i!llp...m.J..illl. (2.) Some Qfthc best-quality 

cheeses ca n he imported from France. A good restaurant also uses fresh ingredients in its dishes, 

which are usually served hot. (3.) Good restaurants also have a pleasant atmosphere. They pay 

attent ion to deta ils such as the decorations, lighting, and deanli ness. 

I. 

2. 

3. _____ _ 
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I. 

2. 

•• 
A Capital Trip 

One of my greatest vacations was spent in Washington, D.C. ( I .) The first thing I did 0 11 my 

arrival was to visit some of the Smithsonian Institution's museums. These museu ms were gigantic. 

with elaborate marble floors and pillars that reached di zzying heights. I spent three days visiting 

these museums, which are free to the public, and then I saw some impressive memorial s. TIle 

Lincoln Memorial was immense. After read ing the Gettysbu rg Address at the Lincoln Memorial, 

I decided to walk down the mall to the Washington Monument. I was moved b), the s ize and 

simplicity o f the taIl, rectangular stone tower, or obelisk. dedicated to the m emory of the first 

president of the United States. (2.) My final day in Washington was spent just walking around. 

Because it was April, I even got to see the famous cherry blossoms in bloom. (30) Although April 

is a spri ng month. some types of trees do not bloom until late su mmer. Clea rl y, Wash ington , DoC. 

has a lot to offe r its visitors! 

3. _____ _ 

For more practice with identifying unrelated scntcnces, t ry Unit I , Activity 3 on the Gnont IVrilillg 3 
Web site: eh.hci nle.com/grcutwriting 

Building Better Sentences 

Correct and varied sentence st ructure is esse ntia l to th e q uality of your writing. For fur ther prac tice 
wit h "The Featu res of a Good Restau rant," go to Practice 2 on page 220 in Appendix I. 

What Is a Paragraph? 15 



Language Focus 

Identifying Verbs and Fragments 
Every sentence in English has a verb . Look at the underlined verbs in these examples: 

For years, Egyptians have complained about the traffic problem in their capital city. 

Contrary to the opinion of some tourists, British cuisine is. a rich mixture 
of many different sources and traditions. 

Through the careful study of geography, teachers ~ at the same time h.e.JJl 
their students with history. 

Read aloud the same three sentences without the verbs. A sentence without a verb is 
called a fragment. A fragment is a serious error in composition. You will practice avoiding 
fragments in this unit and in subsequent units in this book. 

ACTIVITY 11 Checking for Fragments 

Read [ /lese sentences about studyillg vocabulary. 11rc subject ill each clause is ullderlined. Circle the verb tllat 
goes with each subject. If the subject has a verb, write correct all the line. If a verb is m issing, write fragment 
on the line and add a ll appropriate verb ill the correct place. The first aile has beell dOlle for YO II . 

correct f ragment 1. Students€ncounter)an incredible amount of new vocabulary 
every day as ~ English. 

read 
2. Some learners this problem by using flash cards. 

3. What are flash cards, and how dO)::ill! use them? 

4. A flash card a small card for learning vocabulary. 

5. Learners write the new word on one side of the card. and ~ 
a defin ition on the other side. 

6. Serious learners flash cards every day o r two to learn new 
vocabulary. 

For more practice with sentences and fragments. try Unit I. Activity 4 on the Greal Writing 3 Web sile: 
ell. heln le.com/great writing 
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Language Focus 
Nouns and Noun Forms 

There are two kinds of nouns: (aunt and non-count. If you can co unt a noun (five 
sandwiches, nine ideas) , t hen it has a singu lar form (sandwich. idea) and a plural fo rm 
(sandwiches, ideas). If you cannot count a noun (pollution, art, hair), it has only one form. 

W hen w ri ti ng. pay attent ion to adjectives t hat are used only with p lural nouns. Here are 
some examples: 

~methods several peop le numerous cases 

1w2 tests ~reasons ~decisions 

A common error is to fo rget t o use the pl ura l fo rm of t he no un . Study this exam ple w it h 
t hree errors: 

Many scientist attended the recent meeting in Seoul. At t hat meet ing. t here were 
many presentation about the numerous effect of global warming. 

ACTIVITY 12 Editing for Noun Forms 

Read these selltellces about people who take care of their elders. Look at the 1I0 1lflS tl,at are boxed. If there is 
al l error ill IlO l m fo rm, make a correctiOIl above the word. TIle first olle Iws been dO/J e for YO II . 

-families 
I. More than 22 million [@!ilin the United States 

face the daily challenges of taking care of their 

FldersJ 
2. It is on ly logical that th is Inumber]wiU grow in the 

rest of thislcenturieslas the population soars. 

3. Most ofthelpeoplelwho take care of their parents or 

other fnmilYlmembe~work at a regular job all day. 

4 . About 40 percent of those who ca re for their 

I elde~ also take care of their own lchild ren~ 

5. Over 70 percent o~careg ivers la re women, and nearly one third of theselwomenlare over the age of 65. 

6. Amazingly, eight out of ten Ica regiverlprovide care fo r an average of fourlho urla d ay, seven ~a week. 

For more practice with noun forms, try Unit 1, Activity 5 on the Creal Writing 3 Web site: 
el t.heinle.com/greatwrit i ng 
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Connecting Topic Sentences and Supporting Details 

ACTIVITY 13 Brainstorming for Topic Sentences 

For each topic below, brainstorm ideas for a topic sentence. (YOIl will lise your topic sentences to practice 
sllpporting ideas in Activity 14.) 

t . Your favor ite zoo animal 

Topicsentence: ________________________________________________________________ _ 

2. A person you know 

Topic sentence: ________________________________________________________________ __ 

3. A city that you would like to visit 

Topic sentence: ________________________________________________________________ __ 
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ACTIVITY 14 Asking the Right Questions 

Choose one of the topic sentences yOIl created in Activity 13. Write questions for it using the appropriate 
interrogative (question) words. If you cannot think of at least three qllestiOtlS, perhaps your topic sentence is 
weak. For more practice, repeat this activity with your other topic sentences. 

l. Topic sentence: One of the worst airline aisasters in modem times: occurred three decades ago. 

Who? Who Was involve'; in the aisaste(? 

What? What happenea? 

When? When aia this aisaster happen? 

Where? Where aia the aisaster happen? 

Why? Why aia the aisaster happen? 

Other: How many people Were affectea by the aisaste(? 

2. Topic sentence: _ _____ _ ______________________ _ _ 

Who? 

What? 

When? 

Where? 

Why? 

Other: 
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ACTIVITY 15 Writing Supporting Sentences 

Look at yOllr topic sentence and questions from Activity 14. Write supporting sentences that atlSwer each 
question that YOII wrote. 

Topicsentence: ____________________________________________________________________ _ 

I . 

2. ________________________________________________ __ 

3. 

4. 

s. 

6. 
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ACTIVITY 16 Writing a Paragraph 

Use the supporting sentences and the topic senle'lce from Activity 15 to write a paragraph. Be sure to use only 
supporting sentences that relate to the topic sentence and its controlling idea. 
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Concluding Sentences 
A concluding sentence concludes. or wraps up. a paragraph. It lets the reader know that you have 

finished talking about the idea introduced by the topic sentence. 

Features of a Concluding Sentence 

A concluding sentence has three main features: 

1. It is usually the last sentence of a paragraph. 

2. It lets the reader know that the paragraph has cnded. 

3. II brings the paragraph to a logical conclusion by: 

a. Restating the main idea of the topic sentence. 

Look at the concluding sentence in Example Paragraph 6, "A Capital Trip": 

Clearly, Washington, D.C. lias a lot to offer its visitors! 

b. Offering a suggestion. giving an o pinion, or making a prediction. 

Look at the concluding sentence in Example Paragraph I. "Changing the Tire on Your Car": 

Following tllese steps will "ave you back 011 the road i/I 110 time. (prediction) 

Transitions with Concluding Sentences 
Here is a list of transitional words and phrases that are commonly used at the beginning of concluding 

sentences. Try to use these items in the activities that fo llow. 

because of th is indeed hence 

as a result overall for this reason 

certainly in the end surely 

in conclusion therefore for these reasons 

clearly thus in sum 

Examples: 

In condusion, successful businesses are the result of the actions of good workers. 

Clearly, buying a used car has more advantages than buying a new car. 

NOTE: You will find transition boxes placed strategically throughout this book to help you [earn where 
you can add transitional words. See the Brief Writer's Handbook with Activities, pages 210- 2 13, for more 
information on connectors and transitions. 
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ACTIVITY 17 Writing Concluding Sentences 

Go back to Example Paragraph 2 (page 9) and Example Paragraph 5 (page 14). Write a concluding sentence 
for each paragraph. Use u dijJerent type of coneluding statement for each one. Circle the junction of each 
concluding statement. 

L Example Paragraph 2 (page 9) 

Topic: Exercise 

vV1:at does 1he concluding statemt:nl do? 

n:sla~es ~he mair: idea offers a sugges:ion givcs an opinion makes a prediction 

2. Example Paragraph 5 (page 14) 

Topic: Restaurants 

\Vhat does the cO:1duding statement do~( 

restates the main idea offers a suggestion gives an opinion makes a prediction 

For more practice with concllldine sentences and transi~ions. try Uni~ 1, Activity 6 0:1 the Great lVriting 3 
Weh site: el~.hei:11e.co:nlgreatwYiting 

Four Features of a Well-Written Paragraph 
All good paragraphs havc four key fe<ltures :n co:nmon. 

1. A paragraph has a topic sentence that states the main idea. The topic sentence is like a short 
SU:11Uury 0: the paragraph. It lets the reader k.:lOW wha~ the paragraph will be about. It contains 
the main subject and a controlling idea. 

2. All of the sentences arc ahout one topic. Each sentence of the parag!:aph relates to the topic 
se:1~ence and i~s co~trollil1g idea. Focusing on one topic helps to maintain the coherence of the 
paragraph. (You will learn about coherence i.n the next unit.) 

3. The first sentence of a paragraph is indented. RemembeI" that the firsL line of a paragraph starts 
about a half inch ill from the margir:. You do this on a word processor by pressing the "tab" key. 

4. The last sentence, or concluding sentence, brings the paragraph to a logical conclusion. 
Sometimes the concludi:lg sentence is a res~atement of the topic sentence. At other times, writers 
offer a suggestion, opinion, or predichon based on their purpose. 
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ACTIVITY 18 Analyzing the Features of a Paragraph 

Rend ti,e opinion paragraph a1ld answer the questions that Jo/fow it. 

The Dark Side of Cycling 

The illegal drug use that has plagued the world of professional cycling for decades must 

be stopped. Certain d rugs help cyclists ride faster and farther than normal. Some of the drugs 

work by increasing the number of red blood cells in the body. While the drugs might help the 

athletes to perform better. there can be terrible side effects. For example. in the year and a half 

before the 2004 Tour de France, nine professional cyclists died from overdoses of illegal drugs. 

Several p rofessional baseball players in the United States have also been involved in a similar drug 

controversy. Despite the danger, more and more cyclists are turning to these drugs to gain an 

advantage over their competition. It is unfortunate that these athletes value their sports careers 

more than their lives. 

pi ligue: to cause severe problems a controversy: a disagrt'(!ment about an Issue 

an overdose: too mueh medicine or too many drup 

1. What is the topic of the paragraph? _______________________ _ 

2. What is the topic sentence? ___________________________ _ 

3. What is the concluding sentence? _________________________ _ 

4. Is the concluding sentence a restatement, a suggestion, an opinion, or a prediction? ______ _ 

5. Which sentence does not belong? _______ ______________ ___ _ _ 

6. Explain why the sentence you have chosen does not belong. ___________ _ ___ _ 
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7. What is the writer's main pu rpose for writing this paragraph? _______________ _ 

8. Can you suggest any ways to improve this pa ragraph? __________________ _ 

Building Better Sentences 

Correct and varied sentence structure is essential to the quality of your writ ing. For further practice 
with "The Dark Side of Cycling:' go to Practice 3 on page 221 in Appendix I. 

ACTIVITY 19 Bringing It All Together 

Read the definition paragraph (Example Paragraph 8) and the classification paragraph (Example Paragraph 9). 
Ullderlille the topic selltellce of each olle. TIle" circle the sentence that is II0t a good supporting sentellce. 
(You will find one ill each paragraph.) Write tI concluding sentence on the lines that follow each paragraph. If 
possible, lISe transitions from the box 011 page 22. 

EXAMPLE MIIA.IlAP. I 

Writing Centers 

Writing centers offer wonderful p rograms whe re students can go to get help with their writing. 

Writing ce nter tutors generally do not proofread a student's paper but rather find fundam ental 

mistakes in the paper and teach the student how to avoid making those mistakes in the fu ture. 

Writing centers can help students in areas such as grammar, punctuation, brainstorming, 

organization, and forma t. Typically, more women use writing centers than men. Many students 

also go to writi ng centers to get help in doing research o r documenting outside sources. The help 

that students receive at writing centers is valuable as many centers are staffed by English p rofessors 

or professional writers. ________________________ ___ _ 

fund amental: basic ali: b~ausc 
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G uita rs 

There are three varieties of guitars that most 

musicians play: electric, acoustic, and bass. An 

electric gu itar is appropriately named because 

it must be plugged into an electric amplifier to 

generate sound. An acoustic guitar, o n the othe r 

hand. can be played by itself. Both produce a s imilar 

m elodic sound. A bass guitar is typically larger than 

EXAMPLE PARAGRAPH 9 

an acoustic o r electric guitar, and it produces much deeper notes. Bass guitars are fun to play. 

Electric and acoustic guitars typicaUy have six strings, whi le bass guitars usually have fou r 

5trings. _______________________________ _ 

appropriately: correct ly, accul'3 tcly melod ic: having;\ pleasant sound or tunc 

Building Better Vocabulary 

ACTIVITY 20 Word Associations 

Circle ti,e word or plJrase that is most closely related to the word or phrase 011 the {eft. If necessary. lise 
a dictiollary to check the mealliflg of words you do not know. 111efirst one has been dOlle for yOIL 

1. spare GV necessary 

2. to highlight to hide to show 

3. to elevate to move upward to move dowmvard 

4. courteous polite rude 

5. gigantic very big ve ry expensive 
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6. in sum to begin to end 

7. side effects usually bad usually good 

B. a jack for your car for your house 

9. appropriately correctly possibly 

JO. a trial in court in school 

11. to bloom bUildings flowers 

12. in no time never quickly 

13. thus however therefore 

14. a controversy disagreement unimportant 

15. stuck cannot read cannot move 

16. foss ils very old very young 

17. fastened connection speed 

lB. a venue a place a time 

19. to purchase to announce to buy 

20. principal extra main 

ACTIVITY 21 Using Collocations 

Fill it! each blank witll tile word or phrase 011 the left that most "a1urally completes the phrase all the right. 
If necessary, lise a dictiollary to check the mealling of words ),011 do II0t know. TIle first one /las been dOlle 
for you. 

1. for I to A sports car appeals to a certain type of customer. 

2. a fact I an opinion to verify 

3. vehicle I business to tow a 

4. become I gain to popular 

5. key I plague " feature 
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6. souvenir I wide a selection of things 

7. know I stay to in contact with a person 

B. in I on to spill sauce your sh irt 

9. sharp metal I metal sharp a edge 

10. of/with I'm aware the situati on. 

11. leading I presentation one of the producers 

12. decide I face to the chalieoges of the futu re 

13. employer I meal a prospective 

14. for I in can help you several ways 

15. slowly I timely in a fashion 

Original Student Writing 

ACTIVITY 22 Writing Your Own Paragraph 

Choose olle of the topic SCllten ces from Activity I, page 3, (/nd develop it into a paragraph. Follow these 
gllidelines: 

• Indent the first sentence of your paragraph. 

Start with a topic sentence. 

Include a controlling idea in your topiC sentence. 

• Add supporting sentences that relate to the controlling idea in the topic sentence. 

End with a concluding sentence. 

• Use at least five of the vocabulary words or phrases presented in Activity 20 and Activity 21 . 
Underline these words and phrases in your paragraph. 

• lnclude the four features of a well-written paragraph from page 23. 
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yourtopic: ________________________________________________________________________ _ 

Brainstorming Box 

ACTIVITY 23 Peer Editing 
~ ---'-------------=---------------------------

Exchange books with a partner and look at Activity 22. Read your partner's writing. Vlen use Peer Editing 
Sheet I 011 page 239 to help you comment Oil your partner's writing. Be sr~re to offer positive suggestions and 
comments that wm help )'0111' partner improve his or her 11'ritillg. Consider yourpnrtner~' comments as you 
revise yorlr own writing. 
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'. Writer's Note 

Tips for Peer Editing 

Follow these tips for effective peer editing. 

Begin by sayi ng something positive about your pOIrlncr's work. 

Answer the q uestions completel}' on the Peer Editing Sheet. Be specific. 

• Find a straightforward but polite way to suggest improvements. Make suggestions in a 
direct but constructive way. Do not write general comments, slIch as "This is vcry bad" 
or "'You don't make ully se nse." Instead, use speci fi c statements such as "I found this part 
a little confusing because .. ," or "What do you mean to say here?" 

• When you return the Peer Editing Sheet, discuss your comments about the writing 
with your pa rtner. 

How quickly can you write in En glish? There arc many times when you must write quickly, 
such as on a test. It is importa nt to feci comfortable du ring those times. Timed-writing pract ice 
can m.lke you feel better about writing quickly in English. 

First, read the paragraph guidelines below. Then take out a piece of paper. Read the wri ting 
prompt below the guidelines. As quickly as you can, brainstorm some ideas about this topiC. YOli 
shou ld spend no more than 5 m inutes on brainstormi ng. 

YOli will then have 25 minutes to write one paragraph about your topic. At the end of the 25 
minutes, your teacher will collect your work and return it to you at a later date. 

Paragraph Guidelines 

• Remember to give your paragraph a title. 

• Double-space your paragraph. 

• Wri te as legibly as possible (if you are not usi ng a computer). 

• Include a topic sentence that consists of the main subject and a cont rolling idea. 

End your paragraph wit h a one-sentence conclusion. 

• Try to give yourself a few minutes before the end of the activity l'0 review your work. 
Check for spell ing, verb tense, and subject-verb agreement m istakes. 

Describe why you like a particu lar restaurant. 
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Five Elements 
of Good Writing 

What Makes a Good Paragraph? 
Now you know the basic parts of a paragraph: 

• topic sentence 

• cootroni ng idea 

supporting sentences 

• concluding sentence 

Unit 2 

It is extremely important for writers to understand the parts of a paragraph; however. there is more 
to good writing than just knowing these key components. 

The next step to improving your writing is to move beyond words and sentences. You must learn 
to consider how all of the sentences interact with each other and how YOUf reader will relate to you r 
paragraph. In th is u nit, you will learn five elements of good writing: 

purpose • unity 

• audience • coherence 

• clarity 

Five Elements of Good Writing 

Element 1: Purpose 
~hen we talk about the purpose of a paragraph, we are talking about the reasons that a writer is 

writing a particular paragraph. For wri ters to stay focused on thei r topiC. they must understand 
the purpose that they are trying to accomplish. The purpose is the goal the writer is trying to achieve. 

The three most common goals of academic writing are: 

to inform the readers 

to persuade the readers 

to enterlain the readers 
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ACTIVITY 1 Analyzing a Paragraph 

Answer the followillg 111'0 questiolls 01/ tile basis of your experiences. 71Jen fead tile process paragraph 
(Example Paragraph 10) alld answer the questions that come after it. 

I. Have you ever used a grill ? On what occasions? Where? 

2. Why do some people choose to grill food rather than cook it in the kitchen? 

EXAMPLE PARAGRAPH to 

Grilling 

Preparing a grill for a summer cookout is easy if you follow certain steps. First, it is important 

to start with a dean grill. so you should remove all mst from the grilling su rface. Next, remove 

the top rack and place onc layer of charcoal briquettes on the bottom rack. Stack the briquettes 

in a pyramid shape with the h ighest point at the center of the grill. Once the briquettes have 

rust: corrod<!d metal 

11 nu;k, a metal grid on which food is cooked 

charcoal: black material conSisting mostly of carbon 
thai is used as:l fuel 
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briquettes: small blocks of charcoal used 
a5 fuel for grilling 

Slack: to pile on top of 

once: after 



beel: stacked, cover them ,'lith lighter fluid . .ivfake sure :he liquid is not near- any open flame as 

you cover the chareoa:. After the charcoal r.as been soaked in fl'..lid, use a long match or a long 

ligh:er to ignite it. Be careful not to b'..lrIl yourse:f since the fumes of the l:ghter fiuic may ignite 

be:o;e Lfle charcoal catches fire. You should wait for the tla:nes to die out and the charcoaltu turn 

whi':e. finally, spread the hriqllel,_es out i:l an eyen layer a:1d replace the top rack. Once you have 

followed these simple steps, you are read), to grill! 

a flame; fire fUIDes; \·apors. odors. or exhaust 

catch fire:'o hegb to han soak: to make very wet 

ignite: to start a fire, light even; consistent, :evel (o?posite: uneven) 

3. What is the write:'s p'.lrpose for writbg this paragraph? 

4, Does thc writer stay ~ocused on one idea or topic? :f not, explain where the -writer gcts off topic. 

::>, Do yO'J think the writer achieved his or rrer goal for \vTi~ing this paragrap~? Explain, 

Purpose Statement 

Good writers often rer.1ind themselves of their writi:1g topic as they write. Writers often create a 
purpose statement before tl--:ey begin 'writing the:: pilragraph to help them maiI~tajn the :ocus u:'their 
p2:-agraph once t~ey start writing i-:. 

A ?l:rpose statement is a short sentence Clat dear:)' defines the ?l:rpose of the paragraph, which is the 
reason for writing :he informa':ion in paragraph form. Tl-:e pt.:.:])ose statelT.ent will help you to stay 0:1 your 
topic and maintain the focus of your writing. You cn think of a ll:lr:,ose statement ilS a ~ype of pre-topic 
senl"ence exercise. 

Purpose statements are simple and to the point. For example, i: you are going to "i\Ti:e a paragraph 
abo'J: :10W to clean your room, your purpose sta':ement would read sOGlethi:lg like this: 

TIle purpose of ~his paragraph is to explain how to dean your room. 
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Although it might seem oln-ious t:-lat a paragraph should have only onc topic, fllany writers fail 
to remain "on topic:' 1hat is, some writers lose focus and begin to write about other information. 
Unfort~lnate:y, it can be very easy to include material that does not fit in the pa:-agraph. This extra 
information migk belong in a new paragraph, or you might not need it at a:1. Jfyou use a purpose 
statement, you can check that each sentence in the paragraph actually fu151ls the purpose of that 
paragraph. 

Here are some sample topics followed by exa:n?!e purpose statements: 

1bpic: 
Purpose statement; 

Topic: 
Purp(Jse statement; 

T(Jpic: 

PUlpose stntemcflt; 

How to play dominoes 
TI1e purpose of this paragraph is to explain to the 
reader how to phl)' the game called dominoes. 

The effects ofbsufi'icient sleep 
The purpose of this p,,:-agraph is to tell the negatlve 
effects or results of not gett:ng enough sleep each night. 

The messiest room that 1 have ever seen 
The pur?ose of this paragraph is to descr:be the 
messiest rOOlT! that I ha\'e ever seen. 

ACTIVITY 2 Writing Purpose Statements 
,,' " 'dew "';''MiNl • r !:he'd"'""'" '6; ,\ •• " ,"" ""it' '*"H' -, ... , 

Rend each oj the fill/owing topics. 71JeIJ write a purposfJ .,lalellle111 Jor cadI one. TIle first (!lie has beeIJ dOl1e 

Jor yotl. 

1. Topic: Your craziest experience in a restaurant 

Purpose statement: The purpose of this paragraph is to tel! about the time that my' nephew 

starred a food. fight in a restaurant. 

2. Topic: A:ternative sources of energy 

Purpose statement: 

3. Topic: The most important ir.vent!on of the lasl 50 yea:-s 

Purpose slateJJlelJl: 

4. Topic: 1v1)' worst family vacation 

Purpose statement: 
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5. Topic: 'nle effects of watching too much TV 

Prlrpose statel11wt: __________________________________ _ 

6. Topic: How to learn up to 50 idioms per day 

Purpose statement: __________________________________ _ 

Element 2: Audience 
C':-he second element of good writing is to keep your audience in mind as you write. The term 

audience refers ~o the readers that' the write, expects to read the paragraph. Good writers know who 
their audience is before they start writing. Good \vri~ers keep their audience in mind us they write every 
sentence in their paragraph. 

Relating to Your Audience 

Consider these two rr:ain clements in re:ating :0 ),our audience: 

viewpoint or person (first, second, or third) 

formal or informal writing 

Person 

"iVr:ters can choose one of three differer: l persons, or points of view, when writing. 
The first person refers to the person who is speaking. Paragraphs written in the first person use first­

person pronouns (1, we, me, us, mine, ollrs) or first-person possessive adjec:-ives (my, 0111'). Paragraphs that 
explain personal experie:lces o::en lIse the fi,~.t pe-son. 

Yesterday I went to the beach with 111)' cousins. 

~~ //f 

first-?erson words 

The second person refers to the person who is being spoken to. 1:- is usua:l)' used to give directio:1S 
or ~nstructions. 'lhe second person is often esed for informal wri~ing. Paragraphs written in the second 
person use second-perso:l pronouns (you, yOllr~) a:lJ the second-person possessive adjective (yollr). 

After fiI!ing the sink, you must then add detergent. , 
second-pe~son word 

.:.rate that process paragraphs often use the second perso:1 (with or without the pronoun ),011). For 
example, comm<1nds are used without :he word you: First, remove the rust from the grillillg still ace. 

-:he third person refers to :he person or thing that is being spoken about. Think of the third perSOJ'. as 
sorr:eoue tdling a s:ory about another !Jerson or thing. Paragraphs writtel'. il: the third person usc third­
persor; pronouns (he, s/le, it, they, hi111, !leI; them, his, hers, theirs) and third-person possessive adjectives 
(his, her, its, their). lvfost acadcmic paragra/ls usc third persoll. 

He turned quickly and saw them leaving the theater. 

'~ / 
th:rd-person words 
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'. Writer's Note 

Consistent Pronoun Usage 

A paragraph should stay consistent with respect to person. In other words, good writers 
do not shift between first, second, and third person within one piece of writing. 

ACTIVITY 3 Recognizing Person 

Vie following SCII /Cllces chnnge persoll w;lhill III I! scnlellce, ca usillg III/Ilcassar)' shifts. Rewrite the se ll/Cll ces. 

Change the iI/correct pronol/I/. (Hillt: PIlY careful attelltioll to tire /lOLIIIS ill the sCll tcnces.) 

1. When a person goes shopping, you should always look for sales. 

2. One should carpool if YO LL want to save 011 gas. 

3. Doctors warn people that you should "watch what you cal." 

4. Jen"brought pizl .. a home fo r dinner. He told h is mother that you should wait until it cooled down 
before eating it. 
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Choosing Person in Formal or Informal Writing 

Most of the writing that you do for school is considered formal writing. The first person is genemlly 
used in writi:lg a personal story (narrative) or descriptio:l. In most cases, academic ,vriting uses formal 
techniques in the third per.<;on. If you arc unsure aboul Lllc formality level of an assignment, ask your 
instruc:or for more details. 

Certain topics work better using a part:cular person (first, second, or third). Here are some examples 
of topics, ~he person you can usc for each, aI:c L:le lcvc: ofwrit:ng. 

Type of Writing 

1. A paragraph about the importance 
of voting 

2. A letter to yO!;! best friend 

3. A description of your best vacat:on 

ACTIVITY 4 Identifying Audience 

Person 

'lhird 

First and/or second 

First 

Level ofWriling 

Formal 

bfonnal 

Formal or informal, 
depending on audience 

Read each topic and decide whether it requires first, second, or tlJird perSall. ]hell decide whether the 
writing should be formal aT informal. There may be lIlore than one correct alISll'CI: TIte first olle liaS been 
done for YOIi. 

Type of'Writing 

1. An e-mail to your cousb 

2. A paragraph about the first 
Olympic Games 

3. A paragraph about your trip 
to Mexico 

4. A paragraph telling how 
to bake bread 

5. A paragmph telling why you 
would make a good class leader 

PerSOll Level of\Vriting 

Fif57 and/of second Infofmal 
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Element 3: Clarity 
Clarity refers to how easy it is for the reader to understand your writing. Good writers explain their 

points clearly. Clear sentences are not vague or indirect; they get the pOint across to the reader by using 
specific. concise language. The two Language Foc us sections in this unit can help writers to achieve better 
darity. 

Here are two ways that YOli can improve clarity: 

Use descriptive (or pl"ccise) words. 

• Use dear pronoun references. 

Language Focus 
Using Clear, Descriptive Language 

To improve clarity, it is important for writers to choose words that give an accurate 
description of their topic. Some words are vague and unclear, and effective writers avoid 
them. You can think of these unclear words as being too common or boring. Exa mples of 
these words are nice and good. What does nice really mean? What does someone really mean 
when they use good to describe something or someone? Read the following sentences 
that a student wrote in a report about an athlete: 

Usain Bolt of Jamaica shocked the world at the 2008 Olympic Games in Beijing 
with his world·record performances. He is a good runner. 

The first sentence uses specific vocabulary, such as the verb shock and the noun 
performance. The second sentence appears much weaker in contrast. In the second sentence, 
the adjective good does not te ll us very much about the athlete. It does very little to tell us 
what makeS him stand out from his competitors. It does not match the sk ill of an ath lete who 
has won an Olympic meda l. An effective writer would certainly choose a more descriptive 
word than good to inform readers. Better adjective choices might include phenomenal or 
exceptional. 

Usain Bolt of Jamaica shocked the world at the 2008 Olympic Games ;n Beijing 
with his world-record performances. He ;s an exceptional runner. 

In this sentence, the adjective exceptional is more descriptive and informative than the 
word good. Other possible alternatives include outstanding, premier, and unique. For a 
sentence to express the exact meaning that the writer wants to share with readers. the writer 
must use clear and precise words. 
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ACTIVITY 5 Choosing Clear and Precise Words 

Suggest three alternative words that are more descriptive or precise than the adjectives that are givell . Use 
a dictionary or tl,esallrus to fi nd appropriate adjectives. TIle first two have been dOlle Jor you. 

l. good wonaerful incredible aelightfUI 

2. bad horrible terrible awful 

3. 

4. 

5. 

6. 

fun 

big 

small 

old 

For more practice with dear and predsc words, try Unit 2, Activity I on the Great Writi'lg 3 
Web site: elt.hcinlc.com/grcatwrili ng 

'. Writer's Note 

Adding Description 

Good writers also slrive to make their writing clear and specific by add ing adjec ti ves o r 
prepositional phrases. 

Original: The soldiers slowly crossed the river. 

Morc specific: The sold iers slowly crossed lhe dangerous river. 

The soldiers slowly crossed the river in the dark. 

The soldiers slowly crossed the dangerous river in the dark. 

The tired sold iers slowly crossed the dangerous river in the dark. 

Adding adjectives or prepositional phrases can make you r sentences mo re specifi c and 
desc riptive to improve the clarity o f you r writing. 

ACTIVITY 6 Choosing Descriptive Phrases 

Replace each vaglle or simple phrase with a m ore descriptive or accurate phrase. 

I . the old house the di lapidated house in tl1e abandoned town 

2. the long road 

3. a nice gift 

4. in the dark house 

5. the wide street 

6. the good dessert 
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Clarity in Sentences 

Just as it is important to maintain clarity at the word level. it is also important at the sentence level. 
The fo llowing nondescriptive sentences are fo llowed by revised versions. 

Vague or Unclear 

1. The guy went to the store. 

2. Jennifer took her things with her 
when she went out. 

3. The house was dark. 

Clear 

Miguel went to the hardware store to purchase a power drill. 

Jennifer took her sunblock. glasses. and a towel 
when she went to the beach. 

The house was dimly liti the only source of light came 
from a candle in the hallway. 

ACTIVITY 7 Rewriting for Clarity and Description 

Rewritc cach vague sentcnce alld improve its clarity witll more dcscriptive words. 

I . TIIat person knows a lot about computers. 

2. His clothes looked nice. 

3. The slore is big. 

4. After eating. we went to a house. 

ACTIVITY 8 Analyzing a Paragraph 

A1lSlI'cr tile following questions based 011 your experienccs. TI,e" read the descriptivc paragraph (Example 
Paragraph 11) ,wd amwcr tire qucstiom that comc after it. 

I . Have you ever noticed the workers in a restaurant? \o\'hat types of jobs do the employ/"'Cs of a restaurant do? 
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2. What do you think it is like to work in a restaurant's ki tchen? 

EXAMPLE PARAGRAP" 11 

Behind the Scenes in a Restaurant 

A restaurnnt kitchen can be a very hectic 

place. While they are busy preparing and 

cooking the food. chefs shout at the staff. 

Servers hustle in and out of the kitchen at 

a tremendous pace to hurry the food to the 

hungry customers. When the customers fi nish 

eating. bussers rush the empty plates back into 

the kitchen and carelessly drop them into the huge si nks. Maintaining this constant flow of traffic 

in the kitchen is a complicated juggling act. The action in a restaurant kitchen never stops. 

h ec t ic: busy 

a lervcr: a wailer or wait ress 

hU511e: to hurry. "101'1.' quickly 

t rt'n1Cn dOU5; I'cry big 

Ihc pace: Ihl' Jpt--cd 

a buucr: a helper who cleans t::ablt'5 in a 1"I'5laur:ml 

carelcssly: the oppositc of c(lrrj ll/ly 
th t' flow: the 1110 1'eml.'nl 

juggling: balancing 

3. Draw a box aroll nd the topic sentence. Circle the main subject ilnd underline the controlling idea. 

4. What is Ihe main pu rpose of this paragraph? In other words, \"hal does Ihe I"riter wanl 10 achieve 
by writing th is essay? 

5. Underline the conclud ing sen tence. 

6. What type of concludi ng sentence is it? (Circle Otic.) 

restatement I suggestion I opin ion I prediction 
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Building Better Sentences 

Correct and varied sentence structure is essential to the quality of your writing. For fur ther practice 
with "Behind the Scenes in a Restaurant," go to Practice 4 on page 222 in Appendix 1. 

ACTIVITY 9 Clarity in a Paragraph 

Refer 10 Example Paragraph 11 to af/swer tile questions below nbollt c/nrit),. 

I. Write four words th at name specific people. 

2. How do these words add to the clarity of the writer's message? 

3. Write one of the words or phrases that means "to do something quickly." __________ _ 

4. Skilled wri lers try to use specific adjectives to help readers understand the sett ing as much as possible. 
Write the adjectives that precede the nouns in these six noun phrases. 

a. place 

b. pace 

c. plates 

d. si nks 

c. flow 

f. juggling act 
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Language Focus 

Clear Pronoun Reference 
Another thing that good writers do to maintain clarity is to make sure that every pronoun 

refers to a specific noun. If the exact mean ing. or reference, of the pronoun is not dear, then 
you should repeat the noun or use a synonym of that noun. 

Children should not be aJlowed to watch horror movies for many reasons. 
!hey. say that these movies can disturb children. 

In the above sentence, who is "they"? Does they refer to the children? To horror movies? 
Or to people in general? Because we do not know who or what they refers to, we consider 
it as having an unclear pronoun reference. The easiest way to correct this problem is to use a 
precise noun. In this case, it would be better to say the following : 

Children shou ld not be allowed to watch horror movies for many reasons. 
Most psychologists say that these movies can disturb chi ldren. 

ACTIVITY 10 Editing for Clear Pronoun References 

Read the Jol/owillg selltellces about Jood. 11le number ill parentheses at tile end of each item is the number of 
pronouns i1l that group of sentences. Circle ellery pronoun. If there is a reference, and if the reference is II0t 
clear. change the prollOUIl to make the meaning oj the sentence clear. 11le first one lias been done Jor yOIl . 

1. My favori te snacks are bluebe rries and plain rice cakes.@like9so much becauseof thecrunchY 
textu re and of course the fac t that they are a low calorie, healthy snack. (2) 

Change "t hemll to " rice cakes. 1I 

2. Chili is a kind of thick soup made wiTh ground meat. Some people prepare it with beans. They like 
the combination of tastes. (2) 

3. My uncle cooked chicken, corn , and potatoes for dinner. My cousin Frank liked them, but he did not 
li ke the corn. (2) 

4. One of the easiest dishes to prepare is hummus. Hummus is a very th ick dip made from mashed 
ga rbanzo beans. They are mixed with rahi ni paste. It tastes great. (2) 
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ACTIVITY 11 Editing for Clear Pronoun References 

77/C followillK comparisoll paragraph COlltaillS 6 errors with prOIlOU/I reference. Improve the clarity of the 
sell/ellces by challgiflg the boxed words to words or phrases that are more specific. 

EXAMPLE PARAGRAPH 12 

The Weathe.- in Chicago and Miami 

My cousin and I recently had a d iscussion about whether his hometown. Ch icago. or my 

hometown, Miami, has better weather. Our discussion centered on three differences between 

the weather in our two hometowns. First, Chicago has all four distinct seasons, but Miami does 

not. Chicagoans enjoy summer. fall, winter, and spring weather. (1.>[!!J in contrast, has only two 

seasons: a very mild winter and a very long summer. Another major difference i.n the weather 

between our two ci ties is that (2.)~worst weather occurs in the winter. O n average, the high 

temperature reaches only arou nd 32 degrees, and the low each night goes down to about 20 

degrees. Unlike Chicago, the problem in (3.)~ iS not the cold but rather the heat. In the summer, 

the daytime temperature reaches 95 degrees and drops to only 7S or so at night. Finall)" (4.)ltheyl 

worry about different weather problems. While a ChicagoaJl'S biggest weather fear is a blizzard, the 

biggest weather problem for (s.)ltheml is a hurricane. In the end, (6.)~ learned that each of our 

hometowns has unique weather. 
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l. 

2. 

3. 

4. 

5. 

6. 

Vague Word Better Cla rity 

it 

its 

;1 

they 

them 

we 

For more practice with pronoun references. try Unit 2, Activi ty 2 on the Grenl Writi"g 3 Web si te: 
c1Lheinie.com/greatwriting 

Element 4: Unity 
Unity in a paragraph means that all the sentences are related to the topic sentence and its controlling 

idea . Good writers slay on lopic by making sure that each supporting senten ce relates to the topic sentence. 

ACTIVITY 12 Analyzing Unity 

Rend the following process paragmpl!. U"derfille the selltellce lIrnt does lIor belol/g. 

Cleaning 101 

(I) Clea ni ng your room is not difficult if you follow some simple guidelines. (2) First. YOll 

must pick up all of your clothes off the floor. (3) Then you need to decide which clothes are dirt)' 

and which clothes are clean and put them in their appropriate places. (4) It is important to wash 

your clothes with good-quality laundry detergent 10 keep them looking neat and clean. (5) After 

that, you should put away any items that arc out of place. (6) The next step is to dust all of your 

furniture, such as your nightstand or dresser. (7) The fina l step is to mop or vacuum the floo r. 

depending on its su rface. (8) O nCe you have finished these sleps. you can relax as you think about 

)'our good work. 

guidelines: &en~'ral ru les 

d ust: to clean with a dr)' cloth 

a nlghtstand : a small table next to a !x'd 

a dres~r: a piece of furn iture un-d 10 contain clOIhing 

mop: to clean ::I floor with soap and waler 

vacuum: to clean a rug or carpet with a type of Illachine 
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You can usc a purpose statement to help estOlblish your purpose, and you can also use it to help 
estOlblish unity. You can also check to see whether each sentence follows the writer's purpose statement: 
"'The purpose of this paragraph is to explain how to clean your room." Study these questions and answers 
about Example Paragraph 13. 

I . Does the first sentence maintain the unity of the paragraph? 

~es . Here, the first sentence is the topic sentence. It lets the reaaer know that the 

paragraph will give the steps necessary to clean their room . 

2. Does the second sentence IllOlintain the unity of the paragraph? 

~es . It gives the first step to cleaning your room . 

3. Docs the third sentence maintain the unity of the paragraph? 

~es. It proviaes information aescribing What to aD with the clothes. It proviaes extra 
information about the second sentence. 

4. Docs the fourth sentence maintain the unity of the paragraph ? 

No. It tells the reaaer about the importance of aoing launary with a specific type of 

launary aetergent. Because Sentence 4 aoes not support the purpose of the paragraph, 

it shoula not be incluaea. 

5. Do Sentences 5-7 maintain the unity oftne paragraph? 

'1es . Each one gives a step in hoW to clean your room. 

6. What about Sentence 8? Docs it bclo ng? 

'fes . This is the concluding sentence Tor the ideas in this paragraph. It sums up aU the 
steps incluaea in the paragraph. 

Building Better Sentences 

Correc t and vari ed sentence structure is essential to the quality o f your writing. For further practice 
with "Cleaning 10 I:' go to Practice 5 on page 223 in Appendix I. 
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ACTIVITY 13 Maintaining Unity 

Read the following cltzssijicatioll paragraph. Two of the sentences do Ilot belong. Write the IIwl/bers of these 
two sCl/tel/ees and the reason that they do 110t belollg. 

1. 

Movie Types 

( I) There arc many ways to classify movies, and perhaps the most basic is by general geme­

fiction, nonfiction, and hybrid docudrama. (2) Most feature films fall into the category officlion 

because the story line fo r the film has been invented. (3) Th e characters and plot are not real, and the 

story often presents fantasy-type scenarios. (4) O ne such example is the Balman series. for everyone 

knows that Batman is not a real person. (5) I loved this type of movie when I was a child. (6) Another 

category is the nonfiction movie. (7) This popular movie style tells the story of a real person-living 

or dead-or an event. (8) In fact . it is often adapted from the written account of a person or event. 

(9) Finally. there is the hybrid film, which is basically a combination of the h .... o. ( 10) The word hybrid 

is also used to describe a type of car. (J I) In this type of fitm. the writer takes a real event or person 

,md adds fi ctional information. often to make the fi lm mo rc interesting. (12) Perh'lps the most 

famous example of th is type offi lm is Titanic. ( 13) in it. the director [Jdds the romantic clement of the 

forb idden love behveen hvo young people. (14) With these three genres of film readily available to 

moviegocrs, there is alwa),s something for everyone at the movie theatre. 

2. ________________________________________________ __ 

For more practice I.,.it h unity, tr), Un it 2, Activi ty 3 on the Creal Wriring 3 Web site; 
elt.heinle.com/great writi n g 
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Building Better Sentences 

Correct and varied se ntence structure is essential to the quality of your writing. For further practice 
with "Movie Types;' go to Practice 6 on page 224 in Append ix I. 

Element 5: Coherence 
A picce o f writ ing is said to have coherence whe n all of its parts are organized and now smoothly 

and logically from one idea to the next. Writers strive fo r coherence so that the reader can follow along 
morc e:ls ily. 

Th ree important features of coherence are: 

• logical order 

• repeti tion of key words 

• lise oflrans itionai words and phrases 

Logical Order 

It is important to follow a logical order in your wri ting. The next act ivity will help you to unde rstand 
the importance o flogica l order. 

ACTIVITY 14 Sequencing Information 

Tile followil1g SCI/ tell ces fOl'm a part/grapll, /Jilt tlley are 1I0t ill tile best ordcr. Reaa tile sel/tences aI/a tile" 
IIIIII/ber tllem from aile to five to illdimte tile best oraer. 

a, He starts his day by putting on his black cape and tall black hal. 

b. When he arrives, he puts on a performa nce that includes jokes, card tricks, illusions, 
and magic tricks. 

c. When his performance ends and the audience is happy, Michael returns home, satisfied 
that he has done h is job as a magician well . 

d . Michael's typical day at work is far from ordina ry. 

e. He the n grabs h is magic wand and gets into his car and d rives to a differen t location each day, 
usually a birthday part}' or other special event. 

For mon: prnctice with sequencing information, t ry Unit 2. Acti vity" on the Great \\Iriling J Web site: 
elt.hei nle.coml great wri t i og 
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Repetition of Key Words 

Good writers know that certain key words need to ;,e rqeated in a paragraph to keep the :-eader 
focused on the topic. Sometimes stucents worry that l!sir:g the same word aga:o and again can sound too 
repet ilive. To avoid being repetitive, writers can also ':.lse pronouns :0 :akc the ?[ace of these key nouns. Fo, 
exnmple, look at the paragraph that you put in order in Activity 14 and answer the followir.g questions: 

1. ''''hat is the to?:c of the ?aragraph? 

2. 'Nhat:s the wr:ter's purpose? 

3. ''''hat key words (nouns or pronouns) does the writer repeat to kee? the reader focused or: the topic? 

Transitional Words and Phrases 

Transitionnl words and p:1.rases are essen tin: to mainta:n the flow and cohe:'ence of a paragraph. They 
are the links between ideas. 

COilllIlOnly Used Transitional 'Vords and Phrases 

To give examples: for example for instance IInmely 

To add informn:ion: and next ill nddition 

To compare or contrast: in contrast by compnrison 011 the other h(l17d 

:-0 shuw time: finally after I1cfore 

"::"0 emphasize: for these reasons obvioll$/Y H'ithorlt a doubt 

To show sequence: first (second, third, etc.) next at the same time 

To Sl!mrnarize: therefore thus in conell/sion 

NOTE: See the B:-ienVriter's Handbook ·with Activities, pages 210-213, for more information OIl 

transitions and connectors. 

For more practice with transitions, try Uni: 2, Activity 5 all the Great Writing 3 \Veb site; 
el t.heide.com/ greatw:·iting 
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Proofread i n9 

'. Writer's Note 

Proofreading Your Work 

Good writers know that it tilkes more than just one session of writing to create a good 
paragraph. Proofreading is an essential last step in the revision process. Try to proofread your 
work at least twice before tuming it in to your teacher. 

Five Proofreading Strategies 
Proofreading sou nds like an easy thing to do, but many writers have trouble doing a good job 

proofread ing their work. You will be much happier with your final writing assignment if you follow 
these suggestions. 

I . Take a break fro m the work. Give yourself t ime after you have finished writing. The more time you 
take, thc beller your proofreading will be. A day or morc is ideal, but even a break of 30 minutes helps. 

2. Read your wriling alo ud. Reading your work aloud, even if YOll are just mumbling it to yourself, 
does two things. It helps you to read your work more carefully and slowly. and it helps you to 
catch more errors. 

3. Read your paper backward. Start proofread ing your writing with the last sentence. Then read 
the second to last sentence, the third to last, and so on. TIlis technique can help you to find Illore 
grammatical errors. 

4. Cover you r work. With another piece of paper, cover up everything except the line that you are 
reading. This method may help you to focus more closely o n cach linc. 

5. P retend that you arc someone e1sc. Read your paper as a reader, not as a writer. Reading your work 
through the eyes of the reilder will help you to identify phrases or sentences that might be unclear. 
One way to do this even more effectively is to read you r paper after you have taken a break from it 
for two or three days (or longer). You will be amazed at how many words, ideas. and sentences you 
will want to change. 

NOTE: See the Brief Writer's Handbook with Activities, pages 187- 19 1, fo r more tips on Editi ng 
Your Writing. 

~ Writer's Note 

Titles f o r Your Work 

A paragraph can have iI title, but it is not necessary. An essay, o n the other hand, always 
has a title. 

The title of a work should be short. It should not be a complete sentence. 111l~ title should 
describe the contents of the whole work. All important words (i ncluding the first word) 
should be capitalized . 

Study the titles of the paragraphs in Un its 1,2, and 3 to learn about effective titles. 
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Building Better Vocabulary 

ACTIVITY 15 Word Associations 

Circle the word or phrase that is most closely related to the word or phrase 0 /1 the left. If necessary. lise 
a dictionary to check the mea"ing of words yOIl do 1I0t know. 

I. up to SO 48 or 49 SO or 51 

2. a grill for clothes for food 

3. exceptional very bad very good 

4. the pace the quality the speed 

5. a blizzard summer winter 

6. a genre an idea a type 

7. soaked very cold very wet 

8. outstanding ve ry good very bad 

9. mild not extreme not appropriate 

10. even crooked parallel 

II. the flow the display the movement 

12. the sou rce the customer the origin 

13. to dust to clean to explain 

14. hectic very busy vcry rusty 

15. unique different sim ilar 

16. to hustle to arrive on time to move quickly 

17. tremendous large, a lot small, a few 

18. to adapt to modify to support 

19. a nightstand in a bedroom in a restaurant 

20. guidelines improvements rules 

Buil d ing Better Vocabu lary 51 



ACTIVITY 16 Using Collocations 

Fill ill eacil blllnk witll the word or phrase 011 the left that most naturally completes the phrase on the right. If 
necessary, lise a dictionary to check the meaning oj words ),011 do /lot know. 

1. fo llow I stack '0 certain steps 

2. catch J take the paper will fico 

3. an idea I a purpose to fulfill 

4. business I fire to ignite a 

5. of I in alternative sources energy 

6. grills I traffic constant flow of 

7. in I on the discussion centered (3 topic) 

8. books I ships a stack of 

9. lit I made a dimly room 

10. disturbed I mashed beans 

II . ingredient I layer the top of a cake 

12. in I of the effects watching too much TV 

13. car I floor to mop a 

14. by I of a combination several things 

15. fi lm I plot .h, ofa movie 

Original Student Writing 

ACTIVITY 17 W riti ng Your Own Parag raph 

Choose onl! of the topic sentences that ),011 wrote ill Vllit 1, Activit)' 13, page 18, and develop il ;1110 a 
ptlmgmph. (Do /101 cI/Oose the se/lfellce that )'01/ already developed i1l10 a pamgmph ill Unit 1, Activit)' J 6, 
page 21 .) 
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Your topic: 

Brainstorming Box 

Purposestaten1ent: ______________________________________________________________________ ___ 

Followthese guidelines: 

Tnclude the (our fcalmcs of a wcll-wri:ten paragraph from page 23 ill Unil l. 

Consider your audience and pe~son (5.rst, second, or third). 

Decide whether to write in a formal or informal style. 

Focus on clarity, unit}', and coherence. 

Use trans-:tional words from page 49. 

C"se at least f]ye of the vocabulary words or p:lrases ?rcscnkd in Activity IS and Activi 0 ' 16. 
l!nderl':l1e these words and phrases in your :?aragrap;". 
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ACTIVITY 18 Peer Editing 

ExclJallgc books witl! a partner and look at Activity J 7. Read your par/llcr 's IIIrii;IIg. TIlt:" usc Peer Editing 
Sl1eet 2 Otl page 241 to help yOIl comment 011 )'Ollr partllcr's writillg. Be SlIre to offer positive suggestions mil'l 
comments flwt will help YOllr partfler improve IIis or her writing. Consider ),ollr partller's comments as YOII 
revise yOllr 011'/1 writing. 

How qUickly can you write in English? There are many times when you must write quickly, 
such as on a test. It is important to feel comfortable during those times. Timed-writing practice 
can make you feel better about writing qUickly in English. 

First. rcad the paragraph guidelines below. Then take out a piece of paper. Read the writing 
prompt below the guidelines. As quickly as you can, brainstorm some ideas about this topic. You 
should spend no more than 5 minutes on brainstorming. 

You will then have 25 minutes to write one paragraph about your topic. At the end oflhe 
25 minutes, your teacher will coUect your work and return it to you at a later date. 

Paragraph G uidelines 

Remember to give your paragraph a title. 

• Double-space your paragraph. 

• Write as legibly as possible (if you arc not using a computer). 

Include a topic sentence that consists oftbe main subject and a controUing idea. 

• End your paragraph with a one-sentence conclusion. 

• Try to give yourself a few minutes before the end of the activity to review your work. 
Check for spelling, verb tense, and subject-verb agreement mistakes. 

Describe your favorite type of movie. 
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Types of 
Paragraphs 

In Units I and 2. we saw examples of seven different kinds of paragraphs: 

• process 

• descriptive 

• definition 

• opinion 

• cause-effect 

• comparison 

• classification 

Unit 3 

Based on the names of these types of writing, can you guess what kind of information you would find 
in each one? 

We usc different types of paragraphs to say different things to our readers. For example. if we wanted 
to talk about the similarities or differences between two cars, we would use a comparison paragraph. If we 
wanted to describe how a scientist uses a microscope, we would use a process paragraph. 

In this unit, we will study four of these types of paragraphs: descriptive. comparison, cause-effect, 
and classification. These four styles represent very common types of writing. In later units, we will study 
essays of these same types. 

Each type o f paragraph differs from the others in its form and purpose. Good writers know the 
different forms and are prepared to write about different topics for different purposes. As you study these 
four types of paragraphs. pay special attention to the characteristics. or features. of each type. 
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Descriptive Paragraphs 
Purpose: A descriptive paragraph gives the reader a visual picture of the topic. It gives a point o f view 

abo ut how something looks. fee ls. tastes. smells. or sounds. The writer's goal is to involve readers so that 
they can experience the idea or event through the text. 

Key Features: A descriptive paragraph: 

describes. 

gives impressions, ideas. o r feelings about something. 

does not define. 

• paints a picture for the reader. that is, it shows with words. 

• lIses sensory words that appeal to the fi ve senses: hearing, taste, tOllch, sight , and smell. 

Uses: A descriptive paragraph can be used to do the fo llowing things: 

• give the features or characteristics of something 

give impressions about something 

• give feeli ngs about something 

ACTIVITY 1 Analyzing a Descriptive Paragraph 

Read tile follolVing descriptive paragraph. Answer the questiolls tllat come after it. 

Four Unforgettable Days 

I will never forget December of 200 1 when my 

hometown in New York was hit by one of the worst 

win ter storms in its history. Blinding snowstorms 

attacked Buffalo and its surrounding suburbs for 

four consecutive days. The snow fell so hard that I 

could not see my car parked in my driveway or my 

neighbor's ho use across the street. When I tried to 

drive to a friend's house during a temporary lull in the sto rm, I had to drive with my head out 

the side window because I could not see through the foggy windsh ield. The snow hit my f,ICe like 

miniature bullets, and icicles formed in my hai r. In fact, the snow fell so hard that, while most 

blind ing: vision-blocking 

a suburb : a Il."$idcnlial ar ... a around a larger city 

a lull: a quiet or calm p ... riod 
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ston~1s are mens'Jred in inches, this one was measured in feet. By the time the sto:,:n finaLLy 

let up four days later, more thar; scvcn fcct of snow had faJ:cn. "VI'hal I saw when I oper.ed my 

second story bedroom window shocked me. My entire neighborhood had disrtppeared unde:-

a thick white blanket of snow! As I :ooked out :he oper. window, IT.y breath visible ir. the cool, 

crisp air, I could not scc a single car or bush. Evcry:hing was completely buried in the serene 

landscape. I was glad when the snowplows cleared the streets and we were able to return to our 

normal routines. 

let up: to stop a snowptow: :l. truck tha! c: .. aT$ 6e streets of snow 

serene: peaceful, tranquil 

~~~~-----.~ --

1. What is the topic ofthis paragraph? 

2. Underline tbe :Oy:c sen:ence and circle the controlling idea. 

3. 'Vhat is the writer's purpose in writing :his paragraph? 

4. \\'hat do you think the writer's purpose statement was? 'Vrite it here. 

5. "\Vl1at features of a descr:ptive pa:-agraph do you see in this par;;.graph? Put n check mark (/) next to 
each feo:ure you fOl!nd in the paragraph and then ex?lain your answer. 

a.describes ____________________________________________________________________ __ 

__ b, gives lr.lprcssions, ideas, or feeli:lgs about something _______________________________ __ 

c. does not define 
~--------------------

__ d. paints a picture for the reader; shows with words ____________________________________ _ 

e. 'Jses sensory "\vords that appeal to the five senses: hearing, taste, touch, sight, and smell 
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Building Better Sentences 

Co rrect and varied sentence structure is essential to the quality of your writing. For further practice 
with "Four Unforgettable Days," go to Practice 7 on page 224 in Appendix I. 

,.--
~" Writer's Note 

Use of the Pronoun I in Academic Writing 

In general, good writers do not use the pronoun I in formal academic writing. However. 
the most obvious exception when a writer would use I is when he or she writes about a 
personal ex perience. The writer paints a picture with words. and very often the writer appears 
in the writing, such as in Example Paragraph 15. There is no other way to express I except 
with the word I. However, do not use 1 in other kinds of academic writing wit hout consulting 
your teacher firs t. 

Original Student Writing: Descriptive Paragraph 
Now it is your turn to write a descripti ve paragraph. As you write, keep in mind eve rything that 

you learned about the parts of a paragraph in Unit I and Ihe five elemenls of good writing in Unit 2. 

ACTIVITY 2 Descriptive Paragraph Practice 

Complete tile followillg items alld thell write a descriptil'e paragraph. Remember to usc words IIwt appeal to 
the jive senses. Usc nllenst two vocabulary words or phrases Ilwt YOIl have leamed ill this book. Ullderlille 
these words alld phrases ill your paragraph. 

1. First, choose a topiC and then brainstorm ideas for that topic. Here arc some topics to choose from, or 
you may come up \vith your ow n topic: 

• Describe your house 

Tell about the features of your new cell phone 

• Describe how you felt when ... 

Give your impression of . .. 

yourtopic: ____________________________________________________________________ _ 
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Brainstorming Box 

:~. Audience: _____________________________________ _ 

3. Pe,son (first, sl:conll, or third): _____________________________ _ 

4. Pu~posestate~.ent: __________________________________ _ 

5. Topic sentence wit!-J a cun~rolli~lg iuea: __________________________ _ 

6. S\!pportinr; details (two to fou:) ____________________________ _ 
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ACTIVITY 3 Peer Editing 

Exchange books with a partner and look at Activity 2. Read yOllr partller~ writing. TIlell usc Peer Editing 
Sheet J 0 11 page 243 to help yOIl comment 011 your partncrs writing. Be sure to offer positive suggestions and 
comments that will help your par/ller improve his or her writillg. Consider your parlller's comments as yOIl 

revise yOllr 011'11 writing. 

Comparison Paragraphs 
Purpose: A comparison paragraph shows the similarities and/or differences between two people, 

things, or ideas. 
Key Features: A comparison paragraph has the fo llowing features: 

• two subjects 

compared similarities or contrasted differences 

• similarities or differences that are not so obvious 

point-by-point method or block method (These methods afC described in Unit 5, pages 106- 109.) 

Uses: A comparison paragraph may show the following: 

• similarities between two things 

differences between two things 

strengths and weaknesses of something 

advantages and disadvantages of something 
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ACTIVITY 4 Analyzing a Comparison Paragraph 

Reaa the following comparison paragraph. Answer Ille questiolls that come lifter it. 

EXAMPLE PARAGRAPH 16 

Writing and Dancing 

On the su rface. wri ters and ballerinas 

seem to have nothing in common. In realiry. 

the qualities of a good writer mirTOI'" the 

qualities of a good balleri na. O ne such quality 

is Illotivation. Good writers are motivated to 

learn new and better ways of telling a s tory, 

just as ballerinas try to learn many new and 

better ways of perform ing certain movements. 

Another similarity between the two is the 

importa nce of dedication. Good writers spend ho urs each day developi ng their vocabulary and 

gramm ar skills to enhance thei r language skills. Likewise. good ballerinas spend cou ntless hours 

in the gym o r stud iO each week increasing their accuracy and enduTance. Finally. people in both 

professions hope to entertain thei r aud ience. Writers choose thei r themes and language with 

their aud ience in mi nd. and ballerinas consider which moveme nts and which outfit s will have the 

biggest impact 0 11 their audi ence. In sum, few people reali ze that writers and ballerinas sha re these 

commo n trail s. 

m lrl'()r: to TI.'lIl' lllhl ... 

eohallce: to hlll'rO\'~' 

accuracy: COrr«tIl I!SS, exactness 

I. What is the topiC of this paragraph? 

e ndurance: stamina, abil it)' to .::onli nuc 

a trait : a characteris tic 
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2. Underline the topic se ntence. (Hillt: It is not the first sentence.) Circle the controlling idea. 

3. Underline the concluding sentence. 

4. What type of concluding se ntence is used? (Circle olle.) 

restatement I suggestion I opinion I prediction 

5. W hat is the writer's purpose in writing this paragraph? 

6. Write what you think the writer's purpose statement was. 

7. What features of a comparison paragraph do you see in this paragraph? Put a check mark (.I ) next to 
each feature you found and then explain you r answer. 

____ a . hvo su~ects ____________________________________________________________ __ 

____ b. compared sim ilarities or contrasted differences __________________________________ _ 

c. showed similarities that are not so obvious ______________________________________ _ 

8. Which use of a comparison paragraph did the writer choose? Put a check mark (.I) next to the correct 
answer and then explain your choice. 

____ a. showed similarities between two th ings 

____ b. showed differences between two things 

____ c. showed strengths and weaknesses of something 

____ d. showed advantages and disadvantages of something 

Building Better Sentences 

Correct and varied sentence structure is essential to the quality of your writing. For further practice 
with "Writing and Dancing," go to Practice 8 on page 225 in Appendix I. 
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Original Student Writing: Comparison Paragraph 
2'low it is your turn to w:"ite a cor:1parison paragraph. As you write, keep in mir.d everything you iearned 

about the parts of a parag~·aph in Unit 1 and the five elements of good \\'Citing in Unit 2. 

ACTIVITY 5 Comparison Paragraph Practice L _____________ ~ ______ ~ ________________________________ _ 

Complete the following items alld the?! write 11 cornparison paragraph. Use at least (1\'0 l'ocnbulary words 
or phrases thai )'011 have lenmed in this book. Underline IIlese words and phrases in YOllr paragraph. 

1. First, choose a topic and then bra!:lsto;m ideas for that topic. Here are some to?:cs to choose from, 
or you can come up with your owr, topic: 

l1!c sirni:arbcs ~ctwccn high school and college 

• The d:f:erences between swimming in a pool and swimming at the beach 

TIle aJv3:ltagcs and disadvantages or US! :lg public transportalion ~o commute 

yourtop:c: __________________________________________________________________________ __ 

Brainstorming Box 
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2. Audience: _________________________________________________________________________ __ 

3. PerSOIl (first, second, or third): _______________________________________________________ _ 

4. Purpose statement: _________________________________________________________________ _ 

5. Topic sentence wit~ a COil trolling idea: __________________________________________________ _ 

6. Su?porting details (two to four): _______________________________ _ 

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

ACTIVITY 6 Peer Editing 
-- ----- ---------

Exchange books with n partJJer and look nt Actil'ity 5. Rend your partners writing. 'nW/l lise Peer Editing 
Sheet 4 all pnge 245 to f!e/p YOIl comment all YOllr pnrtners writing. Be sure to offer positive suggestions 
and coml/lents that will 1!e1p ),our partner improve /!is or her writing. Consider your partner's col1tl1Jwls 
ns you revise YO!lr OW/J writing. 

For more practice with topic sentences for descri?tive paragraphs and cOll1?arison paragraphs, tr), Unit 3, 
Activit)' 1 on the Great Writillg 3 VVeb site: elt.~einlc.com/grealwriting 
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Language Focus 

Subject-Verb Agreement 
All sentences in English contain a ve rb . The simple present tense has two forms: the base 

form and the -sles form . For example, here are the two forms of the verb write: 

write 

writes 

I write . They write. 

She writes. 

The -sles form is used with th ird-person singular nouns and subject pronouns (he. she. it) . 
One of the most common mistakes nonnative writers make is to omit the -s/es in the present 

tense. Another (ommon mistake is to w rite -sles when the subject is not third-person singular. 
This mistake is ca lled an error in subject-verb agreement. The form of t he verb depends on the 
subject of the sentence. If you first find the subject. you can write the verb correctly. 

Sometimes students are confused because of the opposite ways in which verbs and nouns 
are made plural. We usually add -sles to a noun to make it plu ral: 

1 cat --l' 2 cats 

However, -sles added to a verb can make it singular: 

We watch. ~ She watches. 

Another common subject-verb agreement mistake involves prepositional phrases. 
A prepositional phrase includes a preposition, such as for, at. from, by.. with. without, 
in, of, and the noun or pronoun that follows. 

The owner of these restaurants is Italian. 

t t 
PREPOSITION NOUN 

The noun in a prepositional phrase does not usually affect the number (singular or plural) of 
the verb in the sentence. Some students choose the form of the verb by looking at the nearest 
noun. Remember that the noun in a prepositiona l phrase is never the subject of a sentence. 
(The noun or pronoun in a prepositional phrase is cal led the object of the preposition.) 

Study the following examples. In each sentence, the subject is underlined, the verb is in bold 
type, and the preposit iona l phrase is in brackets. Notice that the verb agrees with the subject. 
even when the noun in the prepositiona l phrase comes between the subject and the verb. 

The main prodyct [of Brazil] is coffee. 

The main product lof Brazil and Colombial is coffee. 

The main products [of Brazill are coffee and aluminum. 

Here are four sentences with errors in subject-verb 
agreement , Can you identify the mistake in each one and 
correct it? 

1. In my country, most people lives near the coast 
because the interior is too dry. 

2. When making a decision about what to do. the morals of a person is very important. 

3. Sometimes parents and a child does not agree on what is best for the chi ld 's future. 

4. People say that the airline industry is in t rouble and airlines face many economic 
problems, but all of the flights on my recent vacation t r ip was full. 

aJaM +- S€M .to' ~op +- saop 'E ~aJe +- S! 'z !al\!I +- sal\!! . L :SJ<:JMSU\t 
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ACTIVITY 7 Editing for Subject-Verb Agreement 

Read tllis definition paragraph about fireworks displays (Exllmple Paragraph 17). Find the 2 errors 
il1 SIIujecl-vl!ru agreement. U"der/illc flU! errors and write /II/! corrections above them. 

Celebrating with Fireworks 

In many countries around the world. public displays 

of fireworks mark holidays. For example, Mexicans 

celebrates Independence Day on September 16th with 

parades, fai rs. fireworks, and rodeos. The Ch inese ring in 

the new year each year by lighting strings of firecrackers. 

in addit ion, many Americans celebrate lndependence 

EXAMPLE PARAGRAPH 17 

~
-~.'. 

-y; 
, 

. . - . 
." . , , \ '11 ,)h" i ~AL. I ' ... . . '1,: \ iol f~ 

Dayan July 4th by attending large fireworks displays. People across the world uses fi reworks 

in a ,'afiery of ways to celebrate d ifferent ho lidays. 

For more practice with subject-verb agreement, try Un it 3, Activity 2 on the GrcnI Writing 3 Web si te: 
elt.heinlc.com/greatwriting 

Language Focus 
Word Forms 

One word may have several forms. depending on w hether it is a noun. verb. adjective. 
or adverb. For example. move is a verb. and movement is a noun. Not all words have all four 
of t hese forms. Here are some examples: 

Noun Verb Adjective Adverb 

difference differ different differently 

quickness X quick quickly 

repetition repeat repetitive, repeated repetitively. repeatedly 

'-

66 UNIT 3 • Types of Paragraphs 



ACTIVITY 8 Editing for Errors in Word Form 

Read this opinion paragraph about capital PIOlislll1u!1It (Example Paragraph 18). It contains 6 errors ill word 
form. Underline each error and write the correct forl1l above it. 

. ,~ ..... " 
L _. ______ .... _ _ ~ 

Why I Disagree with Capital Punishment 

When 1 consider capital pu nishment, I have to admit that I do not agreement with it. 

Although it is truth that some people will not commit a crime because they are afraid of capital 

pun ishment, I am not sure that this is the best way to handle this situat ion. What is the main 

reason that I am against capital punish? In most cases, it is impossibly to know whether someone 

is gUilt or not . 'The government can make mistakes, which means that an innocence person can be 

killed. The killing of an innocent person is a mistake that cannot be rectified. 

For more pr3ctice wit h errors in word forms. try Unit 3, Activity 3 on the Great Writillg J Web site: 
cll.hei nle.com/great writ i ng 

Cause-Effect Paragraphs 
Purpose: A cause-effect pa ragraph explains the reasons that a certain act ion or event occurs or the 

results, effects. or consequences of an action. 
Key Features: The most common cause-effect paragr3phs follow one of the two patterns below: 

reasons (or causes) of an action or event (focus-on -causes method) 

or 

• results (or effects) of an action or event (focus-an-effects method) 

Uses: A cause-effect paragraph can be used to show the following: 

• the causes of somethiJlg 

• the consequences, or effects, of something 

NOTE: Make sure that the topic you choose has a cause-effect relationship. 
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ACTIVITY 9 Analyzing a Cause-Effect Paragraph 

UC(lri tile fo l/owing calise-effect paragraph. Answer the questions that come after it. 

Clinical Depression 

How many times have you heard the phrase '" am feeling depressed today"? People tend to 

misuse the term depression to refer to the normal ups and downs of daily life. In reali ty, depression 

is a serious illness that can be caused by many facto rs. Perhaps the most common cause of 

depression is genetics. People who a f C born with low levels of serotonin and dopamine cannot 

experience pleasure in the same way that balanced people can. People with low levels of these 

substances do not experience happiness from typically happy events. Another cause of depression 

is substance abuse. When drugs enter the bloodstream, they alter the brain's normal chemical 

balance. Consequently. people who use chemical substances may experience short-term or long­

term depression. Finally. environmental factors can cause clinical depression. Failed relationships, 

traumatic events, or an excessivel}' unhappy childhood can trigger depression. Regardless of its 

calise. depreSSion is an illness that needs to be taken seriously. 

scruto nin and dopamine': chemicals in the hum3n br.ain Ihill alfl'Cllhe \Yil)' we feci 

1. What is the topic of this paragraph? 

2. Underl ine the topic sentence. (Hint: It is not the fi rst sentence.) Circle the controlling idea. 

3. Underline the concl udi ng se ntence. 

4. What type of concluding se ntence is used? (Circlc OIlC.) 

restatement I suggestion I opinion I prediction 
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5. What is the writer's purpose in writing this paragraph? 

6. What do you think the writer's purpose statement was? Write it here. 

7. What featu res ofa cause-effect paragraph do you see in this paragraph? Put a check mark (,.I) next to 
the feature you found and then explain your answer. 

a. causes of an action or cvent ________________________ _ 

b. results of an action or event ______________________ __ _ 

Original Student Writing: Cause-Effect Paragraph 
Now it is your turn to write a causc·effect paragraph. As you write, keep in mind everything you 

lea rned about the parts of a paragraph in Unit I and the five elements of good writing in Unit 2. 

ACTIVITY 10 Cause-Effect Paragraph Practice 

Complete lIlI! followillg items alld thell write a callse·effect paragraph. Use at least two vocabulary words or 
phrnses tllat yOIl have learned in this book. Underline these words (llId phrases ;11 yOllr paragmpll. 

1. First, choose a topic and then brainstorm ideas for that topic. Here are some topics to choose from , 
or you can come up with your own topic: 

• The effects ofiearning to speak a second language fl uently 

The causes of car accidents 

The effects of bad parenting 

yourtopic: _______________________________ __ 
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Brainstorming Box 

2. Audience: 

3. Person (first, second, or third): __________________________ _ 

4. Purpose statement: _________________________________ _ 

5. Topic sentence with a controlling idea: __________________________ _ 

G. Supporting details (two to four):. 

As you write, be sure ),011 have already chosen either a jocl/s-oll-muses or {l focus-on-effects format. 
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ACTIVITY 11 Peer Editing 

Exchange books with a partner and look at Activity 10. Read your part flcr's writi"g. 11'CII use Peer Editing 
Sheet 5 on page 247 to /Je fp you. comment Otl your part tiers writing. Be sure to offer positive suggestions 
and comments that will help your partner improve IJis or her writing. Consider your partners comments 
as you. revise yOllr own wri li" g. 

Classification Paragraphs 
Purpose: A classification paragraph separates ideas into specific categories. It gives the distinguishing 

o r identifying characterist ics of something th rough specific details and examples. 
Key Features: A classification paragraph has the fo llowing features: 

• a thing being classified 

• d ifferent groups 

• distinct categories with no overlap 

• descriptions 

• identifying characterist ics 

Uses: A classification paragraph can be used to do the following: 

• show the different types or categories of something 

d iffe rentiate between the parts of something 

NOTE: There is often more than one way to classify a group of items. In a classification paragraph , 
the controlling idea tells the basis of the writer's categorization, such as by physical characte ristics. 
function, or type. o f the items that are bei ng classified. 
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ACTIVITY 12 Analyzing a Classification Paragraph 

Rend the following c/(lSsijicnliol1 pamgmpl!. Answer the qllestiolls tltal come after if. 

EXAMPLE PARAGRAPH 20 

Runners 

In the world of lrack and field, there arc three d iftercn l 

types of runners: sprinters, midd le-d ist:lIlce runners, and 

distance runners. Sprinters rUIl the shortest d istances, 

and the races may only lasl a few seconds. Sprinters are 

generally characterized by fast, explosive muscles. These 

runners are typically ext remely muscuhu. The second type 

of flmllcr, the middle-d istance runner, runs longer races, 

such as the quarter-mile dash or the BOO-meier run. A 

good middle-d istance runner must be vcrsaHlc; he or she 

mLLst possess a combination of speed and endurance. 111C 

final type of runner is the distance runner. Physically speaking. a distance runner is on the other 

end of the spectrum from a sprinler. He o r she typically runs races Ihat arc anywhere from 1,600 

10 10,000 melers long and has:l thi n, lean muscle tone. Distance runners are usually small and 

light. Because their races are longer and take more time to complete. distance runners need 10 be 

mentally strong so that they can put for th thei r best performance over the duration of the race. 

Because of the variations, almost anyone can fit into onc of the th ree running categories. 

versat ile: wdl-rounJL-d. aJal't3bll" 

a spect rum: 3 range 

I . Whal is the IOpic of Ihi s pa ragraph? 

lean: having vcry liull" fat 

the dura tio n: the length uftimc 

2. Underline the topic sentencc. Circle the controlli ng idea. 

3. Underline the concluding sentence. 

4. What type of concluding sentence is lIsed ? (Circle OIlC.) 

rest atement I suggestion I opinion I prediction 
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5. What is the wri ter's purpose in writi ng this paragraph? 

6. Write what you think the writer's purpose statement was. 

7. What featu res ofa classification paragraph do you see in th is paragraph? Put a check mark (.I) next to 
each feature you fou nd and then explain your answer. 

__ a. a th ing being classified _________ _________________ _ 

_ _ h. different groups _____________ _____________ _ 

__ c. distinct categories wi th no overlap ____ _ _______ _______ _ __ _ 

_ _ d. descriptions _ _____________________ ________ _ 

e. identifying characteristics __________ _ ______________ _ 

Building Better Sentences 

Correct and varied sentence structure is essentiai to the quality of your writing. For further practice 
with "Ru nners," go to Practice 9 on page 226 in Appendix I . 

Original Student Writing: Classification Paragraph 
Now it is your turn to write a classification paragraph. As you write, keep in mind everything you 

learned about the parts of a paragraph in Unit I and the five elements of good writing in Uni t 2. 
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ACTIVITY 13 Classification Paragraph Practice 
_____ ._'" _______________________ ••. -.1 

Complete the items below alld then write a classijic(J{ioll pnmgraph. Use at lr!tl$t two I'ocnbu{(/I'Y words 
or phrases that you have leamed in this book. Underline these words and phrases ill )'ollr paragraph. 

1. First, choose a topic and then brainstorm ideas for tha: '.:opic. Here are some to?ics to choose from, 
or you en:1 co:ne up wi~h your own topic: 

Cussify different types of cars. 

Describe dl:!--erenllypes of students on a campus. 

C:assify different types of airline jobs. 

Your -:opic: _____________ _ 

Brainstorming Box 

2. Audience: __________________________________ _ 

3. Person (first, second, or third); ________ _ 

4. Purpose statement: _________ _ 

5. TopiC sentence with a controlling :cea: _______________________ _ 

6. Supporting details (two to four): _______________________ _ 
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ACTIVITY 14 Peer Editing 

Exchallgc books with a partller ami/oak at Activity /3. Read yOllr parlller's writillK' "nICII lise Peer Edilillg 
Sheet 6011 page 249 to commcll t 011 ),Ollr partllers writillg. Be Sllre to offer positil'e suggest iolls alld commellts 
Ihar will help yOllr partfler improve I,is or her writillg. Coltsider your partner's COII/mell ts as yOI/ rel'is/! your 
OWl! writiflg. 

For morc pr;,ctice with topic sentences for cause-effect paragraphs and classification paragr3phs. try Unit 3, 
Activity" on the Greflt Writing 3 Web site: clt ,hci nle,comJgreatlYriting 

, ' 
" . Writer's Note 

Remembering the Purpose of Your Paragraph 

Befo re you begin wri ting. be sure you remember what the fOCllS of your paragraph 
is. Are you going to describe something (descriptive), show the reasons for or effects of 
so mething (cause-effect), or explain the parts of something (class ification)? Reread your 
topic sentence. If the purpose is not clear in the topic sentence, change it so Ihal your 
reade rs will know what to expect in the paragraph. 
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ACTIVITY 15 Identifying Types of Pa rag raphs 

Go back to Units 1 alld 2 to find (III example for cach oftllese types of paragraphs. Write the title of the 
paragraph and the page IIwllber. 

I. comparison Title: Page: 

2. descriptive Title: Page: 

3. cause-effect T itle: Page: 

4. classification Ti tle: Page: 

Building Better Vocabulary 

ACTIVITY 16 Word Associations 

Circle the word or phrase that is most closely related to the lVord or phrase at! tlU! left . If 1Iecessary. lise 
a dictiollary to check the meill/illg of words YOII do ,rot kllow. 

I. obvious difficult 10 see easy to see 

2. endurance stamina tu rbulence 

3. temporary fo rever fo r a sho rt time 

4. a display a sto ry ashow 

5. to let up to continue to slOp 

6. a term a special worke r a word or ph rase 

7. characteristics advantages feat ures 

8. to enhance to improve to persuade 

9. lean not fat not cold 

10. blind cannot move cannot see 

11. excessive too much not enough 

12. traits acknowledgments characteristics 

13. a lull a quiet time a very busy time 

14. extremely probably very 

IS. a microscope for science for mathematics 
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l6. key essential possible 

17. serene hectic tranquil 

18. to trigger to make happen to make right 

19. a suburb around a city a type of weather 

20. such as examples responses 

ACTIVITY 17 Using Collocations 

FilJ in eacll blank witll tile word or phra5e Otl the left that rn05t naturally completes tlte pI/rase on the right. 
If necesmry. lise a dictiotlary to check tile meatling of words YOII do tlot know. 

1. our I to our to return _______ _ normal routi nes 

2. of I in the morals _______ each person 

3. for I of to give your impression ________ (something) 

4. give I have to _______ _ a big impact o n the audience 

5. agree I produce to ________ _ _ on a plan 

6. for I of the strengths _ ______ th is plan 

7. handle I release How would you ________ this s ituation? 

8. differences I weaknesses the ____________ betwee n two plans 

9. for I of the du ration _ ______ a race 

10. neighborhood I weather the entire ___________ _ 

11. for I of the advantages and disadvantages ________ this plan 

12. event I person a traumatic _______ _ 

13. quality / surface o n the ______ _ 

14. in Ion to spend hours ________ a place 

15. last I kind It may ________ just a few seconds. 
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How quickly can you write in English? There are m.my times when you must write quickly, 
such as on a test. It is important to feel comfortable during those times. Timed· writing practice 
call make you feel better about writing quickly in English. 

First, read the paragraph guidelines below. Then take Ollt a piece of paper. Read the writing 
prompt below the gUidelines. As quickly as you can, brainstorm some ideas about this topic. 
You should spend no more tha n 5 minutes on brainstorming. 

You will then have 25 minutes to write one paragraph about your topic. At the end of the 
25 minutes, your teacher will collect your work and return it to you at a later date. 

Paragraph Guidelines 

• Remember to give your paragraph a title. 

• Double-space your paragraph. 

• Write as legibly as possible (if you arc not lIsing a computer). 

• Include a topic sentence that consists of the main subject and a controlling idea. 

End your paragraph with a one·sentencc conclusion. 

• Tr)' to give yourself a few minutes before the end of the activity to review your work. 
Check for spelli ng, verb tense, and subject· verb agreement mistakes. 

Classify the four different types of paragraphs that arc exphlined 
in this un it. 
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Descri ptive Essays: 
Moving from 
Paragraph to Essay 

unit 4 

In Units 1-3, we reviewed the basics of paragraph writing. We learned that a paragraph is a group 
of thoughts ahout onc idea that includes a main subject and a controlling idea. 

An essay is vcry similar to a paragraph in its organi;r.at ion and order, but an essay includes more 
in formation and depth about il topiC. Essays allow the writer to go into more detail about a particular 
topic. In an essay. each main point is presented in an individual paragraph. Th is means that more 
examples, explanations, and details can be written about specifi c points of development. 

The following chart shows the relationship between the parts of a paragraph and the parts of an essay. 

Comparison of Paragraphs and Essays 

Purpose of Parts 
--

Introduction 

• Gets readers interested. 
• Gives the main idea . 

Body 

• Organize the main points. 
• Give supporting information. 

Conclusion 

• Signals the end of the writing. 

Paragraph 

Topic sentence 

Supporting sentences 

Essay 

Hook 
Thesis statement 

Supporting paragraphs 
Topic sentences 

Concluding sentence _____ --'_c_o_n_'_IUding paragraPh ____ J 
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Reviewing Paragraph Basics 

Descriptive Paragraphs and Essays 

ACTIVITY 1 Studying an Example Paragraph 

Read and sWdy the follow ing descriptive paragraph. Work witl! fI partner to answer the questions that COllie 

before {/nd after the paragraph. 71lcsc questions will help YOII to understa"d the COlltCllt alld the organization 
of the paragraph. 

1. Have you ever worked in an office? If so, describe the office where you worked. 

2. How do you imagine the ideal offi ce would look? _________ _ ___ ______ _ 

My Daily Prison 

I often gel the impression thaI my workplace 

is a prison. For instance, the level of security at my 

customer service company is inc rcdjble. I have to 

punch in a special code to enter the parking lot; then 

the sec urity guard carefully examines my badge even 

though he has see n me every day for the past fou r 

years! TIle cafete ria also reminds me of prison. When it is time for lunch, I look around at the 

dark gray walls. There are no pictures hanging there, jusl a Ihin layer of grease. We line up and 

punch in; to enter numbers using 01 kcypOid a badge: an Identification card. usually 
containing a photograph 
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shuffle slowly through the line, hoping for a new recipe. However, we get willed salad, lumpy 

mashed potatoes with salty gravy. and a falty chicken thigh . After lunch, I head back to my 

closed-in cubicle and wait for our conference meeting time. It is always the same. The supervisor 

enters and reads off. in a robotic voice, the latest company problems and concerns. We sit quietly, 

not allowed to speak.. After the meeting, I go back to work on the chain gang. Time seems to 

stand still in my prisonlike workplace, but r always manage to make it to 5:00 P. M. 

shume: to walk slowly while dragging your feet 

wilted: limp. not fresh 

lumpy: having lumps. describing a sauce that 
lacks normal consist!'ncy 

mashed potatoes: crushed potatoes usually mixed 
with bUII!'r and milk 

gravy: a sauce made of the juices of cooked meat 

a cubicle: a small work spac!' usually made out of 
temporary or movable walls 

read off: to read aloud a list of items or information 

a chain gang: traditionally a group of prisoners 
connected by chains around their ankles. doing hard 
labor outdoors 

stand still: to not move 

3. Underline the topic sentence and circle the controlling idea. 

4. List at least three general examples of how the writer's workplace is similar to a prison. 

ACTIVITY 2 Studying an Example Essay 

Naill read a descriptive essay t1lm is based 0 11 the paragraph ill Activity 1. AlISwer the questions tlmt come after it. 

EXAIIPU ISSAY , 

Prisoner at Work 

1 I am not a criminal. I am an honest, hardworking inruvidual who follows the laws nnd stays 

out of trouble. However, I can imagine what a prison feels like. AlII have to do is think about the 

customer service company where I work. From the time I arrive at work to the time 1 leave, I get 

the distinct impression that r am indeed in prison. 

distinct: clear. unmistakable indud, in fact. in reality 
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2 Before 1 even enter Illy building 2.t 9:00 A.fi:., I gel the feeling that T am entering a high-security 

building. T punch in a 5?ccial code to enter the parking lot. The cold meta11:c afm slowly swings up, 

allowing me to pass. As I ge~ out of my car and proceed toward the entrance, I must prepare my badge 

[or inspection. A stern guard wearing a black and white uniform takes a look at my p!lOto and glances 

up at my face. 1 ha\'e seen him every day for the past four years, yet he continues ~o do this as ifhe has 

never laid eyes on me before! After successfully getting pas: the guard, 1 enter the lobby of my building. 

I must thcll empty :ll}' purse of ail sharp objecls, such as keys and nail files. 1 walk through the metal 

detector, and if! am lucky. the alarm does r.otsollnd. L walk down the frigid hallway until i come to:J. 

steel coor with a sign that says, ''Authorized pe:-so:1l1e: only:' My ten-digit nwnber must be punchec. in 

correctly for the door to open. I aI~1 relieved 'when the light shines green and I can enter all the first try. 

3 My workday has ~egun, and ~ knmN that it will follow the same routine as every other day. As T get to 

my dull cubicle, I look around and see that all my coworkers' cubicles are exactly like mine. Like prison 

celis, they are the sume size, c.ecorated the same wny, and separated from each other by partitions. From 

9:00 to 9:30, I unswer the usual c-mails from ol:lcr employccs. ArLCr that, I get bus)' with my telephone 

work. When customers ca!! in. 1 have a "speech" that T read to ther.l. LlcTe is no creativity on my part. 

I cannot veer from the company's statement. Just like a pl"isoner, 1 have no freedom of speech. 

4 My lunchtime routine never changes either. At 12:30, we all proceed to the cafeteria. The moment 

we walk in, we ~,re bombarded by the powerful smell of fried food llitd gl'ease. I look :JIotlnd and see 

that the cafeteria decor has not changed. The ,valls are lifeless and gray. There ure:1O pictures o~ other 

wall hangings, just a t:1i:l laycr of g~case. Vle :i.nc tip a:1G move through the linc slowl}~ hoping for a 

new recipe. Alas, the food choices are the same as estlal: wilted salae, lumpy mashed potatoes wi~h 

salt>, gravy, and a rat~y chicken thig:1. The most colorful item in the food line is the desse:'t-jiggly 

gelatin- -but I never pick np a bowl. That would reull)' mean that I was in prison ... or a hospital! 

~Wjllg: to move 

I'ruceed: to move forward, ~nle~ 

st<:rn: strict 

!;lance: to look nt qllick:y 

frigid: very >::old 

dull: not bright, uninteresting 

a partition: a wall-like barrier, uSl.laIly te':lporury 
veer: to change, move awu)' from 

gelatin: a fruit-flavored dessert 
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5 Thirty minutes later, we are back in our cubicles, preparing for our aftcrnoon mcctings. 

The en9nnous conference room contains an oval conference tahle with twenty shabby chairs. 

Like clockwork, the supervisor e~ters a~ precisely the S2.~1e time each day. She :·eads :hrough her 

routine list of ?rob1ems and concems. As employees, we do !1ot speak. We sit like prisor.ers and 

listen to our "warden's" robotic voice telling us w~at we are doing well and what we arc doing 

wrong. V·.,'e are also given reports to fill O\:t dll!"ing these meeti~gs. There is no room for creativity 

in these reports: 'Ine multiple-choice a!1swers require only a quick check mark. After that, 1 go 

hack La work on the chain gang. I answer phone calis, input information in the computer, and 

glance at my watch. Time seems to stand still, hut somehow, I always make it to 5:00 1'.,\1. 

6 Thut is my professional life. I make a good living, and my salary allows me to live con,fortably. 

However, the atmosphere is oppressive. I walk into my office building, and my creativc thoughl 

processes shul down. l1!is mirldlcss feding conlinw.;s untilT drive out of the parking lot. Ifr were 

a s:ronger person, perhaps I would think about c;,anging careers. However, everyone knows 

the stories of prisoners who aTe finally released :rom jai:. lvlany of them find tha: they miss the 

routines of a prison, and they end up going back.. 

shabby: worn, ftln-down 

like clockwork: as planned 

1. What is the "lain idea of tbe essay? 

oppressive: restrictive, limiting 

end up: :0 rcsu.:t in 

2. Find :he sentence in Pa;'agraph 1 that is similar to the topic sentence of "1\'1)' Dail)' Prison" 
(Example Paragrap;, 21). \Vr!te it here, 

Clhe key sentence in a paragraph is t;,e topic sente:1ce. In an essa)~ a similar key sentence is called 
the thesis statement.) 

I 
I 
i 
I 
, 
I 
I 
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: ~. Writer's Note 

The Hook 

Do you know what a hook is? A hook 
is found all the end of a fishing pole and is 
used to catch fish. In writing. a hook is 
a sentence or sentences that catch the 
reader 's attent ion. It gives the reader a 
reason to keep reading the essay. It is 
important to remember that the hook 
should not be the main idea or the 
thesis of the essay. 

191 For practice with hooks, try Un it 4, Activity 1 on the GrcnI Writing 3 Web site: elt.heinlc.com/grcatwriting 

3. Reread paragraphs 2-5 o f the essay. Underline the topiC sentence of each of these paragraphs. 

4. In the introductory paragraph (Paragraph I ), what is the hook (how does the writer describe herself)? 

5. The writer uses many adjectives to help describe her job. Find the adjectives that describe these nouns: 

a. guard (Paragraph 2) _____________________________ _ 

b. cubicle (Paragraph 3) __________________________ _ 

c. food (Paragraph 4) _________________________ _ 

d. layer (Paragraph 4) ___________________________ _ 

e. co nference room (Paragraph 5) _________________________ _ 

6. Reread the co nclusion (Paragraph 6). How does the writer connect the conclusion of the essay to the 
introduction (hook) o f the essay? 

Building Better Sentences 

Correct and varied sentence structure is essential to the q uality of your wri ting. For further practice 
with "Priso ner at Work:' go to Practice 10 on page 227 in Appendix 1. 
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Outlining a Descriptive Essay 
Working with an outline after you have read an essay helps you to recognize the essay's structure. 

ACTIVITY 3 Completing a Descriptive Essay Outl ine 

Study the incomplete outline below of "Prisoner at Work," pages 81-83, and fill in the missing information. 

I. Introduction (Paragraph I) 

A. Hook: COmparison to criminals 

B. Connecting information: Imagining life as a prisoner 

C. Thesis: _____________________________ _ 

11. Body Paragraph 1 topic sentence: Before I even enter my bUilding at 9:00 A.M., I get the 

feeling that I am entering a high-sec~rity b~ilding . 

A. ______________________________________________ __ 

I. Metallic arm 

2. Allows me to pass 

B. A stern g~ard is waiting for me. 

1. __________________________________________________ __ 

2. __________________________________________________ __ 

3. fIe does the same thing every day. 

c. ____________________________________________ _ 

1. I empty my p~rse . 

2. I walk thro~gh the metal detector and down the hallway. 

D ____________________________________________ _ 

lll. Body Paragraph 2 topic sentence: _______________________ __ 

A. Describe my cu bicle. 

1. ________________________________________________ _ 

2. Same si2.e as everyone else's. same decorations. separated by partitions 
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B. My morning routine 

~ 1. Answer e-mails 
~ 
~ 
~ 2. __________________________________________________________________ _ 

3. No freedom of speech 

IV. Body Paragraph 3 topic sente:lce: My 1~()Ghtime rOlAtine neVer changes either. 

A. Description of cafeteria atmosphere. 

1. Smell of fried food and grease 

2. ________________________________________________________ ___ 

3. __________________________________________________ __ 

B. We (ine lAD forthe food. 

e. Description of fODeI choice::; 

1. __________________________________________________ __ 

2. ________________________________________________________ ___ 

3. ______________________________________________ __ 

4. 

V. Bod)' Parngra?h 4 topic sentence: 1hiQy minutes later, We are bac:~ in ou.r .cubiciesLprl?paring 

for our afternoon meetings. 

A. Qlnference room 

I. Supervisor enters same time every day. 

2. __________________________________________________ __ 

3. __________________________________________________ __ 

4. Given reports to fin out 

B. Sack to the office 

1. ____________________________________ __ 

2. _________________________________________ __ 

VI. Conclusion (Pa~agraph 6) 

A. Restate my job and describe the atmosphere 

B. conned 11"1"0 prisoners' lives 
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Language Focus 

Describing with the Five Senses 
It is important for a writer to use vocabulary that gives the reader information as vividly 

and clearly as possible. Very good writers use words that appeal to the five senses: sight, taste, 
tOlJch, hearing, and smell. By using these senses, the writer shows rather than tells the ideas in 
the essay. Compare these examples: 

Poor: 

Better: 

Poor: 

Better: 

The boy entered the room. He was very tired. 

The boy entered the room, and we heard the thud as his body collapsed 
on the floor. 

His clothing W<iS dirty. 

First, I saw that his clothing was dirty, but then I noticed that the air 
around him smelled of sour milk. 

ACTIVITY 4 Focusing on Sense Words 

Study the nOllns on the left. Write three adjectives to describe each noun. The first one has been done for you. 
IV/len you havefinished, compare amwcrs with your classmates' ans.vers. vVhich senses do your adjecth1es 
appeal to? 

1. apark leterea lush green 

2. a 'wedding dress 

3. a horse 

.1. a cup of soup 

5. a ,?yofessor 

6. a pop singer 

" a car ,. 

R. a pa;ty 

9. a university 

10. a book 
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Two Ways t o Organize Descriptive Essays 
Commonly, descriptive essays are organized according to time (in what order things happen) or space 

(what is seen from left to right. top to bottom. etc.), 

ACTIVITY 5 Organizing w ith Time 

Reread "Prisoner at Work," pages 81- 83. How does the writer lise time to organize tile jll/ormation 
;11 the essay? 

ACTIVITY 6 Organizing with Space 

Study the following essay. It describes a restaurant Ilsing spatial orgall;zntiotl_ Theil work with a partner 
to draw a sketch showing the placement of what till! writer describes. Use a separate piece oj paper. 

The Restaurant 

I On any given weekend. young people get together for an evening of fun. Friends gather to 

go to the movies, to a local meeting place. or to a trendy restaurant. These are normal activities, 

but not for me. I am a server. While my friends are socializing at get-togethers or in restaurants, 

I work in the dining room of a popular eating place. It is 8:00 P.M., and I scan the restaurant and 

take in all the action- people from all walks of Ufe interacting with each other. 

2 In the left corner of the restaurant are several small round tables, and at this moment, they are 

all occupied. At one table. I can see a group of four young women. They are all laughing heartily. 

I think the leader of the group has just finished telling a joke. These young women are wearing 

brightly colored career outfits; they probably decided to go oul directly after work. It is. in fact. a 

Wednesday night. At the table just to the right ofthese women sits a couple. I can clearly see their 

shiny wedding rings on their ring fingers. In addition, I can now see that they are arguing aboul 

something. They are hunched fonvard. and their faces are tense. Perhaps they do not wanl others 

gather: to meet together 

trendy: popular and in style 
scan: to examine something rrom one point to another 

heartily: dl'Cply 
hunched: bent rorward 

tense: rigid, l(!rious 
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in the restaurx.1t to hear what they are fighting about. The man is holding his cup :ig!1tly. The 

woman is aILx.iousl)' tearing her napkin into :iny pieces. I am glad that: cannot hear what they are 

saying; ~heir body language spea:o(S more ioeel), than an)' worcs that T could e\'er hear. 

3 In the center area of the restaurant, thir.gs are happenir'g. Five men in :heir thi=-ties and 

forties are sitting around a table directly in f:-ont of a large ~ropical plant. They look happy to be 

here. They are talking a:1d laughbg. One guy whispers some~hing ~o the g',ly next to him, and the 

other three insist that these two reveal what they are wh:spering about. The oldest guy is elegantly 

dressed in a cashmere sweater. The otl1er ;ol..:r are wearing long-sleeved shirts. Because ail five of 

them are wearing ties, they m·.lst have just come from C-le ofTicc. Every now and then, one of them 

will touch the table a few t':mes as :'1e is speaking, perhaps to emphasize a particular pOint. 10 me, 

it appears that they- afe having a very lively discussion, and each of them can:1ot wait to jump in to 

offer sO:llclhing to the conversation. 

4. In the far right corner of the rest<lura:ll, a middlewaged man is sitting alone. T can smell his 

topwof-the-line co:ogne whenever I pass by as I head to the kitchen. Although he is alone, he is 

definitely not loneiy. His state-of-the-art cell phone has not left his ear since he came In. I cannot 

tell whether his phone call is business or pleasure because ;le alternates from serious tones too 

lighthearted chuckles. Every once in a w~ile, he as:Zs his serve!' to refresh his cup of coffee. 

He adds sugar and stirs his coffee rather louely, but the nois), clinking of 6.e spoon ngninst his 

coffee Cl:P is drowned out by the music thal:$ being played. 

5 This is my job. I take food orders and watch people, frorr. couples fighting to people haVing 

a good time talking. I do not pretend to be a ?sychologist, but it is interestbg to watch people 

interact. My job might not be :he most socia:l)' rewarding job in the world, bu~ every night I learn 

something new about the nuances ofhuma:l i:llerac~ion. That makes me happ)'. 

<lILuously: nervousl)" in a worried manner 

whisper; to spe:tk softly 

c:tshmere: a soft, expensive ~ype of wool 

top-of-the-line: the best qua:ity 

head to; to move in the direction of 

state-of-the·art: :110dern, the latest mode: 

alternate: to swi:ch back and forth between two things 

lighthearted: happ)', nut serious 

a chuckle: a small laugh 

clinking: a sound that is made when two objects, 
such as glasses, hit each other 

drown oul: to overpower <l sound willI a luuder 
sound 

nuance$: ,'err sll1atl or $llbtle dif."erences 

-------- ------~----------------, 
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Building Better Sentences 

Correct and varied sentence structure is essential to the quality of your writ ing. For further practice 
with "The Restaurant:' go to Practice I I on page 227 in Append ix J. 

Language Focus 
Prepositions of Place 

To clea r ly describe a situat ion or event using spatia l organ ization. w riters often use 
prepositions of location . Study the fo llowing list. 

above 

across from 

along 

at 

be low 

between 

by 

in f ront of 

inside 

near 

next to 

o n 

over 

to the right 

u nder 

ACTIVITY 7 Using Prepositions of Place 

Look around your classroom. Write jOllr origi1lal sentences based all what YOII see. Use prepositions of place 
from the Language Focus above. In addition, try to lise vivid adjectives ill YOllr scntences. 

1. 

2. 

3. ______________________________________________________ _ 

4. 

For more praclice wilh prepositions of place, try Unit 4, Activity 2 on the Greal Wriling 3 Web site: 
clt.heinle.comfgreatwriling 

"'. Writer's Note 

Five-Paragraph Essay Blueprint 

No writer- not even a professional writer-sits down and writes an essay from the 
introduction to the conclusion . Effective writers approach an essay as many small pieces 
of writing that are done s tep-by-step. Now that you have learned the fundamentals o f 
paragraphs, moving to the essay is easy. An essay is just a collection of paragraphs, organ ized 
much like an ind ividual paragraph with an introduction, a body, and a conclusion. Now, you 
will learn how to write an essay step-by step, paragraph-by-paragraph . 
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An essay can ~ave as few as three p2.cagraphs 0:- as mac)' as ~en (or Illore) paragraphs. In 
this hook, yo".} wi:! stud}' a good blueprint for writing all kinds of essays: ~he fiye-paragraph 
essa)~ In other classes, you may have to wr:te a much lO:1ger essay, but the basic orga:lizatio:l 
of a 5ve-paragraph essay C3.:l easily be expanded for any kind of essay that you need ::0 ,Yri~e. 

A fiye-paragraph essay cons:'sts of the following parts: 

1. Introduction paragraph: Hook, connec~ing ideas, thesis staten~ent (with points of 
development) 

2. First body paragraph: Topic senter.ce, supportin3" delails, condudiI:g/~rallsiliolla: 
sentence 

3. Second body paragraph: ~opic sente:1ce, suppOliir.g details, conc1udi:lg/tramitional 
sentence 

4. Third body paragraph: Topic sentence, supporting detaLs, concluding/:ransitiona: 
sentence 

5. Conclusion paragraph: Restateme:1t of thesis and poi:1ts of deveiopme:1t; suggestio:1, 
opinion, or prediction 

As you can see, an essa)' is a collec~ion 0: ~elated paragraphs that work together. 
TIlis blueprint caL:s for five paragraphs, but a."1 essay can have more tl18.;1 Eve paragraphs. 
Rega:rdiess of the number of ?aragrap:ls, every essay r.as an inlroductior:, supporting body 
:mragraphs, and a conclusion. 

Understanding the Writing Process: The Seven Steps 

"True ease in writing 
comes from art, not chance, 
as those move easiest 
who have learned to dance?' 

-Alexander Pope 

IVhat this famous quote means :5 that grea:: writers are :1ot born knowing ~ow to write, but rather they 
acquire their skill through practice. The following sec~ion will show )'01: t}-]e process 6at many writers 
follow when they write aT: essay. TIlese seven steps will help you write cohcsiyc essays about ma:l)' difrerC:ll 
topics. First, read the seven steps. 1hen study the steps and answer the questior.s when ?~ompted to co so. 

Step 1: Choose a topic. 

Slt:p 2: Bra:nslorrn. 

Step 3: 01l~line. 

Step 4: 'Write the first draft. 

Step S: Get feedback frarr. a peer. 

Step 6: Rev:se the first draft. 

Step 7: Proofread the final draft. 
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Step 1: Choose a Topic 
You can choose a to?:'C:'l1 a couple of ways. 

a, Choose somethingfamilim: Since wri:ing is an expression of your 60ughts and ideas, it is easier ~o 
write about something you know well; it is even better to write about something you are passionate 
or excited about. List a'" :easllhree things that yoa know well: 

h. Choose something that you are interesled in am/want to learn about. TIlis is a grcalway to improve 
your mind, discover a ne"\\' hobby, or decide if you like sor::.1ething 'without even doing it. ror 
example, if you have an interest in s:k.,divbg bu'.: llave never done it, you !"night decide to find 
information about that topic and then write about it. 

Step 2: Brainstorm 
Brains'.:orm ideas for your topic.lJrainstorming is a term 6at describes the process writers llse to get 

their ideas ahout a t(J?:c onto paper. (Sec Cnit I, pages 10-11.) There arc mall)' ways to ~iains:or:n, aad 
you might already ;1ave a preferred IT!.ethod. If not, try each of these techniques and see which one works 
best for you. 

a. jot down ideas. Write down everything about the topic that comes to mind. Your ideas do r.ot have 
to be in sentence forM. Do not worry about grammar, spe:l::lg, order, or organization. Jast transfer 
ideas directly from your hrair: to the paper as fast as they come to you. For practice, quickly wr~te 
down everyt:1ing you know about saperstitions below: 

b. lvIake a cluster diagram. 'Write dmvn an idea ar.d draw a circle arOl:nd :t. Branchin~ off from that 
idea, draw lines to related ideas. For an essay a~OL:llypcs orhorror movies, a duster d~agram 
might look like the one on the next page. \Vhat examples can you t:1ink ofLf you were to write 
more details in the diag~'am? 
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b~secl on 
true stDrie~ 

PQst aM present storie~ 

more fri(lh1enin(l becau~e it's real 

supernaturcl 

eMmples 

ftmJri5lic 

original cnQra~terS" 

fQmau~ 5ciMce fiction movies 

(lD0t15Pi!Gi~1 effects 

c. Freewrite. Freewriting is a tec:"mique in which 2. ·writer puts pen to paper and writes whatever 
comes to his or her m;'lJ. TIle idea is to keep ·wr:ting 'iv:thout stopping. If you cri[~ olfto?ic, that's 
fine-just keep putting wares on paper, and eventually they ·wi;1 come back to your topic. This is a 
great brainstormir.g technique to llse when yOll are having irouble coming up wi.th :deas. Practice 
freewriLing with t:lis sentence starter: 

Yesterday was a terr:blc day for me because ______________________ _ 

Step 3: Outl ine 
After you have brainstormed ideas for an essay, it is important to be very sure of the purpose of the 

essay. Are you gOing:o cescribe somethingf Compare two t:1ings? Show cause and effect? Argue a point? 
A common essay error is that the writer gets off ~opic. This error often happens because the writer was not 
clear about the purpose of the essay or did no: stay focused 0:1 the purpose 0:: the essay. 

Read the following essay titles. \-\That do YOIl think the 'writer's pt"pose is? 

Title Purpose 

rvlusic Downloads 

1,ly First Trip on an Airplane 
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The Popularity of Video Games 

S:.opping Pollution 

Choosing a College Major 

After yO\.: have given some (hought to the purpose o~ your essay, it is t:me to oq~~anize your ideas in a 
simple outline. look at the ideas :n your brainstorming notes fron: Step 2. Do aay ideas jump mit at you 
or seem very interesting? Circle the things that seem to fit the purpose of your essa)~ Durir..g this step, you 
must choose how you arc gOi:lg to organize these ideas: 

In chronological order (oreer of events as they occur in time) 

In spatial order: based on a logical order (what >'Ol: sec) 

Jr. order of importance: the least important idea (reason, eX:.'ImpJe) first, then ~he second most 
important Olle, Wi'JI the most important idea last. TIlis call also be done ir: opposite orecr, with the 
most important or strongest point of development coming first and ending with the least important. 

You can p~l'. numbers ;lCxt to the itt:ms you have ch()st:n ffOal your hrainstorming to show where they 
will appear :n your essay. Group your ideas ::1to three mair. categories. These will be the three points of 
development for your th,ee body paragraphs. Stl:CY this example: 

A s~udent is writing an essay that classifies different types of schooling. She has written down 
many idens btlt has not organized them:n a logical order. Read her list of ideas and write the:l1 Gown 
under an appropriate category. Some may be:ong in more than one category. 

school bus in front of your house 

study at your own pace 

flexible study and :-elax time 

various clubs and sports 

l-lomeschooling 

vacation days 

few distractions 

private teachers 

free education 

Public School 
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There are sc\'eraJ \~'ays to write a simple ol:tline, but many writers use the traditional outline forma: 
that includes these sectior:.s: 

1. Introduction paragraph with hook, conr.ectir.g informatio:1, u:1d thesis statement 

II. Body paragraph 1 with :opic sentence, supporting deta:ls, and concludi.:1gltransitional senteace 

HI. Rody paragraph? with topic sentence, supporting (:et«il:;, and concludin~/transit!or.al sentence 

IV. Body paragraph 3 wit21 to?ic sentence, supporting cetails, and concluding/transitional sentence 

V. Conclusion paragrap:l with restatement of thesis and points of development; sugge:-tior., opinion, 
or predict':on 

Refer to the outline of "Prisoner at 'i,\'ork" 0:1 pages 85-36 for more information. 

One important difference between a paragraph and an essay is that an essay has a thesis statement. 
The topic sentence in a paragraph ,ells what the paragraph is about, but a :hesis statement in an essay states 
the topic and givcs an outlinc of how the in:O=-r:.1ation in the essay is presented. In o:her words, it serves as 
a template for your audience, and any reader should be able to read your thesis and get a clear :dea of what 
you are ~ry:ng to accorr:plish. Some writers tied it helpful to refer to t:leir purpose statement when creating 
~heir thesis s~atemel1t. 

There are two types of thesis stater.lents: 

Implied tllcsis: -:hc main points are no: stater:. Instead;thcy are implicd in the thesis statement. 

Buying a car is not as easy (IS it sounds because there are many factors ta cOllsider. 

Stated thesis: The main points are dear:)' statec in t:"le ~hesis statement. 

Buyers shorl1d keep in mind many faCIal'S when pW'chasing a WI': pric(b gas milenge, 
alldfilnclionalitv. 

TIle underlined words are callnl points of development. Many writers use points 0:' c:eve:opment 
:11 their :hesis statement bec<l.t.:se they greatiy s:mp:ify organizing the essay. These points 0: dcvelopr.lent 
become the three points that you will use in topic sentences for the :hree body paragrap.hs of your essay. 

Rcmemhe; tha: you may need to change your thesis statement as you work on developing your essay. 

For more practice with 3tated or implied theses, try Unit 4, Acti"ity 3 on the Greal H·'J·itillg 3 
\'\Teb site: elt.heinle.comJgreatwriting 

Step 4: Write the First Draft 
Ko h\'o w::-iters approach a writing assignmen~ the same way. Some writers begin with the introduction 

and proceed from paragraph -::0 paragraph. Other 'writers prefer to work on different paragraphs at 
different times. In fact, yO'J do not need to start ·with the introductoq paragraph. Some writers fir.G it best 
to write a first draft of the introductory paragraph tha~ they refine after the), have cOr.1pleted the··who:e 
essay. Choose the order that is easiest :'o:·)'ou. 
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Introductory Paragraph 

The introductory paragraph consists of the hook and the con necti ng information , which leads from 
the hook to the thesis. Study the following example. 

EXAMPLE PARAGRAPH Z2 

A Common Fear 

___ hook: beginning 
According to several recent su rveys, the biggest fea r o f 1110st people ~ of introd uctory 

is th eir fea r of mak ing a speech in public. More than a fear of spiders o r 
paragraph 

death. public snea king is something that often causes people to break out 

jnto a cold sweat. start shaking uncontrollably. and eyen feel as thougb they •• ---connec ting 

:Ire about to die. Fea r of public speaking can come from ;t number of sources. 

includ ing ch ildhood events and cont inuous med ia ilLlcntiQn to the problem. 

Perhaps more important than the causes nfthis phobia arc the st ratcgksjru: 

overcoming fear Qfpublic speaking,. Jlvfnlly people tire Imt/ware r/tat tile fear •• ~---

of speakillg ill f rollt of others em, be overcome by ViSIUllizlItioll exercises. deep 

bremhillg. (lnd prepllredlll.'ss. 
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Reread the hook. In you r opin io n, does it catch readers' attent ion and make them interested in read ing 

further? ____________________________________________________________________ _ 

Why or why not? _ _ _ _______ ______________________ _ 

Now reread the con nec ting information. Do you see a pattern from general to more specific? 

Building Better Sentences 

Correct and varied sentence st ructure is essent ial to the q uality of your writi ng. For furthe r practice 
wit h Example Paragraph 22, go to Practice 12 on page 228 in Append ix 1. 

Body Paragraphs 1- 3 

Each of these paragmphs is based on and will explai n one of you r points of development in the thesis 
statement, whether it is staled or implied. The topic sentence will state your point of development 
for that pa ragraph. 

Supporting sentences fo llow the topic sentence. Remember from Unit 1, pages 12- 13, that each 
supporting sentence has a specific function: to desc ribe, to give reasons, to give facts, to give examples, 
or to explain. Good writers choose word ing and placement vcry carefully \0 make their meaning clear. 

Conclusion Paragraph 

The purpose of the conclus ion is to recap o r summari ze for the reader the main idea of the essay. 
An essay should read just as a typical class period unfolds. For example, the teacher tells the students 
what they are goi ng to learn (introductory paragraph, thesis), the teacher then teaches the lesson (body 
paragraphs, points of development), and fina lly, the tcacher recaps or reviews what he or she taught thai 
day (concl usio n, restateme nt of thesis). 

Try restating your thesis in the conclusion. To restate your thesis means thai you should write the basic 
idea of the thesis statement but in a different way. Effective writers do this to cl arify for the reader what has 
just been said. 

An effe<: tive writer can also restate the points of development in the conclusion. This helps readers to 
recall the three main points that they just learned abou t without having to go back and rereild the thesi s. 

After the restatement, the conclusion should give the reader somethi ng to th ink about. Good 
conclusions often end with a suggestion. an opinion, or perhaps a prediction. 11lese types of general 
statement s effect ively end an essay. 
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Step 5: Get Feedback from a Peer 
By far, one o:the very best ways to improve any piece of writing is to ask a peer to review it and offer 

suggestions. For example, is there any part of the w:-iting that is not clear? rs there a vocabulary word that 
needs to be clar'::fied? Is there an idea that is not explained completely enough? Per~aps yonI' peer editor 
will suggest acding <lcijectivcs in certain places to make YOl:r writing more vivie. 

This book has special forms (Peer Editing Sheets in Appendix 2) for getting feedback from peers, but 
you should never feel that you are limited :0 the questions on the forms. 

Step 6: Revise the First Draft 
Every writer revises a first draft. It is impor:ant to incorporate feedback from peers as well as ideas that 

yOll can think of now that were not appare:lt initinlly. Use feedback from both peers and your instructor. 
The longer you wait between writing the first draft nne revising your paper, the more you will be able 
to read the paper as a new writer ar.d offer better feedback and changes to your own paper. 

If yOIl are not sure about how to revise a certain part, do not be afraid to ask another student or 
a teacher for belp. 

Step 7: Proofread the Final Draft 
Because good writing is never accomplished on the 5rst try, it is irnportant to edit your writing and 

make changes to enhance the essay. You can edit and revise your paper or have a teacher, friend, or family 
member he:p you. 

As you look back at your essay, you can use a simple technique to improve the quality amI clarit)' 
of your writing: adding con:lectIng and tra:1sitio:1 'words, phrases, or sentences. Using tr<l:1sitions does 
the followir.g to your writing: 

improves clarit)' 

shows the re:ationship between idens 

improves the flow of the essay 

conneclS paragraphs 

Remember that transWons can be as small as one word when used a: the beginning, middle, or end 
of a sentence. Use trar.sitior.al wo:-ds in sentences to perform the following func:-ions: 

add an idea t/Jell, 1110.:":/, ill (ulditioll, moreo'/er, uesides,furthenllore 

Gente cont~'ast 1101I'CI'Cr, ITel'ertheless, cOllversely, on the other hand, in cOlltmst 

emp~asize abovc (dl, especinlly, in fact, surely, most importantly, cq!lrllly il11portrlllt 

In some cases, an entire sentence may act as a transition, s~lch as a: the end of a body paragraph. 
These sentences also work well as condudin~ sentC:1ces. For marc help with the seven steps in the writing 
process, see the Brien\friter's Eandbook w:th Activities, ?ages 179·-186. 

Por :1l0re practice with transitions, try Unit 4, Activity 4 on the Greal Writing 3 vVeb site: 
elt.llei nle.com/ great writi n g 
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Building Better Vocabulary 

ACTIVITY 8 Word Associations 

Circle the word or phmse that is most closely rc/ated to the word or plmlSc 011 the left. If necessary, lise 
(I dictionary to check the meal/illg of words ),011 do flo t klloll'. 

I. shabby in good condition in poor condition 

2. gravy clothes sauce 

3. a hook for fishing for swimm ing 

4. ideal probable perfect 

5. to whisper to say soft ly to move around 

6. to collapse to fall to stin k 

7. distinct dear foggy 

8. nuances li tt le d ifferences titlle rules 

9. to head to a place to go to a place to depart from a place 

10. stern friendly strict 

II. to clink to make a sound to complete slowly 

12. a badge for a book for a pe rson 

13. te nse fun, relaxed serious, anxious 

14. indeed false t rue 

15. heartily deeply openly 

16. lighthearted happy a li tt le sad 

17. to swi ng to move to scream 

18. state-of- the-art modern tradition,,] 

19. to drown out to die in thc watc r to cover a sou nd 

20. a partition a divider a reason 
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ACTIVITY 9 Using Collocations 

Fill ill each blank with tlte word or phrase 011 the left tllat most /latl/mlly completes the pI/rase 0 71 the rig/It. If 
"ccessar)~ lise (I dictionary to check the meaning of words yOIl do II0t know. 

I. stand I throw to _______ still 

2. color I machine , dull _____ _ 

3. by I like _ _ _____ clockwork 

4. information I potatoes mashed ___________ _ 

5. feeling I trouble to stay out of ___________ _ 

6. names I vehicles to jot down ten __________ _ 

7. lettuce I spaghetti wilted ____________ _ 

8. on I to to proceed ________ the next step 

9. purpose I fear to have a ________ of something 

10. mop I code to punch in a _______ _ 

I I. remember I remind You _________ me o f someone I used to work with. 

12. aliI some _______ you need to do is 

13. by I from 10 be released _______ jail 

14. person I survey according to a recent _______ _ 

IS. at I for to glance ________ somcone 

Original Student Writing: Descriptive Essay 
In this section, you will write a descriptive essay using the seven steps you learned earlier in the unit. 

ACTIVITY 10 Writing Your Original Essay 

As ),OU work tllrollgll this activity. refer to tile seve" steps ill tile writi"g process to gllide yo"r writing. 

Step 1: Choose a Top ic 

Read the following list of topics. Choose one that you like or another topiC that your teacher approves. 
Th is topic will be the main subject of your descriptive essay. 
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The qualities of an ideal friend 

Vf}llll maKes a good teacher 

Your favorite place 

A r~llljor sporting event 

yourtopic: _________________________________________________________________________ __ 

Step 2: Brainstorm 

Using a method Ulllt works for you, brabstorm ideas abou~ your ~opk. 

Brainstorming Box 

I 
I 

Step 3: Outline 

\Vhat is the purpose of your essay? \Vhat information do you want to share ""'ith your audience and why? 

VVill your thesis be stated or implied? Write it here and circle the type. 

Thesis statemer,t; _________________________________________________________ _ 

(implied / stated) 
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Based on your brainstorming, dec:ce what information you are going to bcIude in your essay and 
how it will be organized-in chronological order, in spatial order, or i:1 order of importance. Then list your 
three main points of development. 

1. 

2. 

3. 

Now write an outline. Use a scpurate piece of paper. If you need an example of supporting information 
for an outline, refer to the ou~line of "Prisoner at \Vork" on pages 35-36. 

Nex~, exchange outlines with a partner. Read your partner's out!::1e. The:1 llse Peer Editing Sheet 7 
on page 251 to help you commcnL on your partner's outline. Usc your partncr's feedback:o revise your 
outline. 

Step 4: Write the First Draft 

On a separate piece of paper or on a computer, write the first 2raft 0:' )'onr <'.5S:l)'. Use the in:O:T:1ation 
from Steps J -3 to he;p you write the draft. If you are hand'writing your first draft, remember to skip lines 
because it wi] be easier for you to make changes if yon have adequate space. AJ.: writers find 3yeaS oft~eir 
work that need changes, so do not assume tha~ lhis first' draft is your actual final papcr. 

Be sure to c.'eck the tra:1sition phrases in your drnft for clarity and unity. Look for areas that might 
:1eed clari:ical:or. or improved flow and use transition words or phrases there. Try to have at least two 
transitions in each paragraph. 

Use at :east five of the vocabulary words or phrases presented in Activity oS and Activity 9. Underline 
these words and phrases in your essay. 

Step 5: Get Feedback from a Peer 

Good writers actively seek input from fellow writers. They seek ideas and specLnc suggestions. 
Exchange papers from Step 4 with a partner. Read your partner's writing. Then llse Peer Edit:ng Sheet S 
on page 253 Lo help you COIllIl:'i:nt OIl your partner's wding. Be Sllre to offer positive suggestions and 
comments that will help your partner improve his or her writing. CO:lsideryour partner's comments as 
you revise your own writing. 

Step 6: Revise the First Draft 

Check 'co :-llake sure that you use correct vocabulary, punctuation, and clear language in your essay. 

Step 7: Proofread the Final Draft 

Use the following checklist to review your final dra:1. Use all the feedback that yotl have receivec'!, 
including peer feedback, instructor co:-nlllcnLs, and self-cvaluation. In addition, try reading your essay 
aloud. \Vhen j'ou finish, add a title ~o your essay. 
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./ Final Draft Check li st 

L ...J I included a thesis statement that contains a clear topic and points of development. 

2 . ...J Each body paragraph has a clear topic sentence. 

3. -1 My thoughts and ideas are o rganized clearly in each paragraph. 

4 . .J I used a variety of descriptive adjectives. 

5 . .J I used prepositions correctly. 

6. -1 My use o f punctuation is correCt. 

7. -.J I used connecting transition words and expressions correctly. 

8 . ..J The concluding paragraph has words and phrases thai signal the end of the essay. 

9 . ..J The conclusion is free of any new ideas that were not mentioned in the int roductory paragraph. 

10 . ....J I use~ at least five of the vocabulary words or ph rases presented in Activity 8 or Activity 9. 
I remembered to underline them. 

Additional Topics for Writing 

Here are five more ideas for writirlg a descriptive essay. 

TOPIC I: Wri te about the ho use that you grew up in when you were a chUd. What did it look like? 
What memories do you have of this house? What impression did this house leave on you? 

TOPIC 2: Describe a favorite building o r kind of architecture. Why do you like it? What effect 
does it have on YOll? 

TOPIC 3: Describe a family tradition. Write about what happens during this time, who is involved, 
and what the imparlance of the tradition is. 

TOPIC 4: Describe a very emotional moment or day in your life. Try to include some impressions 
that you had that day. 

TOPIC 5: Describe the perfect place to relax. How do the characteristics of this place lead 
to you r relaxation? 
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How qUickly can you write in English? There are many times when you must write qUickly. 
sllch as on a tcst. It is important to feel comfortab le during those times. Timed-writing practice 
can make you feel better about writing quickly in English. 

First, read the essay guidelines below. Then take out a piece of paper. Read the writing 
prompt below the guidelines. As quicldy as you can, write a basic outline for this writing prompt 
(including the thesis and your three main points). You should spend no more than 5 minutes 
on your outline. 

You will then have 40 minutes to write a 5-paragraph descriptive essay about your topic. At the 
end of the 40 minutes, your teacher will collect your work and return it to you at a later date. 

Descriptive Essay Guidelines 

• Remember to give your essay a title. 

• Double-space your essay. 

• Write as legibly as possible (if you are not using a computer). 

• Decide whether you are going to organize your ideas according to time or space. 

Include a short introduction that serves as background info rm ation, three body paragraphs 
that effectively describe the scene, and an appropriate conclusion. 

• Use a variety of descriptive adjectives that focus on the senses in your writi ng. 

• Try to give yourself a few minutes before the end of the activity to review your work. Check 
for spelling, verb tense, and subject-verb agreement mistakes. 

Write a description of the perfect place to study. 
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Comparison 
Essays Unit 5 

A comparison essay is one of the most common forms of essay writing. In a good comparison essay, 
the writer discusses two subjects, and these subjects can be anything-people. objects. places. o r ideas. 

Even though this kind of writing is commonly called "comparison ," writers can focus on only 
comparison (focusing all similarities), only contrast (focusing on differences), o r comparison·contrast 
(writing about both simi larities and differences). 

Choosing a Topic 
The choice of topic for th is kind of essay is crucial. It is possible to show the similarities and differences 

between many pairs of subjects. In an effective essay of this type. the writer discusses two subjects that 
do not appear to be s imilar but are presented in a new way so that readers can see the not-sa-obvious 
similarities. Of course, it is also possible to do the opposite-po int ing out the hidden differences between 
two subjects that appear very si milar on the surface. The writer makes readers think about the two subjects 
in a new, deeper way. A good essay of this kind does not compare or contrast 1'.\10 obvious subjects. In 
other words. the writer surprises us by making us rethink our opin ion or belief about the two subjects. 
Therefore, the choice of topic for this kind of essay plays a pivotal role in the ultimate quality of the essay. 

Here are example titles of good compa rison essays: 

• The Lyrics of Popular Beatles' Songs 

The Two lYpes of Cars: Hybrid vs. Conventional 

Breakfast Dishes in Japan and China 
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ACTIVITY 1 Choosing Appropriate Topics and Titles 
--~-----

Read these ten essay titles. Put n check //lark (./) next to tile five tilnt am the most nppropriate for a 
comparison essay. Be prepared to defend YOllr choices. 

I. ·Why People Should Be Vegetarians 

2. Laptop Computers and Personal CO:l1?l!ters 

3. The Worst Day ofIVI)' Professional Life 

4. Life as a Single Child and Life with Siblings 

5. :rVfaJe Bosses and Female Bosses 

6. The Steps it'. "Writing a Successful Resume 

7. 7vrajor Personality Types of Young Children 

8. Home Cooking versus Rest.n:rant CoolCng 

9. T:1C Unforescc:1 Effects ()fhlercontinen~al Travel 

10. A Coclparisor:: of thc Book Pride and Prejudice alld a Film Versioll 

For more practice Wit:1 titles for comparison es~al's, Iry Unir 5, Activity 1 on ~he Grear \,\'riting 3 
\\feb site: e:t.hei:lle.com/grearwriting 

Organization of a Comparison Essay 
\Vrilers organ:zc a comparison essay in two m2.jor ways. Tn the hlock methou, the writer ciscusscs 

all the chosen points of comparison of the first subject and then uses the same points of cornpariso:l to 
discuss the second subject. An alternative way is the point-by-point method. j-Jere, the writer discusses 
one point. or comparison at a time of both subjects. 1110Ugh other org2.:lizationa: n~ethods are possible, 
these two techniqL:es are the mas: common. 

Regardless of which method yo'.} use, you must choose points of comparison of the two subjects to 
compare ar~(~ contrast. For example, ifyoul' two subjects are life ir~ :.ondon in 1900 and life in LO:1do~l 
in 2000, you might include these three points of comparison i:l your essa),: population, technology, and 
transportation. 

Block Method 
In this method, the writer discusses points of comparison abou~ one subjec~ first before discLlssing 

the same points about the second subject. It is important to discuss the points of compariso!1 in the same 
order. Here is an example of an outline using ~he block llle~hod. 
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Title; Li fe in London in 1900 and 2000 

I. Introduction 

II. 

III . 

IV. 

A. Hook 

B. Connection information 

C. Thesis statement; 1l1Ough London in 1900 was qui te d ifferent from London in 2000 in many ways, 
important similarit ies existed in population, technology, and transportation. 

Body Paragraph I (Subject 1); London in 1900 

A. Point of comparison 1; Population 

B. Poi nt of com parison 2: Tech nology 

C. Poi nt of compa rison 3: Transportation 

Body Paragraph 2 (Subjec t 2): London in 2000 

A. Point of comparison I: Popu lation 

B. Point of comparison 2: Tech no logy 

C. Point of comparison 3: Transportation 

Conclusion 

Remember that the pur pose of your essay is to clearly point out sim ilarities andlor differences. In the 
block method, sometimes the specific simila rities or differences an d the degree of si milarity o r d iffe rence 
ilre not so clea r. Good writers make sure th at readers can see the comparisons and contrasts clearly. 
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Point-by-Point Method 
In ~he point-by-point method, information abou: the two subjects is contained within each paragraph, 

:hns making the writet's comparison or contrast much easier for the reader to understand. In :his method, 
the writer discusses one point of comparison about both subjects first before discussing the second point 
of com:.nrison about both subjects and then the third point of comparison. (You must usc at \casllwo 
points of comparisor..) 

Be SUie to discuss the subjects in the same order for each point of com?arison. F:ere is an exar:lple of 
an outline using the point-by-?oi:1t method. 

Title: Life in London in 1900 and 2000 

1. Introduction 

A. Hook 

I). Connection informa~ion 

C. Thesis statement: 'lhough London in 1900 was quite different from London in 2000 in maa), ways, 

important s:milarities existed in population, techaology, and ~ransportatiol1. 

11. Body Paragraph 1 (Point of compurison 1): Population 

A. Subject 1: London in 1900 

B. Subject 2: London in 2000 

111. Body Paragm?h 2 (Point of comparison 2): Technology 

A. Subject L London in 1900 

D. Subject 2: London in 2000 

J V. Body Paragraph 3 (Point of compar:son 3): TransportaEon 

A. Subject 1: London in 1900 

B. Subject 2: London in 2000 

v. Conclusion 

Supporting Details 
The essay "Life in I.ondon in 1900 ancl 2000" wit: have supportir:.g sentences for each point of 

comparison. For an example of su?porting details, we can look at some of the details generated to support 
technology. The following chart shows how this information for techl1ology is handled in c"ch r.1cthod of 
essay organization. 
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Block Method Point-by-Point Method 

Ufe in London in 1900 and 2000 

I. Introduction 

II. London in 1900 

A. Popu lation 
B. Technology 

1. lig ht ing 
2. heat ing 
3. transatlantic communication 

systems 

C. Transportation 

III. London in 2000 

A. Population 
B. Technology 

1. lighting 
2. heating 
3. t ransatl antic communicatio n 

syst ems 

C. Transportation 

IV. Conclusion 

' . Writer's Note 
Variety of Outlines 

Ufe in London in 1900 and 2000 

I. Introduction 

II. Population 

A . Londo n in 1900 
B. London in 2000 

III. Technology 

A. London in 1900 

1. lighting 
2. heat ing 
3. t ransatl antic communicat io n 

systems 

B. London in 2000 

1. lighting 
2. heating 
3. transa tlantic communication 

systems 

IV. Transportation 

A. London in 1900 
B. London in 2000 

V. Conclusion 

In thi s unit, yo u are learn ing how to develop a fo rmal o utline. In additio n to fo rm al 
outlines with Roman numerals (I, 1/, etc.), there are info rmal ways to outline an essay. Some 
writers prefe r to use a simple Ilumericalli sting o f just their ma in points. O th er writers prefer 
to usc full sentences in their outl ines. If your instructo r requires a certain type of o utline, usc 
that one. However, if there is no specific requirement, then usc an outlining system that helps 
you, the writer, produce the best essay possible. 
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ACTIVITY 2 Making an Outline for a Comparison Essay 
--------.----~~----------~,.,-.,~.~.~ .. ~~~' .~,~ .. ,"-------~:-----------------------" 

Here is (m outline for (HI essay that cOIliparcs the weather in two cities, The outlinc is missil1g important pieces. 
Use the words and phrnses belolV to fill ill the missing pieces. 

opinion 

Point of comparison 3 

Thesis statement 

Effects 

Names ()fs~asons 

Restate 

Title: The \Veather in Chicago and Miami 

I. 

A. Hook 

B. Connecting inforrnalion 

C, 

Miami 

h:.Jr:-icanes 

Location 

II. Body Paragraph 1 (Point of compariso!1 1): The number of seasons 

A. Chicago 

1. LocatiO!l 

2. Number of seasons 

3. Names of scaSO:1S 

B. Miami 
1. ________________________ __ 

2. NU[l).bcr of seasons 
3, ________________________ __ 

TTL Body Paragraph 7. (Point of comparison 7): The worst temperature 

A, 

1. lNorst season 
2. Supporting fact: Temperature 

B, 

l. \",'orst season 
2. Supporti":1g fact: __________________________________ _ 

Temperature 

In~roduction 

Chicago 

IV. Body Paragraph 3 ( ___________________________________ ): Bad weather 

A. Chicago 

1. Blizzard 

2. ","'hen hlizzards occur 
3. ___________________________________ of a blizzard 

B. jvliami 

1. Hurricane 

2. 'When _______________________________________ occur 

3. Effects of a hurricane 

V. Conclusion 

A. _______________________________________ the thesis statement 

B. St:mmarize the main points 

C. Concluding s~atement: a suggestion, _______________________________________ " or prcdictio;l 
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For practice with thesis statements for comparison essays, try Unit 5, Activity 2 on the Great Writillg 3 
Wl'b site: elt.heinle.com/greatwriting 

ACTIVITY 3 From an Example Paragraph to Example Essay 

Work with a partner to aflSwer the questiol1s that come before and after tile following paragraph and essay. 
71lCse questions lIIiJI help YO Il to understand each ones colltent and organization. Review the paragraph all the 
left. YOII read this paragrapl,- oll the topic of wcather-ill Ullit 2. 71,is paragraph has been expanded i/lto a 
jive-paragraph comparison essay all tlte right. 71le highlighted portiolls of the essay are ti,e same as or similar 
to portiolls of the paragraph. Notice that mallY of till! sllpportillg examples i/l til l! paragraph havl! become 
l/Iai/l ideas for topic sentences ill the essay. 

I. What do YOli know about the weather in Chicago? Miami? 

2. In your opin ion, what is the best weather? Can you think of a place that has what you consider to be 
the best weather? Explain why you have selected this place. 
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The Weather in Chicago 

and Miam i 

The Weather in Chicago and Miam i 
Peoplc uSllall ~' haw \'cry strong opinions about whal 

constitutes good wcather, and one person's idea of good 
weather may easily be another person's weather n ightmare. My cousin and I recently had a __ _ ~ 

- In facl, my cousin and [ recentl)' had a discussion about 

d iscussion about whethe r h is hometown, 

C hicago, or my hometown, Miam i, has 

better weathe r. Our discussion centered 

whether h is hometown, Chicago. or my hometown, Miami, 
has b,;!Ucr weather. OUT discus~ion centered on th ree 
differences between the weather In our 1","<> hometowns. 

2 OUT first point of discussion was the number of 
seasons. Chicago is located in the midwestern part of the 

. U.S. 1\ is also much far ther north than 1\'liami is. Chic<lgo 
on th ree differences between the weather has fou r seasons: summer, fall . winter, and spri ng. These 
. h F· C h · / four seasons arc dearl)' marked by distind weatherchangl'S. 
In ou r two o m e towns. lrst lcago . . . . , Mlanll, on the other hand, lS III the southeastern corner of 

has a ll four d istinct seasons, but Miami the Uni.ted States. Because it is much ~arlhe~ so~~h, nl'ar 
the Canbbean Sea and the Gulf ofr.,·!exlco, Miami IS much 

docs not . C h icagoans enjoy su mme r, warmer. Miami has two seasons: a very mild winter and a 
long, hot summer. 

fa ll. wi n ter, a nd sp ri ng weat her. It, in / 3 We also considered the worst temperatures in both 
cilies. The worst weather in Chicago occurs in the winter. 

contrast, h as on ly two seaso ns: a ver y On a\'erage, the high temperature only reaches around 

m il d win te r and a very long su m me r. 

A n o the r m ajor di fference in t h e 

weat he r between ou r two c ities is that 

its worst weather occu rs in the win ter, 

O n ave rage, the h ig h te mp e rature 

reaches only arou nd 32 degrees, a nd the 

low each nigh t goes dow n to about 20 

degrees. Unlike Ch icago, the problem in 

it is not the cold but rather the heat. In 

the su m me r, t he dayt ime te m perat ure 

reaches 95 degrees and drops to only 75 

or so at night. Finally. they worry about 

different weat he r p rob lems. W hil e a 

32 degrees, and the low each night goes down to about 
20 degrees. In addition, frequent high winds drive the 
perceived temperature down even more. 111is combination 
of cold and wind, called the windchill factor, can make !ife 
almost unbearable in Chicago during the winter months. 
The problem in Miami is not the cold bUI rather the heat. 
In the summl'r, the temperature reaches 95 degrees in the 
daytime and d rops only to 75 or so at night. Combined 
with a constant humidity of 90 percent or more, the 
temperature actually feels signifi cantly warmer. 

.. Finally, our two hometowns havc different kinds 
of severe weather. Chicagoans' biggest weather fear is a 
blizz.ard. lilin.1rds can occur frequently during the frigid 
winter months. When a bli7.zard hits the city, it can dump 
up to five or six feet of snow in (:ertain areas. '!be cold and 
snow paratyu thc ci t)', making It impossible for people 
to go to school or work. Wh ile blizzards affIXt Chicago, 
the biggest weather problem for people in Miami is u 
hurria me. The5e powerful storms are poSSible from May 
through November. While hurricanes occur less freq uently 
than blizzards, they can cause much more damage. For 
instance, Hurricane Andrew destroyed large parts of the 
city of Miami in 1992. 

5 In the end, my cousin and I learned thaI e3ch of our 
C h icagoan's biggest weather fear is a y climatcs has its unique characteristics. Chicagoans have 

to li\'C with ('xtreme (:old and frequent bli7.zan.ls that can 
blizzard, the biggest weather problem upse t their daily rout ines. Conversel y, Miami enjoys 

warm tempcmtures while having to deal with thc threat of 
for them is a hu r rica ne. In the e nd, we hurricanes. Dl'C:iding which city has beller weather proved 

learned that each of our hometowns has 

unique weathe r. 

1 paragraph 112 sentences 1178 words 
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to bl' more dilficult than we anticipated. My cousin docs 
not like hot wcather, and I C~1I11l0t stand th,' cold. Thus, 
we believe that the definition of perfect weather depends 
largely on each person's preference, 
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consti tu te: tu equal, nlake up 

a nightmare: a bad dream 

in fact : really. truly, for cx:unple 

center un; I<l focus on 

farther: mure distant (far -I' farther -+ the farthest) 

distinct; clearly ditferent 

mild; nol w' ry hot nr very cold 

perceived: fclt by the senses 

unbearable: cannot bear. cannol stand 

drop: tn gn dnwn 

humidity: w.ller in the air 

significantly; mucll, cunsidcrnbl), 

a bliuard: a scver ... winter stQrm mark"d by 
very strong winds and heavy snowfall 

dump: tu drop, usually in a pill.' 

up to: as much as. as high as 

paralp.e; 10 cause 10 hI.' unable 10 move 

a hurricane: a severe tmpic-,ll storm marked by very 
slrong winds and hea\'y rainfall 

while; although.thuugh (shows contrJsl) 

for illstance; for example 

destruy; 11,1 completely ruin 

in the end: Ihe final result 

upset: tu bnther, fnrce 00( of the usual pQsition 

a dail), rouline: what we dQ e\'l'ry d:ly 

deal with: \1,1 handl ... , CQpe wilh 

II threat: a danger, potential problem 

anticipate: 11,1 bclkve possible, CXPl'Ct 

stand: \1,1 tolemte. put up wilh 

largely: mostl), 

Allswer the followi /lg qllestions based 011 the cOll tellt of Example Essay 3 "Tile Weather ill Chicago and 
Miami." 

3, What poi nts of comparison does the writer compare in Ihis essay? 

4. What method of organization does the writer use: poi nt-by-poin t or block? 

5. Circle the writer's hook. 

6. Underli ne the thesis statement. Is the thesis rcstated in the concl usion (Paragraph 5)? ______ _ 

If yes, undel'l ine that sentcnce (or sentenccs). 

7. Underline one supporting sentence in each body paragraph (Paragraphs 2, 3, and 4). 

8. Reread the concluding paragraph. Does the writer offer a suggest ion , an opinion, or a predictio n? 
Circle the appropriate word in bold and write the sentence from the essay. 

Building Better Sentences 

Correct and varied sentence structure is essent ial to the quality of your writ ing. For further practice 
with the paragraph "111c Weather in Chicago and Miami;' go to Activity 13 on page 229 in Appendix I. 
For furt her practice with the essay "The Weather in Chicago and Miami;' go to Activity 14 on page 230 
in Append ix I. 
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': Writer's Note 

Adverbs of Degree 

There arc several types of adverbs, including adverbs of manner (quickly, loudly), time 
( 1I0W, ycstertlay), place (liere, there) , frequency (a lways, " ever), and degree. Adverbs of degree 
tell the extent of someth ing. Some common examples are ve'y. extremely. completely, relatively, 
and IIcarly. 

In the essay "The Weather in Chicago and Miami," page 112, find the adverbs of degree 
sigllificantly and largely. 

Writing Tip: For better wriling. try to avoid the overused adverb very. Instead, use other 
adverbs of degree that will make your writi ng sound morc precise. 

ACTIVITY 4 Finding Word Forms in Essays 

Study the word forms belolV (!lid fi ll ill Ille missingfDrms. if rOlll/ced Ileip. refer to "'TIle Weather ill Chicago 
ami Miami," page 112, to fin d the missing word fomls. TIle first one is done for )'011. 

I. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

Noun Verb Adjective Adverb 

decis ion aeciae decisive decisively 

conside ration considerate conSiderately 

add additional/added additionally 

frequenC)' freq uent frequent 

uniqueness x uniquely 

th reaten threatening threateningly 

differ differently 

pe rception percepti vel perce i ved perceptively 

For more practice with word forms, try Unit 5, Activity 3 on the Grefll Writing 3 Web site: 
ch.hcinle.com/grcatwrit ing 
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ACTIVITY 5 Brainstorming and Outlining Practice 
'-________ --''--____ "'-___________ .. -_._..1 

1/1 Activity 1, you chose the five best titles for good colllpnrison essays. Choose one of those five titles nnd 
brainstorm sorne ideas for the topic. Use a bmillstormillg tecil.'liqlle from Unit 4, pages 92~9J. Then with 
n partneJ; in n small group, 01' 011 YOllr 011'11, develop n geJleml outline for an essay. (Yrm willlJot write this 
e.ssay.) }.,TOTE: For addilionnl practice, repeat this activity with one of the otherfollr titles. 

Topic: ______________________________________ _ 

Brainstorming Box 

Organizational method: "p~o~in~t~-~'~y~-rP~o~in~t_* ________________________ _ 

Olltline: 

1. In:rodL!ction 

Thesis statement: ______ _ 

11. I30dy Paragraph I (Point of comparisor, 1); ________________ _ 

III. Body Paragraph 2 (Point of comparison 2): _________ _ 

Details: 

-For this exercise, we have chosen poillt-by-point. If you can use :his method, then :hc block method should be 
re:ativdyeasy. 
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IV, Body Paragraph 3 (Point of comparison 3): ____________________ _ 

Dctails: _________ _______________________ _ 

V. Conclusion 

Concluding statement: _____________________________ _ 

Connectors and Transitions 
Study the chart of common comparing and contrasti ng structu.res fo r connectors and transitions. 

See the Brief Wri ter's Handbook with Activities, pages 210- 213, fo r more inform ation on connectors 
and transitions. 

W ith in a Senten ce 

• compared to + noun 

• the same + noun + as 

• as + adj . I adv. + as 

• like + noun 

• not on ly but also ___ _ 
(parall el structure needed) 

• both ;:-;--:---c and _ ;-;;_ 
(para llel structure needed) 

• also 

• S + v, and S + V 

• S + V, and 5 + V, too 

W ithin a Sent ence 

• Although I Even though I Though 
+ S + V,S + V 

• Unlike + noun 

• Whereas I While + 5 + V, S + V 

• S + V, but S + V 
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Comparing 

Between Sent ences 

• In addition, S + V 

• Similarly, S + V 

• Likewise, S + V 

Contrasting 

Between Sent ences 

• Conversely, S + V 

• However, S + V 

• On one hand, S + V 

• On the other hand,S + V 

• In contrast, S + V 

• Nevertheless,S + V 



ACTIVITY 6 Analyzing Connectors and Transitions 

Reread tile essay "TIle Weather in Orienga (md Miami," page 112. Indicate whether the f ollowing connectors 
m id transitions are used fo r comparing or contrasting. Circle the word. TIrc" copy tile SCI/ten ces from the essay 
tllat contain each conncctor or transition. 

I. also (comparing I contrasting}: __________________________ _ 

2. conversely (comparing I contrasting): _______ _________________ _ 

3. while (comparing I contrasting): _________________ _ _ _______ _ 

4. on the o ther hand (comparing I contrasting): ________________ _ ___ _ _ 

I:or more practice wilh t ransitions, try Un it 5, Activity 4 on the Grellt Writing 3 Web si te: 
d t.hcinle.com/grc3twriting 

Language Focus 
Forming the Comparative and Superlative of Adjectives and Adverbs 
1. For one·syllab le adjectives and two*syllab le adjectives ending in -y, add -er and -est to 

form the comparative and superlative forms (cold I colder I the coldest: happy I 
happier I the happiest). 

NOTE: Exceptions include good I better I the best· bad I worse I the worst· far I 
farther I the farthest. 

For a sports car, I think that black is better than white, but the best co lor is red. 

2. Other adjectives are preceded by more and the most to form the comparative and 
superlative forms (more beautiful I the most beautifuf). 

3. Adverbs that end in -Iy are preceded by more and the most (slowly I more slowly I 
the most slowly). One-syllable adverbs follow the same rule as o ne-syllable adjectives 
(fast I faster I the fastest) . 

My car's engine warms up more quickly than your car's. 

4. When the items being compared are the same, use as + adjective/adverb + as 
or the same + noun + as. 

In my opinion, Chicago is as wonderful as Miami. 

Sylvia attends the same school as Martin. 
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Language Focus 
Parallel Structure 

, . Words in a list should be the same part of speech. Use three nouns, three adjectives, 
or three verbs. but do not mix these parts of speech. 

Though london in 1900 was quite different from london in 2000 in many ways, 
important similarities existed in populatjon. employment. and transportation . 
(three nouns) 

2. Phrases and clauses in a list should be parallel. Use a prepositional phrase and another 
prepositional phrase. a noun clause and another noun clause, and so on. 

Survey results can be misleading because there is a huge difference between 
what people think they do and what people actually do. (two noun clauses) 

ACTIVITY 7 Using Comparatives. Superlatives. and Parallel Structure 

If all Iwder/illcd part of n sefltellCt! belolV is incorrect, write a correctioll abovc it. 

I. Jhe most expensive items in this company's budget are employee salaries, communication costs, and 

supplies that are used in the offi ce. 

2. Without a doubt, I think Cairo is more interesting to visit than either Buenos Aires or Tokyo. 

3. Jhe car was going as fast as the truck was, 

but the car had an accident because it turned 

the corner more sharply than the truck. 

4. When you are a first-time visitor to a new 

city, the more important thin~ that you 

need are a clean place to stay, good food 1h.ill 

you can eat, and enough money to get both 

of these. 

5. Some doctors believe that it is most healthy 

~ several small meals each day than it is 

to eat one big meal. 

For more practice with comparatives, superlatives, and parallel slructure, try Unit 5, Activities 5 and 6 on 
the Grcat Writi"g 3 Web site: ell.heinle.com/grca""riting 
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Working with Language in a Comparison Essay 
Read thc whole essay "The Wonder of Flight" (Example Essay 'I) in Activities 8- 12. Then go back 

and complete each activity. 

ACTIVITY 8 Combining Sentences 

Use the t/lrce pieces of informario/! that Jollow /lie pamgrnph to compose (/ sClllel lce that fits in the blank. 

EXAMPLE ESSAY 4 

The Wonder of Flight 

Since then, I have always enjoyed the emotional freedom of laking off in my si ngJc+cnginc 

plane and soaring through the sky. Recently. Adam, a friend from h igh school who shares my 

appreciation of flight, invited me to come with him to a park to fly his remote-controlled 

model airplane. I was pleasantly surprised to find that the experience of fl ying a model plane 

is remarkably similar to piloting a rcal plane. 

3. I earned my license. 

b. 111C license was a pilot's license. 

c. I did this when I was fifteen years old . 
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ACTIVITY 9 Using Connectors and Transitions 

Complctc the sentences lVith the COl/llcctors ami trallsitiOlls ill the box. 

both for example when both also 

EXAMPLE ESSAY 4 cont. 

2 (1.) we arrived at the park, it was interesting to watch my friend prepare 

his model airplane for flight. The procedures that he followed reminded me of the preflight 

procedures that I follow each time I fly my real plane. (2.) _ _ ____ ll1odel planes 

and real planes req uire maintenance to operate them safely. (3.) , they 

(4.) need to be fueled before takeoff. In a way. a model enthusiast serves as 

the ground crew for his model aircraft. My fr iend must refuel the plane before each flight and 

do a visual check of the aircraft. He must (5.) _ _____ test the flight controls just 

(6.) ______ a real pilot checks the fligh t controls of his or her plane before takeoff. 
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ACTIVITY 10 Editing from Teacher's Comments 

Read the paragraph and the teacher's comments. 0" tlte basis oftllese comments, rewrite tllis paragraph 
011 tlte blank fines. 

wom foYIM. 
3 I was (1.) fasci nating to learn that a model plane operates under the same basic physics 

WYO~ word 
of fl ight as my real plane (2.) .is. For example, just like my real plane, Adam's model plane 

YOlo(. II\.tW "p"SS~Vt VDLet. 
(3.) powers a gas engine, wh ich spins II propelle r to create forward power. (4.) lust like my 

&0\11,.(,\11,.(,&1 SplLctl 
real plane, Adam's model airplane has a wing. it creates lift. This keeps the model floating 

in the air. Likewise. both planes use ailerons and fl aps to control their di rection. 

FYR0I'\11..tvl...t! 
(5.) Su rprisjngly. even though the model plane is only five feet long. It fl ies at about 

wom foYIM. 
80 miles per hou r. which is just 20 miles per hour (6.) slow than my real plane. 

How is tl1is se.......tel.l\.Ce ",e~tw to tl1e top~c oftl1is pCl "'Cl'g "'Cl'pI11 
(7.) I like these planes a lot. 

Now rewrite tile paragraph WiOi corrections. 
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ACTIVITY 11 Editing for Errors 

11lis paragraph contaills 7 errors. n,ey are ;', articles (2), passive voice (1), subject-verb agreement (1), verb 
terlse (2), and word form ( 1). Mark these errors and write the corrections above them. 

4 Although real airplane is controlled from within the cockpit while a model plane 

is controlled with a remote control. fly each of our planes requires a similar technique. 

Consequently. because I know how to fly my real plane, I was easily able to fly the model 

plane. Both has a th rottle that controls the speed of the plane. Both are usi ng a rudder on lhe 

vertical tail fin that steers the plane left and right while in the air. Also. both use ailerons on 

the wings that bank the plane to the left or to the right Both use wheels 10 taxi to the runway 

on the ground. In fact. in a real plane. the same foot pedals steered the plane left and right 

while in the air and guide the plane left and right while on the ground. Similarly. same 

left-right motion on the remote control is moved both the rudder and the wheels. 

ACTIVITY 12 Using Correct Grammar 

Key grammar points are practiced i" tllis parr/graph. Underline the correct form of the word or phrase 
in parelltheses. 

5 I was (1. delight / delighted) to discover that I could (2. experience / 10 experience) the 

wonder and thrill offIight (3. by I for) (lying a model airplane. I had never (4. to realize / 

realized) how (5. similar I Similarly) model airplanes are (6. for I to) real (7. airplane I 

airplanes). Both models and real planes have similar controls. Just like (8. real plane I a real 

plane), Adam's model (9. required I requ ires) pre(l ight maintenance. and (10. il operates I they 

operate) (I I. in I on) the same principles of flight as my real plane. I was glad t"o share 

(12. these I this) amazing experience with my good fr iend. 
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Building Better Sentences 

Correct and varied sentence structure is essential to the quality of your writi ng. For furthe r practice 
with "The Wonder of Flight," go to Practice 15 on page 23 1 in Appendix I. 

ACTIVITY 13 Analyzing an Essay 

Answer tllcsc questiolls about "TI,e Wonder of Ffjg"t ~ (Example £5sn)l 4). 

1. What two things does the wri ter compare in this essay? 

2. What method of organization does the writer use: point-by-point or block? 

3. What is the writer's hook? Write it here. 

4. Underline the thesis statement. Is the thesis restated in the conclusion (Paragraph S)? 

_____ If yes, underline that sentence (or sentences). 

S. What is the topic of Paragraph 3? 

6. Reread the concluding paragraph (Paragraph 5). Does the writer offer a suggestion , an opinion. 
or a prediction? Circle the appropriate word in bold and write the sentence from the essay. 
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Building Better Vocabulary 

ACTIVITY 14 Word Associations 

Circle the lVord or phmse that is most closely related to tire word or pI/rase 011 tlze left. If necessa ry, lise 
a dictionary to check tile mealling of words ),011 do lIot know. 

1. frigid cold windy 

2. to soar to decrease to increase 

3. to anticipate to need to expect 

4. 75 or so about 7S 75 or morc 

s. nevertheless cannot happe n however 

6. to paralyze to pe rmit to stop 

7. hidden u nappreciated unseen 

8. pivotal common important 

9. likewise Similarly in a fr iendly manner 

10. to dump to drop in a pile to pick up a pile 

11. conside rate kind, n ice qu iet, shy 

12. unbearable bad good 

13. a nightmare a bad dream a tr ip at night 

14. a propeller a part of a plane a part of a climate 

15. fuel damage gasoli ne 

16. a threat something good something bad 

17. to upset your routine to change you r routine to continue your routi ne 

18. conversely the opposite the same 

19. humid d ,y wet 

20. whereas although because 
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ACTIVITY 15 Using Collocations 

Fill in each blank with the word on the left that most naturally completes the phrase 011 the right. If /lecessary. 
use a dictionary to check the mcalling of words YOIl do not know. 

I. heavy I strong to have opin ions abo ut something 

2. go J turn to a corner 

3. control I error to use a remote 

4. similar I vocabulary is remarkably to 

5. animal's I company's the b udget 

6. in I on th is m ach ine operates the prinCiple of 

7. bosses I effects un foreseen 

8. experience I maintain you can the wonder o f flight 

9. have I put to an accident 

10. talking I communication costs 

II . of I in the extent the flood ing 

12. in I on a way 

13. h it I rang the blizzard the city and its suburbs 

14. fo r I in to play a role the quality of your work 

15. consti tu te I pivotal a role 
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Original Student Writing: Comparison Essay 

ACTIVITY 16 Writing Your Original Essay 

III this section, you will write a comparison essay. Use n separate piece of paper for your \vork. Follow 
the se1'en sleps in the writing process to complete your essay. 

Step 1: Choose a Topic 

Choose a topic from this list: 

'iVrite about a sports team's (or an ath.:ete's) previous and current performar.ces and recorcs. 

Compare 'JH: cuisine of one COllntry with the cl"!sine of 2.:lolher cOL!:1try. 

Cor!:lparc or cOIlln~st the anticipation amI expeclat ion of an impO:1:ant event (sach as your f::-st day 
of school or you:" first trip on ,,0 airplane) wi~h the reality of :hat event. 

COr.1pare or contrast two i:l1?Ortant people that you admire. 

COr.lpare or contrast nvo movies 0: the same type, such as action, sc:ence fiction, or comedy" 

Step 2: Brainstorm 

Using a rr.ethod tha: works for you, brains~or:11 :c.eas abou: your topic. 

Step 3: Outline 

Outline your essay using a block or? point-by-point outline. Then exchange outlines wilh a par~ncr. 
Read your partner's outlinc. T:len use Peer Editing Sheet 9 on ?age 255 to help you comment 0:1 your 
partner's outli!1e. Use your partner's feedback to revise your outline. 

Step 4: Write the First Draft 

Use the information from Ste?s 1-3 to write the iirst draft afyaur comparison essay. Be sare to use 
at least five of the vocabulary words or phrases presentee in Activity 14 and Activity 15. Underline bese 
words and phrases i!1 your essay. 

Step 5: Get Feedback from a Peer 

Exchange pape:-s from Step 4 with a partner. B.eac. your partner's writir.g. Thea nse Peer Editing Sheet 10 
on page 257 to help you comment on your partGer"s writ::1g. Be sure '.:0 offer positive sugges:ions and 
comments that will help your pa:-tner improve !-lis or!-lt:T writing. 

Step 6; Revise the First Draft 

Use your partr.er's comn:ents fror::1 Step 5 to he:p you revise your 'N:"iting. Check to make sure that you 
use correct yocabulary, punctuation, and clear langllage ::-1 yO:lr e:;say. 

Step 7: Proofread the Final Draft 

Use the following checklist to review your fir.al c:aft. Use a[ t21e feedbac~ that you have received, 
inc:L.:liing peer feedback, ins"!"rllctor commcr:ls, and self-evaluation. Tn ad,ElioIl, try reading your essay 
alouc. VVhen you finish, add a title to your essay. 
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./ Final Draft Checkli st 

1. 0 I included a thesis statement that contains a clear topic and points of development. 

2. 0 The purpose of my essay is clear. 

3. [J r followed either the block or point+by+point method carefully. 

4. 0 I discussed points of comparison (block) andlor the subjects for each poi nt of comparison 
(point-by-point) in the same order. 

5. 0 I used comparison connecto rs and transitions correctly. 

6. 0 I used adverbs of degree correctly. 

7. 0 All my word fo rms are correct. 

8. 0 I used comparative and superlative forms correctly. 

9. 0 Items in lists have parallel structure. 

10. 0 The concluding paragraph has words and phrases that signal the end of the essay. 

11. 0 The conclusion is free of any new ideas that were not mentioned in the introductory paragraph. 

12. L..J I used at least five of the vocabulary words o r phrases presented in Activity 14 and Activity 15. 
I remembered to underline them. 

Additional Topics for Writing 

Here are five more ideas for writi1lg a comparisoll essay. 

TOPIC I: Choose one modern convenience such as a cell phone, air+conditioning, or cars, 
and compare life be fore this invention and life now. 

TOPIC 2: Describe the qualities of two ki nds of professions. 

TOPIC 3: Compare or contrast shopping at stores and shoppi ng online. 

TOPIC 4: Write about two ways to prepare for a big test. 

TOPIC 5: Compare or contrast two types of transportation. 
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How quickly can you write in English? There are many times when you must write quickly, 
such as on a test. It is important to feel comfortable during those times. Timed-writing pr.tctice 
can make you feel better about writing quickly in English. 

First, read the essay gUidelines below. Then take out a piece of paper. Read the writing 
prompt below the gUidelines. As qUickly as you can, write a basic outline for thiS writing prompt 
(including the thesis and your three main points) . You should spend no more than 5 minutes on 
your outline. 

You will then have 40 minutes to write a 5-paragraph comparison essay about your topic. At 
the end of the 40 minutes, you r teacher will collect you r work and return it to you at a later date. 

Comparison Essay Guidelines 

• Use the point-by-point method. 

Remember to give your essay a title. 

• Double-space your essay. 

Write as legibly as possible Of you are not using a computer). 

• Include a short introduction (with a thesis statement), three body paragraphs, 
and a conclusion. 

Try to give yourself a few minutes before the end of the activity to review your work. 
Check for spelling, verb tense, and subject-verb agreement mistakes. 

Compare two stressful jobs. 
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Cause-Effect 
Essays Unit 6 

A cause-effect essay serves onc of two purposes: Either it shows the effects of a thing or event, or it 
explains the causes of a thing or event. Cause-effect essays deal with the action/result relationship. They 
explain why things happen (causes) and what happens as a result (effects). They can be written to inform 
or to pe rsuade. 

Choosing a Topic 
In a cause-effect essay. it is important to choose a topic that fits a cause-effect relationship. In other 

words. you need to choose a topic and then describe its causes or its effects. 
Here arc example ti tles of good cause-effect essays: 

• The Negative Effects of Internet Use 

The Real Causes of the Spanish-American War 

• The Unintended Consequences of Government Aid 

1 2' 



Consider (he following chart s (bat show tbe relationship of causes and effects. 

Cause Effect 

Steve lit fireworks in his backyard at one His neighbors reported him to the police. 
o'clock in the morning. 

Visibility on the night of March 17, 2007, Over 20 cars were involved in an accident 
was poor. that was on Highway 7. 

People are living longer. Governments can no longer provide the 
same benefits to everyone. 

Marwan takes good notes in class . 

Marwan studies his notes every night. ---+-+ Marwan gets high scores on his exams. 

Marwan participates in class . 

Cause Effects 

/' The va lue of the currency decreases. 

People lose faith ;n a country's cunency. ~ _ Prices on most goods increase dramatica lly . 

......... Exchange rates for the currency decrease 
in va lue. 
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ACTIVITY 1 Choosing Appropriate Topics and Titles 

Read these tell essay titles. Put a check (.I) /lext to the five titles that are tlte most appropriate 
for a enuse-effect essay. Be prepared to defend your choices. 

1. The Causes of War 

2. Some Common Reasons for Leaving College 

3. The Seatles: The Greatest Group Ever? 

4. My First Day Working at a Restaurant 

S. The Impact of High Gasoline Prices 

6. Summer Vacations versus Winter Vacations 

7. The Damaging Effects of a Tsunami 

8. How Graduating from College Changed My Life 

9. Inside the Winter O lympics 

10. A Comparison of Mark Twain's ll1e Adventures afTom Sawyer and 
TIle Adventures of Huckleberry Fillll 

For more practice with titles for cause-effect essays, try Unit 6, Activity I on the Great Writillg 3 
Web site: elt .hein[e.com/greatwriting 

Organization of a Cause-Effect Essay 
Once you have chosen a topic, YOli have to decide to write about its causes, effects, or both . Ma,1Y 

writers focus on immediate and direct causes or effects. Here is an example of an outline in which the 
writer looks at the effects of climate on recreational choices and health . 

-
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Title: How "\Veather Affects Our Daily Lives 

L Introduct::or. 

A. Hook 

B. Connec'.:ing information 

C. Ilesis statement: Sunshine can affect peo?le's moods, choice of ac:ivities, a~ld fashion. 

11. Body Paragraph 1: J"Iooc 

A. Not trapped inside 

B. Increased melator.in productior.:-..} bet';er mood and sense ofweI-bei:1g 

IlL Body .Paragraph 2: Activities 

A. Beach 

B. Picnics 

C. Outdoor sport~ 

IV. Body Paragraph 3: Fashion 

A. Lighter-colored dothes 

B. LiGhter fabrics, less fabric 

V. Conclusion 

A. Restatement of thesis 

B. Surr.mary of t:1.e main points 

C. Suggestion, prediction, or o?;;)io:l 

132 UNIT 6 • Cause-Effect Essays 



Supporting Details 
In a cause-effect essay, you can o rganize you r suppo rting detaiJs in one of three ways: by category, in 

chronological order, or by order of impor lance. In the previous essay outline. the effects o f sunsh ine are 
o rgan ized into three different categories. Now that we have categorized the supporting details. we can fi ll 
them in using concrete examples. It is clear that the writer is t rying to show effects of sunlight. By adding 
specific examples to the existing outline. the essay will be m orc detailed. 

Study the details for Section III of the essay outline. 

III. Body Paragraph 2: Activities 

A. Beach 

J. Warm water ::::} swimming and surfing 

2. Warm sa nd ::} volleyball and looking for shell s 

B. Picnics 

J. Sociali zing 

2. GrHli ng outdoors 

C. Outdoor sports 

I. Individual sports like golf 

2. Team outdoor sports =* socce r. flag football . e tc. 

ACTIVITY 2 M aking an Outline for a Ca use-Effect Essay 

0" the following page, yOIl will rend nn outlille for nil essay thnt disCllSses the harmful effects of sm okillg. TIle 
outline is missing important pieces. First, write down as milch illformation as YO Ii COIl about the negative 
effects of smokillg. Compare your n1lSwers with a classmate. 71le1/ lise tile words alld phrases above tile outline 
Ofl the "ext pnge to jill in the missing pieces. 

Brainstorming Box 
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opinion 

Physica: 

unacceptoble 

Hook 

teeth 

Cancer 

Title: The Harmful Effects of Smoking 

1. Introduction 

A. 

B. Connecting information 

c. 

the main points 

thests 

Thesis stateGlent 

II. Body Paragraph l: __________________ effects 

A. Stains ________________ _ 

B. Causes wrinkles 

C. Causes premature aging 

IlL Body P'mgmph 2, Phy.,iologicol ,ffecl' 

A. 

B. Exercise' is diflkul: 

c. 

IV. Body Pamgr-aph 3: _________________ effects 

Adtlic~ion 

smokers 

Social 

A. Nonsmokers llsmUy do not socbl:ze with ___________________ _ 

B. Cannot smoke in many restaurants 

C. Becoming sociaUy _______________ (passing of no-smoking laws in restaurants) 

V. Conclusion 

A. Restate ________________ _ 

B. Summarize ___________________ _ 

C. Concluding statement: A suggestion,. ____________ , or prediction 

For practice with thesis statements tor cause-effect essays, try Unit 6, Activity 2 on the Great Writil1g 3 
\Yeb site: elt.heinle.com/greatwriting 
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ACTIVITY 3 From an Example Paragraph to Example Essay 

Work with a partner to nnswer the questions that collie before and after the fol/owing paragraph and essay. 
These questions will help ),011 to understand each olles content alld organization. Re\Jiew the paragraph on the 
left. You read this paragraph- -011 tile topic of depression-in Unit 3. This pnragraph has been expanded into a 
five-paragraph cause-effect essay on the right. The highlighted portiolls oj the essay are the same as or similar 
to portions of tile paragraph. Notice thnt mal1Y of the supporti1lg examples in the paragraph have become 
main [dens for topic sentences in the essay. 

1. Can you name two things that cause people to feel depressed? Expla:n which one yOLl think is 
a bigger pro~lem. 

2. Have you or someone you IU10w ever been depressed or diagnosed with d:nical depression? \'Vha~ was 
the cause of this depression? 

3. 'What do you think is the most he:pful thing for people who are depressed? 
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Clinical Depression Clinical Depression 

Ho w many tim es have you hea rd 
~ I "I am feeling dep ressed today~ is a phrase 

that is uttered by countless people each day. These 
individuals tend to misuse the term dep ressioll to 
refer to the normal ups and downs of daily li fe. In 
reality, depression is a serious illness. A cl in ically 
depressed pe rson is in a constant slale of sad ness 
because of three ma in factors: genetics, substan ce 
abuse, or environment. 

the phrase " I am feeling depressed 

today" ? Peop le tend to mi suse th e 

term depressio ll to refer to the normal 

ups and downs of dally life. In reailty, 2 Perhaps the most common cause of depreSSion 

depreSSion is a serious illness that can / is genetics. People who are born with low levels of 
serotonin and dopamine in their brains cannot 

be ca used by many facto rs. Perh aps experience pleasure in the same way that balanced 

the most common cause of depression 

is ge netics. People who are born with 

low levels of serotonin and dopamine 

cannot experience pleasure in the same 

way that balan ced people can . People 

with low levels o f these SUbstances / 

do not experience happiness f rom 

typically happy even ts. Another cause 

of depreSSion is subs ta nce abuse. 

When drugs enter the bloodstream, 

they alter the brain's normal chemical 

balance. Consequently. people who use / 

chemica l sub sta nces may experience 

sho rt - te rm or long-term dep ression . 

Finall y. environmenta l fac to rs can 

c ause clin ica l depressio n . Failed 

relationships, traumatic events. o r an 

excessive ly unhappy childhood ca n 

tri gge r depre ss ion. Rega rdl ess of its __ r" 

cause, depression is an ill ness that 

needs to be taken seriously. 

I paragra ph I 12 sentences I 155 words 
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peo pl e can. As a res ult . th ese people do not 
experience happiness from normal haRPY eve nts. 
They require extreme circumstances to experience 
the same level of htappi ness that a bal::mced person 
would expe rience from a lesser event. For example, 
a cl in ically depressed person might derive less 
satisfaction from earni.ng an A fo r an enti re cou rse 
than a balanced person would ex perience from 
earn ing an A on an individual aSSign ment. 

3 Another cause of depression is substance abuse. 
When drugs I!nter the bloodstream, they alter the 
brain's normal chemical balance. Afterward. people 
who use these chemical substances may experience 
short-te rm or long-te rm depreSSio n due to the 
chemical changes in their brains. As a case in point. 
an alcoholic can develop depression because of the 
constant altering of the levels of dopam ine in his or 
her brain. An alcoholic can exper ience an intense, 
short- term " hiSh~ followed by an equally inte nse, 
shOrl -term "low." 

4 Finally, environmental fac tors can trigger clinical 
depression. Failed relationships, such as a divorce 
or a falling out between fam ily members, can leave 
a person in a state of depression in wh ich the person 
is unable to handle himself or hersel f. Traumat ic 
events, such as the death of a family member or the 
witnessing of a murder, are environmental facto rs 
that can se nd a person into depression. Likewise, an 
ab usive childhood ofte n leads to bouls of cl inical 
depression as an adult. 

S Dep ression can be caused by facto rs such as 
genet.ics, substance abuse, or environment. Regardless 
of its cause, depression is a serious illness that afflicts 
millions of people throughout the world. I:ortunately. 
it can be treated through various forms of counseling 
and/or mt""<iictalion , but for this to happell, it is essent ial 
that one be able to rl"t:ogni1.e the symptoms. 
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ullc:r: to say. speak 

substancc abuse: misusing any kind of drug 

c:nvlronmc.nt: surroundings 

a circumstance a situation 

dc: rh 'c: to get. obtain 

Ihe b loodstrcam: the blood in your bod)' 

11 chemical substance:: akohol, prl'Sl;ription 
drugs, illegal drugs 

a case in point: an example. fOf in$tance 

t rigger: to cause, start 

a (ailing oul: a serious argument 

a bout: a shori period 

am iCI: to affect in a negath'e mannef. bother 

counseling: tlu:r.lpy 

AI/Siller the Jollo willg questions based 011 the COlltCllt oj Example Essay 5 "Clin ical Depression" 

4. Does the writer tell about causes, effects, o r bot h? ___ ___________ ______ _ _ 

5. Underline the writer's hook. 

6. Circle the thesis statement. Is the thesis restated in the conclusion (Paragraph 5)? If yes, underline 
that sentence. 

7. What arc the three main causes of depression? 

o. 

b. 

c. 

8. In Paragraph 4, the writer discusses environmental factors that can cause depression. 
Lisllhose three factors here; 

o. 

b. 

c. 

9. How does the writer organize the essay: categorically, chronologically, or order of importance? 

Building Better Sentences 

Correct and varied sentence st ructure is essential to the quality of your writing. For furthe r practice 
with "Clinical Depression," go to Practice 16 on page 23 1 in Appendix I. 
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ACTIVITY 4 Finding Word Forms in Essays 

Stl/dy the word forms below (lnd jill ill the missillgjorms. If you /Iced help. refer to Example Essay 5 "Clinical 
Depression," page 136, to find the missing word forms. 111e fi rst o lle has been dOlle for )'011. 

Noun Verb Adjective Adverb 

I. _---'s"a"'tl"'o"'e"'ss"---_ sadden sadl), 

2. depression depress depressi ngl depressingly 

3. abuse abuse abusively 

4. realize rcal really 

5. level level levelly 

6. environmen t X envi rOlllllcnta lly 

7. intensity intensify intensely 

8. X genetic genetically 

For mure pnlclice wilh word forms. try Unit 6, Activity 3 011 the GrC/11 Writing J Web site: 
clt. hci n le.com/great writ i ng 

ACTIVITY 5 Brainstorming and Outlining Practice 

III Activity 1, ),011 chose the five best titles Jor good cause·cffect essays. e lwose olle of tltese titles and 
brn;lISlorm som e ideas for the topic. Usc a brai1lStormillg teclmiqlle Jrom Unit ' I, pages 92- 93. 'nlCI/ with 
(I partl/er, ill (j smal/ group, or a ll your OWI/, develop a gelleral olltlille Jar atl essay. ( l'01l willllot write 
this essay.) NOTE: For additional practice, repeat this activity witll aile of the other Jour titles. 

Topic: ________________________________________________________________ _ 

Brainstorming Box 
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Organizat ional method (circle one): focus on CAUSES focus on EF FECTS 

Supporting details (ci rcle one): categorical chronological order of impo rtance 

O utline: 

I. IOirodUClion 

Thesis statement: _______________________ _ _ _ _____ _ 

II. Body Paragraph I (Cause or Effect I): _______ _______________ _ 

Details: _ _________________ ___ ___________ _ 

II I. Body Paragraph 2 (Cause o r Effect 2): ___ _ _ _________________ _ 

Details: ________ _ _ _______ _______________ _ 

IV. Body Paragraph 3 (Cause or Effect 3): _______________ _ ______ _ 

~ Details: ____________ _______________________ _ 

~ 
:::> 
~ 

V. Conclusion 

Concluding st;llement: _____________________________ _ 

Connectors and Transitions 
Study the chart of common cause-effect structures. 

NOTE: For more information on connectors and transitjons, sec the Brief Writer's Handbook with 
Activities, pages 2 10- 213. 

Within a Sentence 

because of + no un 

because + 5 + V 
another (cause/effect/reason) 

owing to + noun 

due to + noun 

S + V,so S + V 

5 + V so(that) S + V 

Showing Cause· Effect 

Between Sentences 

As a result / Therefore I Because of this, 5 + V 
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ACTIVITY 6 Analyzing Connectors and Transitions 

Reread tile essay "CIi"ical Depression," page 136. Copy tile selltellces fro m tile essay tltat cOlltaill tlw fol/owillg 
COll llcctors alld trmlsitiollS. 

J. 

2. 

3. 

•• 

due to : 

another cause: 

as a result: 

because of: 

For more practice with transitions, try Unit 6, Activity 4 on the Gre/II Writillg J Web site: 
cit. hei n le.coml greatwriti ng 

Language Focus 

Ways of Expressing Past Actions 
Because we often write about events that happened in the past. it is important for good 

writers to be able to express ideas in the past accurately. Here are four verb tenses that can 
express past actions. 

Simple Past 

The simple past tense is formed by adding -ed/-d to the base form of regu lar verbs . 
Irregu lar verbs use a variety of forms. We use the simple past- the most common way of 
expressing past actions-for an action that is complete. 

Because she worked so hard, her business became very successful. 

t t 
regular irregular 

Past Progressive 

The past progressive tense uses was or were and the -ing form of the verb . We use the 
past progressive tense especially for an action that was in progress in the past and was 
interrupted by another (usually shorter) action . 

1 was studying for my fina l exam when I got the terrible news. 

past p,lgreSSiVe intertption 

Present Perfect 

Verbs in the present perfect tense consist of have or has plus the past participle. such as 
gone and lived. The present perfect can describe two kinds of past actions. One kind is an 
action that began in the past and continues now. 

These people have lived in t his area for almost a century. 

The second type is a completed action that is important to the current situation or 
discussion. Th is second use is particularly common near the beginning of essays because the 
present perfect tense helps readers to connect past events with the current situation, which 
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is often the main focus of the essay. In fact, good writers often use the present perfect in 
the opening paragraph of an essay to establish background information, which involves 
past events, for the current readers. In other words, this second type of present perfect is 
connecting past events to the present. 

Many citizens are upset because the government has increased taxes again . 

Past Perfect 

The past perfect tense is formed with had and the past participle, such as gone and 
worked. This verb tense is not so common. In fact, the most common error occurs when 
writers overuse the past perfect. (Hint: If you cannot think of a specific reason to use the past 
perfect tense, do not use it. Use the simple past instead.) The past perfect tense is used when 
there are two past actions and the writer wants to clearly show which one happened first . The 
earlier action is in the past perfect, and the other action is usually expressed in simple past 
tense. 

Dinosaurs had disappeared long before humans appeared on the earth. 

t t 
past perfect simple past 
(1st action) (2nd action) 

ACTIVITY 7 Practicing with Present and Past Tense 

Read tile follOWing paragraph completely first. TIlell underlille the correct verb tellse ill parc/ltI/Cses. 

Possible Causes of Bullying 

Bull ying behavior can occur for many reasons. Young people o ften begin bullying because they 

(I. want I wanted I had wanted) to control those who are weaker than they are. In fact. many bull ies 

act this way because they (2. experience I experienced I have experienced ) an attack by a bully 

themselves. Another reason that some kids bully other children is to estilblish a well -known identity 

in school. If they (3. do not have I d id not have I have not had) a un ique and well-known identity in 

school before they began bullying. now they (4. do I did I have done). Finally, some children become 

bullies to get attention. In many households. both parents (5. work I worked f had worked) outside 

the home, so they (6. are not I were not I had not been) aware of their child ren's activities. Whatever 

the cause. however, it is clear that only through education can this destructive behavior be stopped. 

For more practice with verb tenses, t ry Unit 6, Activity 5 on the Grellf Writillg 3 Web si te: 
dt.heinle.com/greatwriting 
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Building Better Sentences 

Correct and varied sentence structu re is cssentiaJ to the quality of your writi ng. For further practice 
with " PosSible Causes of Bullying," go to Practice 17 on page 232 in Appe ndix t . 

Language Focus 
Prep osition Combinations with Nouns 

Advanced w riters use correct word combinati ons. Why do we say the cause Q[ something 
but the reason fslr. something? There is no real reason to explain t hese combinations. 
Mast ering this language f ocus requires memorization and practice. Study t hese common 
combinatio ns. 

Common NOUN + PREPOSITION Combinations 

cost of limitations of source of lack of 

order of request for reason fo r need fo r 

state of alternat ive to answer to applicatio n for 

increase in decrease in t rouble w it h demand f or 

(have an) effect on price of means of int erest in 

Common PREPOSITION + NOUN Combinations 

in rea lity by hand in o rd er at every point 

for dinner in general in the beg inn ing in a hurry 

for sa le in writ ing in st ock in other words 

on television for t he record out of order in fact 

under pressure out of date w it h ref erence t o at t he same time 
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ACTIVITY 8 Practicing with Preposit ion Combinations with Nouns 

Undcrline tile preposition tllat best completes each sClltel/ce. 

EXAMPLE 'ARAGRAPH 24 

The Un foreseen Impact of Air Conditioning 

I certain ly understand that there is 

a huge need ( 1. at I by I for I with) air­

conditioning. (2. By I With I For I At) the 

same time. however. I am concerned about 

the negative effects that air-conditioning 

has had (3. al l in I on I with) our lives. To 

be sure. air-conditioning has benefited us. 

but what has the price (4. of I by I with I in ) 

this benefit been? Fi rst of all. people do not get outside as much. People tend to stay cooped up 

inside their air-conditioned homes. As a result. they are not getting as much fresh air. Second. 

there has been a decrease (5. on I in l for) the amount of eXercise that people are dOing. They do 

not even walk outside on some days. which means thaI Ihey are (6. at I for I in I to) fact doing a 

lot less exercising. Finally, the invention of air-condit ioning has caused us to work longer hours 

because employers expect us to stay inside our comfortable work space all day long. In sum, 

air-conditioning might appear to be a positive thing. but il has had at least three negative effects. 

For more practice wi th preposition combinations with nouns, try Unit 6. Activity 6 on the Greal Writing 3 
Web si te: e lt.hcinfe.comigreatwriting 
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Working with Language in a Cause-Effect Essay 
First, (ead the whole essay "11\e Benefits of a Healthy Lifestyle" (Example Essay 6) in Activities 9- 13. 

Then go back and complete each activity. 

ACTIVITY 9 Combining Sentences 

Usc tile three pieces of hiformation that come after the paragraph to compose n SCI/tellce that fits i ll the blank. 

ElIAMPLI ISSAY • 

The Benefi ts of a Healthy Lifestyle 

Many people are not aware of the e!Teets their d iet can have on how they fee l. Likewise. they are 

unaware of the benefits of a regulnr exercise routi ne. In fact, there arc physical, psychological. and 

sodal benefits to living a healthy lifestyle. 

n. lllcrc has been a significant increase in the number of obese adults in many countries. 

b. 1l1crc has been a sign ificant increase in the number of obese children in these same countries. 

c. Because of thi s. people's eati ng and exercising habits have become regular topics in the media. 

For more practice with combining sentences,l ry Un it 6, Activity 7 on the Great Writing J Web silo.': 
clt.hdn le.com/greatwrili ng 
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ACTIVITY 10 Using Connectors and Transitions 

Complete the sentences with the connectors and transitions in thc box. 

Equally beneficial 

For instance 

also 

so thaI 

Another 

11ms 

EXAMPLE ESSAY. (cont., 

2 A person can reap physical benefits from choosi ng to follow a healthy lifestyle. (I .) 

___________ . proper exercise and a well-balanced diet help a person to maintain 

a slim, athletic figure. Countless studies have shown that a regular exercise rout ine sign ificantly 

reduces the ri sk of almost every major disease. Healt hy habits (2.) __________ _ 

give a pe rson more energy (3.) _ __________ they can see more, do more, and 

experience more from life. (4.) • people who maintain a healthy 

lifestyle will, on average, outlive thei r unhealthy counterparts. (5.) __________ _ 

physical benefit that people notice is healthier-looking skin. (6.) _________ _ 

a person can reap many phys ical benefits from maintain ing a healthy lifestyle. 
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ACTIVITY 11 Editing from Teacher's Comments 

Read the f ollowing paragraph and the tcacher's comments. all the basis of these comments, rewrite this 
paragraph Oil tile blrlllk lilies. 

wordforw. 
3 People who take care of themselves stand to gain psychological ( I.) beneficia\. Because of the 

effects their healthy choices have o n their bodies. they generally feel better aboul themselves. 

FYQ9~....t 

(2.) While recular exercise produces endorphins. which are the body's natural mood enhancer. 

£LoC.bJtct-verb A9t'U~1'Iot 
Eating healthy (3.) ~ your body the nutrients it needs for radiant skin and strong muscles. 

u.~I.t.Q'" proloo\.Ol..(.+'I. ~reJoOl.U ru.+"' - Oi"v 

(4.) ~ are also belter equipped to deal with the stress of day-ta-day life. (5.) Mo~t important. people 

who take care of themselves agree that they feel better about themselves because they look better they 

t-tow i.s. tki.s. lAst S/!~ rtlAttd tD tk/! 'PQt'Q91"'lpk1 

bave an increased confidence in themselves. (6.) They can lift weights to make them stronger. 

Now I"ewrite the pamgrapll with correctiolls. 
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ACTIVITY 12 Editing for Errors 

7JJis paragraph c01ltains 6 errors. TIley are in articles (2), subject-verb agreement (1 ), verb tellse (2), and word 
form (1), Mark these errors a" d write the corrections above them. 

4 Taking proper care of one's health also leads to better social li fe. The confidence that a person 

gains from feeling healthy and in shape improves his or her social and business relationships. 

Because health -minded people engage in a variety of physical activities. they had increased their 

chances of meeting people. For example, many people makes friends at the locally gym. Sim iJariy. 

someone who goes to beach frequently to play volleyball greatly in creases h is or her chances of 

meeting people. Since people who pursue a healthy lifestyle are looking and fee l bettcr about 

themselves. they are more likely to have fulfi lling social lives. 

ACTIVITY 13 Using Correct Grammar 

Key grammar points are practiced in this paragraph. U"derlille tile correct word or phrase ;/1 parellflleses. 

5 It certainly (1. makes I had made I was making I made) sense (2. to I for) live a healthy 

lifestyle; the benefits (3. were I are) clear. Although (4. changing I changed) one's eating and 

exercising patterns may be difficult at firs t. it becomes easier with time. People (5. do not I 

did not I had not) have to start by changing (6. their I his) whole lives; they can start by making 

smaU changes each day or each week (7. until I before) they have transformed themselves. 

(8. While I After) pursuing a (9. health I healthy) lifestyle may reqUire a good deal o f t im e and 

energy, the physical, psychological, and social benefits ( 10. arc I were I have been I 

had been) well worth the effort. 
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ACTIVITY 14 Analyzing the Essay 

Answer these questiolls (l 1)011t "'TIlc Benefits of a Healthy Lifestyle" (Example Essay 6). 

I. What is the topic oflhc essay? 

2. Does the writer tell about causes, effects, or both? 

3. Underl ine the writer's hook. 

4. What arc the three main effects of living a healthy lifestyle? 

,. ------------------------------------------------------
b. ______ _ _ _ _____________ _ 

c. ____________________________________________________ __ 

5. Underline the thesis statement. Is the thesis restated in the conclusion (Paragraph S)? ______ _ 
If yes, underline that sentence (or sentences). 

6. In Paragraph 2. the writer writes about the physical benefits of a healthy lifestyle. List three of the 
benefits here: 

". ------------------------------------------------------
b. ______________________ __ 

0. ____________________________________________________ __ 

7. How docs the writer organize the essay: categorically. chronologically. or order of importance? 

Building Better Sentences 

Correct and varied sentence structure is essential to the quality of }'our writing. For further practice 
with "TIle Benefits of a Healthy Lifestyle," go to Practice 18 on page 233 in Appendix I. 
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Building Better Vocabulary 

ACTIVITY 15 Word Associations 

Circle the word or phrase that is most closely related to tire word or phrase on tile left. if necessary, lise 
a dictionary to check the meaning of words you do 1I0t know. 

I. to alter to change to require 

2. owing to because of regardless of 

3. to utter to think to say 

4. traumatic very negative very pos itive 

5. obese lean not lean 

6. to pursue to follow to postpone 

7. a stain damage improvement 

8. a lack a mistake a shortage 

9. environment surroundings wishes 

10. to engage in to chip in to participate in 

II. level even uneven 

12. currency freedom money 

13. out of date recent not recent 

14. the impact the cause the effect 

15. a falling out a disagreement a sharp decrease 

16. sHm thick thin 

17. sand by the mountain by the ocean 

IS. cou ntless many none 

19. to derive to get, take to give, provide 

20. fashion clothing personality 
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ACTIVITY 16 Using Collocations 

Fill itl eacll blank witll the word 0" the left that most naturally completes tile pllrase 011 tI,e right. If necessary. 
use a dictiotwry to clJeck the metming of words you do "Ot ktlow. 

I. an effect I a reason to have on something 

2. to I with one thing is an alternative another thing 

3. of/on the benefit exercise 

4. for I from to derive satisfaction something 

5. importantly I Significantly the new plan will reduce taxes 

6. benefits I risks to reap the 

7. shape I smile a radiant 

8. furniture I reason a specific 

9. for I with to be diagnosed skin cancer 

10. involved I participated to be in an accident 

11. healthy I fashion a lifestyle 

12. affect I increase to a person's mood 

13. gain I risk to reduce the o f skin cancer 

14. strong I serious a illness 

15. for I on There is no longer a demand black and 
white TVs. 

Original Student Writing: Cause-Effect Essay 

ACTIVITY 17 Writing Your Orig inal Essay 

171 tI,is sectio" . you will write a cause-effect essay. Use a separate piece of paper for YOllr work. Follow tlze 
seven steps in tl,e writing process to complete your essay. 

Step 1: Choose a Topic 

Choose a topic from this list: 

• Discuss the effects of reality television on society. 

Write about the main reasons (causes) that animals become endangered. 

• Discuss three major reasons that people stop being friends. 

Tell abo ut the effects of childhood obesity on an individual child. 

• Write about the positive effects of nuclear energy. 

UNIT 6 • Cause-Effect Essays 



Step 2: Brainstorm 

Using a method that works for you, brainstorm ideas about you r topic. 

Step 3: Outline 

Outline your essay using the cause-effect outline modeled in Achvity 5 on pages 138- 139. Then 
exchange outlines with a partner. Read your partner's outline. Then use Peer Editing Sheet l ion page 2S9 
to help you comment on your partner's outline. Use your partner's feedback to revise your outline. 

Step 4: Write the First Draft 

Use the information from Steps 1- 3 to write the first draft of your cause-effect essay. Be su re to use 
at least five of the vocabulary words or phrases presented in Activity 15 and Activity 16. Underline these 
words and phrases in your essay. 

Step 5: Get Feedback from a Peer 

Exchange papers from Step 4 with a partner. Read your partner's writing. Then use Peer Editing Sheet 12 
on page 261 to help you comment on your partner's writing. Be sure to offer positive suggestions and 
comments that will help your partner improve his or her writing. 

Step 6: Revise the First Draft 

Use your partner's comments from Step 5 to help you revise your writing. Check to make sure that you 
use correct vocabulary, punctuation, and clear language in your essay. 

Step 7: Proofread the Final Draft 

Use the following checklist to review your final draft. Use all the feedback that you have received, 
including peer feedback, instructor comments, and self-evaluation. In addition, try reading your essay 
aloud. When you finish, add a title to your essay . 

./ Final Draft Checklist 

I. 0 I included a thesis statement that contains a clear topic and points of development. 

2. 0 The purpose of my essay is clear. 

3. 0 Each body paragraph has a clear topic sentence. 

4. 0 My thoughts and ideas are organ ized clearly in each paragraph. 

5. 0 r used several cause-effect essay transition expressions correctly. 

6. U I used verb tenses correctly, including the past tenses. J avoided any unnecessary 
changes in verb tense. 

7. 0 I used preposition combinations with nouns correctly. 

8. 0 The concluding paragraph has words and phrases that signal the end of the essay. 

9. 0 The conclusion restates the main points of development. 

10. 0 The conclusion is free of any new ideas that were not mentioned in the introductory paragraph. 

II . 0 I used at least five of the vocabulary words or ph rases presented in Activity IS and Activity 16. 
I remembered to underline them. 
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Additional Topics for Writing 
Here nrc fi ve more ideas for writing a calise-effect essay. 

TOPIC I : Explain the effects of stress on any aspect of your life. 

TOPIC 2: Tell about the effects the invention of e-mail has had on society. 

TOPIC 3: Discuss possible reasons (causes) why people mistreat their friends or loved ones. 

TOPIC 4: What makes a person successfu1? (causes) 

TOPIC 5: Discuss the positive effects of extracurricular activities on students. 

How quickly can yOll write in English? There are many times when you must write qukkly, 
such as o n a test. It is important to feel comfortable during those times. Timed-writing practice 
can make you feel better about writing quickly in English. 

First, read the essay guidelines below. Then take out a piece of paper. Read the writing 
prompt below the gUidelines. As quickly as you can, write a basic outline for this writing prompt 
(including the thesis and your three main points). You should spend no more than 5 minutes on 
your oUlline. 

You will have 40 minutes to write a 5-paragraph cause-effect essay about your topic. At the 
end of the 40 minutes, your teacher will collect your work and return it to you at a later date. 

Cause-Effect Essay Guidelines 

• Remember to give your essay a title. 

• Double-space your essay. 

Write as legibly as possible Of you are not using a computer). 

Decide how you will organize the main points of your essay: categorically, 
chronologically, or in order of importance. 

• Include a short introduction (with a thesis statement), three body paragraphs. 
and a conclusion. 

• Try to give yourself a few minutes before the end of the activity to review your work. 
Check for spelling, verb tense, and subject-verb agreement mistakes. 

Why do people avoid gening involved in politics? 
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Classification 
Essays Unit 7 

A well -written classification essay includes all the categories that pertain to the main item that is 
being classified. The most important element of a classification essay is its principle of organization. 111C 
principle of organizat ion is the method by which the writer analyzes and then organizes the information 
in the essilY. For example, in writing a classification essay on types of movies, a writer can choose among 
severnl principles of organizotion: genre, period in which the movie was made, audience type, character 
roles. and so on. Once a writer chooses how to classify the movies, he or she can write a classification essay. 

Choosing a Topic 
Almost any topic can be used for a classification essay. The key is to select' the best principle of 

organization. It is fairly easy to claSSify cars into price categories: inexpensive. moderate. and expensive. 
However. such a topic can become a much more interesting essay if the principle of organization is unique. 
Instead of writing about the prices of cars, a writer can claSSify cars based on the gas mileage they get or 
on the types of cars that appeal to young people. Whichever principle of organization is chosen. the writer 
must be careful that all types of each category be represented in the essay. 

153 



15. 

ACTIVITY 1 Choosing Appropriate Topics and Titles 
~~-~-~~-----~ 

Read these ten essay titles. Flit a check mark (./) next to the five titles that {lrc the most appropriate for a 
classification essay. Be prepnred to defelld your choices. 

I. TIle Effects ofVegetaria~is:ll 

2. Varieties of Computer Jobs 

3. TIle End of the Day 

4. The Many Types of Students 

5. BcauL:ful Antarctica 

6. An Argument against Nuclear Power 

7. The Major Personality Types of Leaders 

8. Lifestyles of the ~ich and Famous 

9. How to Live Like a Millionaire 

10. Three Forms of Democracy 

For more practice with titles for classi5cation essays, try I..,'nit 7, Act:yity I all the Great Wl'itillg 3 
Web site: elt.::einle.com/greatwrit:ng 

Organization of a Classification Essay 
Organizing a classification essay is fai:'l}' easy. If you claSSify four types of ethnic restauran~s, you, essay 

will contain four body paragr:lphs. Similarly, if you present three main types of computers, your essay will 
have three body paragraphs. Make sure lhal each bod)' paragraph cOlltains the same types of supporting 
details; in o'.:her words, the body paragraphs must be parallel. 

Here is a classification essay outline on types of writing. Notice how the supporting details (A, B, and C) 
are parallel in each body paragraph. 

r. rntroduc~ion 

A. Hook 

B. Connecting informa:ion 

C. 1hes:s statement.: Most people, at some time in the:r lives, experience three major types of writing: 
writing for pleasure, academic wTitir.g, ami writing!n the workplace. 

II. Body Paragraph 1: vVriting for pleasure 

A. Detail 1: Who does it 

B. Detail 2: When it is done 

C. Detail 3: What writing tasks arc included 
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nI. Bod)' Paragraph 2: AC3ccmic writing 

A. Detail I; \\Tho does i~ 

B. Detail 2: \Vhen it is done 

c. Detail 3: \'Vhat wIlting tasks are inc:uccd 

IV. Body Paragraph 3: Wiiting in the worh.'"Place 

A. Detail 1: \Vha does it 

B. Jetail2: When it is dO:1e 

C. Detail 3: V,that writing tas:~s are included 

V Conclusion 

Supporting Details 
By auuing specific examples to the existing gCllcrai outlille, lhe essay will be r.1O:-C de:ailed. Study the 

cetails for Section II of the previous essay outline. 

n. Body Parag:-aph I: 'Writing for pleasure 

A. Dclail I: 'Who docs it 

1. Adults 

2. Teenagers 

3. Children 

B. Detail 2: \'Vhcn it is done 

1. During free tin:.e (weekends, holidays) 

2. Late at night 

3. Early in the mOlT.ing 

C. Detail 3: \Vhat writing tasks are included 

1. Letters 

2. Poems 

3. Short stories 

4. Personal jO"..lmals 
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ACTIVITY 2 Making an Outline for a Classification Essay 
_~ _____ ~ ___ ~ ..:....->~_.-'--._~_~-~-~.-L"~~-.... _.~l ... ~.~. ________ ..:.. ________ _ 
Here is (III outline Jor an essay that classifies differem types of actil1g. (You may remelllber this classification 
topic from Unit I.) TI1f~ outline is missing important pieces. Use Ihe lliords and phmses bdolV to fill in the 
missing pieces. (Ifyollllccd hefp, see Example Essay 7 on page 160,) 

TV ac~ing FonT'. Type/C<1tegory 3 Screenplay 

Same set No editi:lg Cue cards Introduction 

Thesis state!l1ent Ivlemor:ze lines Boredom Stories change every week 

Title: 111C Many Faces of Acting 

A. Hook 

B. Connecting inrormation 

c. 

IT. Body Paragraph I (Type/Category l): ______________ ~ 

A. Form 

I. TV prograrr.s 

2. Studio :ots 

B. St(]ry/.se~ 

L ______________________________ ___ 

2. vVrilcrs create new sets, dIalogs. and scenes 

C. Actor responsibilities 

1. Actors rehearse 5-6 days 

2. Shooting on the :ast day 

D. Advantages 

L __ ~~~~~~~~~~~~~~~~ ___ 

2. Director's help 

3. Taped until it is just right 
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m. Body P2.:,agraph 2 (T>,pe/Category 2): Stage acting 

A. 

1. Shakespeare's plays on stage 

2. Modern plays on stage 

B. Story/set 

1. Stories are repeated 

>--
~ 2. a 
~ 
~ 

::> 
~ 

c. Actor res?onsibilities 

1. Study for months 

2. Importance of underSh.:cies 

D. Disacvantages 

l. 

2. Grea~ or.e day/terrible the next 

IV: Body Paragraph 3 ( ): Filn1 ac~ing 

A. Form 

l. 

2. Becomes a movie 

B. Story/set 'f 

On location 

>--
~ 2. Beginning, middle, and end a 
~ 
~ 
::> c. Actor responsibilities 
~ 

1. 

2. Do not sh.:dy in chrono:ogica: order 

D. Advantages or disadvantages 

I. Repeat scenes (adva:ltage) 

2. ________ (disadvanlage) 

V. Conclusion 

A. Restate the thesis statement 

B. Sum;narize the :11ain points 

C. Concluding statement: A suggestion, opinion, 0:- prediction 
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For practice with thesis statements for classification essa)'s, try Unit 7, Activity 2 on the Great 
Writing 3 Web site: elLheinle.com/grcalwriting 

ACTIVITY 3 From an Example Paragraph to Example Essay 

Work with a partller to answer the questions tilat cOllie before alld after the following paragmph lIlId essay. 
These questiolls will Ilelp yOI/ to IIlIderstmul ellch aile's (,Olltellt allfi orgallization III both Example Paragmph 25 
lIlId Example EssllY 7 011 pllge 160, the writer disCllsses differellt kinds vf (lcting. The pllragraph 011 Ihe left h(ls 
beclI cxpallded ill10 II jil'e-pllmgmph c/assijimtioll essay 011 rite right. 'n,c highligillcd pori iOlls of Ihe essay are 
the same as or similar to portiolls of the pamgraph. Notice thai mallY of the supportillg cxamples 
ill the paragraph IUlI'e become ma;1I ideas for lopic selllellces ill the essay. 
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1. Ha\'e you ever acted in front of an audience? rf so, what was :.he experience like? Tf not, would YOl: like 
to act? \",Jhy or why not? 

2. Do you think that act!:1g is h;lrd work? \'\'by or why not? 

3. Look at the photo of an actual movie set on <;he prev;ous page. How docs this photo di(fe~ from what 
you ir:lag:ned ;l movie set to look like? 

4. \·Vhat:s your favori:e type of entertainmcnt that involves acting? 

5. Eowdo you think acting!1l a movie is different :ror.-l acting in a television pl'Ogram? 

6. How do you ~hink acting in a r~lOvic.: is r2ifferent from acting in a live theater setting? 
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The Many Faces of Acting The Many Faces of Acting 
Acting has been a form of enteTlainmcnt for 

M d , . .. millennia. Through the rears, it has evolved to serve 
a ern ac mg comes III a vanety I bid' I' a g a a au lence. As rl!cent )' as a I!II' generations ago, 

the most common form of acting l"as found on radio 
of forms and can be classified in three progrOlms. During this time, listeners had to imagine 

the sets. the scenery. and even the physical form of the 
performt·rs. Nowadays, il is difficult to imagine acting as 

Dcting comes in a variety of fo rms. Still keeping some 
fi I . P h h b k of ilS roots from Greek times. acting can be classified In 

I m act mg. er aps t e est- nown --------... three wa),S: tell:l'ision acting. stage acting. and film acting. 
2 Perhaps the best-known type of acting is television 
acting. This type of acting generally takes the form of 
television programs produced on studio lots. The story 
lines change from week ttl week as writers create new sets. 
dialogs. anti scenes fo r the main char:l.cters. Performers 
come to work five days a week to rehearse their lincs. On 
the final day, the TV cameras ar<: turned on and shoo ling 
begins. TV actors have t.he help of cue cards and off· 

type of acting is television acting. This 

type of acting generally takes the fo rm 

of television prog rams produced on 

studio lots. Anothe r fo rm of acting is 

stage acting. In stage act ing, the same 

performance is repealed, and the sets 

sta), the same for each performance. The 

shows are performed in places ranging 

from large ha ll s to small theaters . 

camera directors who can help thl!m to deli\'l!r thei r linl!s. 
Television scenes can be taped repeatedl)' untl1lhe aclors 
get it jusl righl. With TVs in pract ically eVI!T)' household, 
it is no wonder this is the most common (orm ofacHng. 
J Another form of acti ng is stage acting. Plays. 
ranging from Shakespearean classics to modern lales, 
can be performed In places ranging from large halls to 
small theaters. In stage acting. the saml! performance is 
repeated, and the kts stay the same for each pl!rformance. 
Rehearsing for stage acting ca.n take months because all 
the actors must memorile their lines. In addition. stage 
acting is "live," so the use of understudies- oT replacement 
actors-is crucial. If the star o( a stage play is injured or 
cannot perform, the understudy fill s in. Bl!cause there is 
no way to edilthe performance, slagI.' performances can 
be e;\:cellent 0 111': day and terrible the ncd. Many pl!ople 
5;1)' that there is nothing more entertaining than watching 
actors performing live on the stage. Finally, the re is fil m acti ng. Film 

----~ 4 Finally, there is film acting. Film acting begins with 

acting begins with a screenplay, wh ich 

includes all the written information 

about the set and the acto rs' diaJogs, 

and grows into a movie. Wh ichever ~ 

form it takes-telev ision. stage. or "'" 
• 

fi lm-acting is a form of entertainment 

that many people enjoy. 

] paragraph 19 sen tences 1 130 words 
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a screenplay. which indudes alt the written information 
about the set and the aClou' dialog5, and grows into a 
mo\'ie. II can occur an)'whl!re in the world. For instance. if 
the story line of a film happens to take place in Russia. the 
film crew and actors can go on location in thaI country 
10 fllm . While screenplays have a beginning, a middle, 
and an end. the filming of movies does nol have tu be in 
chronological order. ThaI is, actor~ mal' memori1.e their 
lines for the ending of the movie and fllm those scenes 
before working on the beginning. Because it is not a live 
performance. directors may request that an actor repeat a 
scene unlillhey arc happy with the rt.'Suits. 'Ihis can lead 
to boredom on the pari of the actor . 
S Whichever (arm it lakes- television, stage. or film­
acting as a (orm of entertainment rankl very high on 
most people's lists of favorite activities to watch. Still . it is 
inter~'Sting to note that different (orms of acting hal'e uniqUt.' 
characteristics. Regardless of the type of acting one enjoys, 
it is safe to say thaI the audience apprl!ciates thl! craft of 
acting and the many hours of enjoyment that it provides. 
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millennia: thousands of years (plural :ona 
of a millennium) 

eyo!ye: to eha!lge, usually over time 

rehenrse: to ;'faCt:c .. 

shooting: filming 

a cue: a word or sig!lal rnarki!lg the mom~nt 
lor an actor to speak 

get something Oust) right: to do somethbg 
correctly 

practically: u:most 

-~--~-~--~-~ 

no wonder: not sL:r,nising 

ranging: extending. going 

it tale: a story, fahle 

thaI is: spedfiOlUr, to be exact 

horedom: du!:ness, Jacki:1g excitement 

rank; to dassi~' (usually by some type of hierarchy) 
regardless of: no matter what. despite 

a craft: a skill, an area of ex?ert~se 

Answer the folloWing questions based on the content of Example Essay 7 "The MallY Faces of Acting." 

7. \,\'hat principit: of organization Goes thl: writer usc to classify acting? (Circle OIW.) 

<I. genre (comedy, dr2:ma, etc.) 

b. method of delivery to audience 

c. type of acting 

d. difficul:y 

S. Circle the writer's hook. 

9. Underline the ~hesis statement. Is the thesis restated in the cO:1c]usion (l)a::agraph 5)? ._ 
Tf so, unclc:,\ine that sentcnce (or scr:tcnces). 

10. In Paragraph 2, the uu~hor writes abou'.: the duties of TV writers. What ~\1l"ee things are they 
responsible for creating? 

,. 

b. 

11. ,Vh:ch ?aragraph :alks about acto::s ge':ting :'o!'ec<, _________________ _ 

Explain wh>, these types of actors might gei bored whi:e acting. 

12. Reread the cO:1c1uding pal'ugraph of .Example Essay 7. Does ~he writer offer a suggestion, an opinion, 
0:' a prediction? Circle t~e appropri2.te worci in hold and write :he sentence from t{}e essay. 
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Building Better Sentences 

Correct and varied sentence structure is essential to the quali ty of your writi ng. For further practice 
wi th the paragraph "ll,e Many F,lces of Acti ng:' go to Practice 19 on page 234 in Appendix 1. For further 
practice wit h the essay "The Ma ny Faces of Acting:' go to Practice 20 on page 235 in Append ix I. 

ACTIVITY 4 Finding Word Forms in Essays 

Study the lI'ord Jorms beloll' alld jill ill the missillgJorlll s. If ),011 /lce(1 help, reJer 10 tlw essay '''llle MallY Faces 
oj Actillg," page /60, 10 fwd the missillg 1I'0rd Jorms. 'llle fi rst o1le is (Iolle Jar YOII. 

Noun Verb Adjective Adverb 

I . evolut ion evolve evolving/evolved x 

2. delivery delivered x 

3. repetition repeat repetit ive/repeated repetitivelyl 

4. entertainment enterta in entertai ningly 

/entertained 

5. ch ronology X chronologically 

6. bore boring/bored boringly/bo red l)' 

7. rank ranked X 

8. appreciation apprec iative appreciat ively 

For more pructice with word forms, try Un it 7, Activity 3 on the Gr..:tI/ Wrilillg 3 Web siw: 
clLhei nIl' .com! great writ i ng 
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ACTIVITY 5 Brainstorming and Outlining Practice 

bl Activit)' 1, you chose the five best titles for good classification essays. Choose one of the titles al1d brninstorm 
some idms for that topic. Use the IJrail1storming techl1iques from Unit 4, pages 92-93. 'fl·wn with a jJllrlner, in 
a small group, or 011 your own, deve./op a gellemi outlille for <1/1 essny. (YOII will not write this CSS(/y.) 
NOTE: FOI· additional pracrice, repeat this activity with one of the otherfol/I" titles. 

Topic: __________________________________ _ 

Brainstorming Box 

Principle of o:-ganization: _________________________________ _ 

Outline: 

1. Int:-oduction 

Thesis statemen~: _______ ~ ________________________ _ 

II. Body Paragmph 1 (Type/Category 1): 

Details: 

m. Bou)' Paragraph 2 (Ty?c/Catcgory 2): 

Details: 

1\1. Body Paragraph 3 (T)'Pe/Categol"y 3): ._-_. 

Details: 

\C Concbsion 

Concludin.g s~atement:_ 
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Connectors and Transitions 
Study the chart of common connectors and transitions and their fu nctions (in parentheses) to use in 

classification essays. Sec the Brief Writer's Handbook with Activities, pages 2 10-2 13, for more inform ation 
on connectors and trans itions. 

Listing and Giving Examples 

Within a Sentence 

th is type of + noun (classifying) 

anot her + noun (l ist ing) 

With in a Se ntence 

during + noun (time relationship) 

before + present participle 
(time relatio nsh ip) 

rega rdless of + nou n (contrasting) 

if + noun + verb (condit io n) 

Between Sentences 

In addition, S + V (g iving add itional informat ion) 

For example,S + V (g iving an example) 

For instance. 5 + V (giving an example) 

Finally. 5 + V (giving t he last example) 

Relationship 

Between Se ntences 

That is. 5 + V (restating) 

Still. 5 + V (contrast ing) 

ACTIVITY 6 Analyzing Connectors and Transitions 

Reread the essay "71le Mmly Faces of Actillg" a ll page 160. Filld the CO l/1Iectors m rd Irmrsi/iorr words listed 
below. Complete eacll settferrce f rom fh e essay. 71lett write the flllrctioll of the plrrase. (Hint: Use the clUJrt 
above f or he/p.) 

I. 

2. 

3. 

4. 

5. 

"This type of 

Function: 

"For in stance, 

Fun ction: 

''Another 

Fu nction: 

"During 

Funct ion: 

"Th at is, 

Function: 

For more practice with transitions. try Unit 7, Activity 4 o n the Gl'cal Writing J Web site: 
elt.hei n Ie.com/great writ i ng 
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Language Focus 

The Passive Voice 
In the passive voice, the subject (agent) of the sentence becomes the receiver of the 

action. Study these four steps in forming the passive voice. 

Step 1: Switch the locations of the subject and the object. 

Active voice: Andre broke h is new cricket bat . 
.......... -< -Passive voice: The new cricket bat was broken by Andre. 

Step 2: Add a form of the verb to be. Keep the verb tense of the origina l active voice verb. 

Active voice: Andre broke his new cricket bat. 

Passive voice: The new cricket bat was broken by Andre. 

Step 3: Change the main verb in the active voice sentence to the past participle in the 
passive voice. 

Active voice: Andre broke his new cricket bat. 
~ 

Passive voice: The new cricket bat was broken by Andre. 

Step 4: Add the preposition by to show who performed the action. 
[This step is primarily used when this information is new or important. For 
example, in the sentence Those cars are made in Korea by workers, the phrase by 
workers is unnecessary because it is obvious that workers made the cars.) 

Active voice: Andre broke his new cricket bat. 

Passive voice: The new cricket bat was broken by Andre. 

NOTE: In English, the most important information is contained in the subject, which is 
generally placed near the beginning of a sentence. This noun or pronoun is usually the doer 
of the action, which results in a subject*verb*object sentence. However, when t he receiver of 
the action (rather than the doer) becomes the main focus of attention, we use the passive 
voice. Thus, the passive voice is used to put more emphasis on the receiver of the action than 
on the subject (agent) . 
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~ Writer's Note 

Using the Passive Voice 

Though the passive voice is a correct English sentence construction, some writers overuse 
it. Writers should use the passive voice only whell it is necessary. If you have three consecutive 
sentences with the passive voice, it is almost always a good idea to revise o ne or morc of them 
to take an act ive verb. 

Language Focus 
Adjective Clauses 

Adjective clauses are used to combine two ideas (simple sentences) into one complex 
sentence. Study the following rules and examples: 

1. Adjective clauses must contain a subject and a verb. 

2. The subject of an adjective clause can be who (people), which (things), or that (people 
or things), 

Joann lived in a city. The city ~lIuted. 

Joann lived in a city that was po lluted . 

3. If the information in the adjective clause is necessary to clarify who or what, do.Q.Q:t 
use a comma to separate the ideas. However, if the information in the adjective clause 
is not necessary to understand the meaning of the sentence, use a comma, or pair 
of commas, to separate the adjective clause from the rest of the sentence. Study the 
examples below. 

Necessary Information Unnecessary Information 

The city that we will visit last on our trip is 
located in central Florida. 

NOTE: When the w riter says the city, it is not 
clear which city the writer is talking about. 
The adjective clause (that we will visit fast 
on our trip) is important information for 
readers because it tells them which city in 
central Florida the writer is referring to. 
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Orlando, w hich we w il l vis it last on our trip, 
is located in central Florida. 

NOTE: When the w riter says Orlando, the 
readers know w hich ci t y the writer is 
talking about. The information about 
when the writer will visit this city does not 
affect our ability to know that the writer is 
referring to Orlando. 



ACTIVITY 7 Practicing with the Passive Voice and Adjective Clauses 

If atr 1//I(lcr/illcd part of a scntcnce is incorrect, write a correction above it. 

1. My car was drive by my mother, and now the steering wheel is not working properly. 

2. Everyone likes the professor which teaches the introduct ion to psychology course. 

3. Oil js prodyced mainly in the Middle East, but Venezuela, which lies in Sooth America, also produces it. 

4. How many limes have you eaten in the Italian restaurant who is located downtown? 

5. 111C exam that we took last week was very easy. I am not sure that it was wrjtten by my teacher! 

6. The skills that arc needed by modern sold iers cannol be taught in a six-week crash course before 

these soldiers Kll1 abroad. 

7. Before we continue the discussion that was interrupted yesterday, let me begin today by explain ing 

that pain is something.ii...frlt in your brain. 

8. l 'he Prague Zoological Garden, one of the most child-friendly zoos, are said to be the number one zoo 
in Europe. 

For 1I10rc practice with the passive voice and adjective clauses. try Unit 7. Activities 5 and 6 on thc 
Grcfll Wriling 3 Web site: cll.hcinle.com/grc3twriting 
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Working with Language in a Classification Essay 
First, rcad the whole essay "Vacations for Everyone" (Example Essay 8) in Activities 8- 12. ll1cn go 

back and complete each activity. 

ACTIVITY 8 Combining Sentences 

Usc the three pieces of illform atioll that follow the paragmpll to compose a selltellce that fits ill the blank. 

EXAM'LE ESSAY 8 

Vacations for Everyone 

I On hearing the word vacation, most people react positively. ____________ _ 

Prospective travelers spend hours. if not days, researching their travel desti nation. While the 

destination has a lot to do with the success of a trip, there arc other factors to consider. Seasoned 

travelers will argue that morc important than where they go on vacat ion is who they go on vacation 

with. Vacations can be classified all the basis of travel partners. Vacat ioners can choose to travel 

with family. with friends. or alone. 
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a. It can be a long weekend. 

b. It can be a spontaneous getaway. 

c. It can be a trip around the world. 

For more practice with combi ning sentences, try Unit 7, Activity 7 on the Great Writing 3 
Web site: elt.heinle.comlgreatwriting 

ACTIVITY 9 Using Connectors and Transitions 

Complete the sentences with the connectors and transitions from the box. 

Regardless of For example Finally For instance [[ Another 

2 Family travel is special. The success of a trip often depends on the relationship that the family 

members have with one another. ( I. ) ________ two brothers do not get along at home. 

chances are that they will fight during a vacation. (2.) _____ ___ potenti al problem is 

transportation. (3.) ________ ,. it is much cheape r for a famiJy of four to travel by car 

than to buy four plane tickets. (4.) _______ ~. fi nding common Sights of interest may 

be more complicated with family groups. (5.) ______ __ " Dad might want to see the 

alligator farm while Mom wants to go shopping and the kids are looking fo r a video arcade. 

(6.) _ _ ______ the problems. a fa miJy vacation usually does not change family 

relationships. 

W orking with Language in a Class ification Essay 169 



ACTIVITY 10 Editing from Teacher's Comments 

Read tlw pamgmph and tile readier's commcllts. 011 the basis of these commellts, rewrite 11,;s paragraph 011 

tile blallk lilies. 

3 Traveli ng with fr iends can be an unforgettable experience. Close fr iends often have 

simi lar personalities, so there will probably not be a lot of figh ting during the trip. 
H-ow L.$ tl1is seKUIO\.U I'tl.Qttd to tl1t: top~e7 ft'AgIMLM 

( I.) Fighting is dangerous. especially in foreign coy ntries, (2.) Because each person is paying". 

WI'O"'"9 worcl 

for himself. Transportation costs tend to be lower as well. Good friends (3.) ~ know how 

to negotiate each other's needs can also avoid fighting over what to see. Basically. the closer the 

.-..ot ptll'All.t.L 

friendship. the (4.) ~ it is to decide on travel itineraries. lffriends arc close, even a terrible trip 

wro~ tyai'\&i.t~lo\. 

will not ruin the friendship. (5.) Howeyer. some friends bond even more whcn they experience 

'PRs.s~Vt voi.et 
travel emergencies together. A special closeness (6.) is create during Ihe trip. TIley share both the 

wom fo rw. 
(7.) Goodness and the bad memories. 

Now rewrite tI,C paragraph with corrcctiolls. 
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ACTIVITY 11 Editing for Errors 

11lis paragraph COlltaius 7 errors. TIley nre ill articles (2), passive voice (I), subject-verb agreement (2), 
parallelism (J), and word form (1). l"Iark these errors and write the corrections above them. 

EXAMPLE ESSAY. coat. 

4 Finally, people can choose to travel alone. It takes special person to feel comforta ble doi ng 

th is. Th is type of individual feel comfo rtable being alone and havi ng lim ited compa ny. As fo r 

transportation. single travelers are often a luckiest t ravelers. They have morc chances of getting 

plane seats on stand-by, and sometimes their seats upgrade to first class. Th is would be impossible 

to do with a larger group. Sightseeing is also not a problem for Single t ravelers. They can choose to 

wake up late in the day, sightsee at n ight. o r skip lunch if they feel Hke it. Conversely, they might 

ex perience feelings oflonely from not being able to talk to someone else about the wonderful 

th ings they are seeing. the great foods they are eat ing. and the amazing experiences. Traveling 

alone can have other benefits as wel l. Single t ravelers are more li kely to meet others whi le o n 

vacat ion. They do not have anyone else to worry abo ut, so they are free to strike up conversations 

with st rangers. Many si ngle travelers loves the soli tary adventure and say that the)' learn a lot 

about themselves while traveling. 

ACTIVITY 12 Using Correct Grammar 

Key grammar points arc practiced ill this paragraph. Underline tfle correct word or phrase ill parentheses. 

EXAMPLE ESSAY. 

5 Different (I. form I forms) of travel are available to everyone. (2. Person I People) 

(3. who I which) arc comforlable wi th relatives enjoy family outings and (4. vacation I vacations). 

People who (5. wants I want) to be sure to have the best time possible while avoiding petty 

arguments travel wit h (6. his f their) closest friends. People who (7. solitary I are solitary) but 

love the excitement of seeing new places (S. choose I are chosen) to t ravel alone. Whateve r the 

personality. there is a travel (9. choose I choice) fo r (1 0. every people I everyone). 
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ACTIVITY 13 Analyzing the Essay 

AlISlVcr these qucstiollS {Ibollt "\llIwtioIlS for Everyone" (Example Essay 8). 

I. What specific topic does the writer classify in this cssa}'? 

2. What principle of orga nization does the writer use: price. travel companions. or destination? 

3. Underline the writer 's hook. 

4. Circle the thesis statement. Is the thesis restated in the conclusion (Paragraph 5)? ____ _ 
If so, underline that sentence (or sentences), 

5. What is the topic of Paragraph 3? 

6. Reread the concluding paragraph. Does the writer offer a suggestion , an opinion. or a prediction? 
Circle the appropriate word in bold and write the sentence from the essay. 

Building Better Sentences 

Correct and varied sentence structure is essential to the quality of your writing. For further practice 
with "Vacat ions for Everyone;' go to Practice 21 on page 236 in Appe nd ix I. 

172 UNIT 7 • Classi fi cation Essays 



Building Better Vocabulary 

ACTIVITY 14 Word Associations 

Circle rhe word or phrase that is most closely related to the word or phrase Otl the left. if flecessar>~ lise 
a dictionary to check the meaning of words yOIl do IIot know. 

I. tasks duties, jobs people. leaders 

2. crucia l unfriendly important 

3. to clarify to make dea r to make happen 

4. nowadays currently not at night 

5. tend to cost never cost usually cost 

6. a cue assistance requirement 

7. to rank to put in order to read one by one 

8. to bond to con nect to persuade 

9. practically dead almost dead used to be dead 

10. seasoned experienced mentioned 

11. an outi ng a complaint a trip 

12. to rehearse to listen 10 practice 

13. petty not important not likely 

14. properly correct ly rapid ly 

15. to evolve to change to pretend 

16. to ruin negative posit ive 

17. no wonder surprising not surprisi ng 

18. fairly expensive S5 $500 

19. to skip lunch to eat lunch to not eat lunch 

20. a tale a flight a story 
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ACTIVITY 15 Using Collocations ---
Fill i1l cach blank witl, tile lI'ord 0 11 tile left that m ost IUlwmlly completes the phrase 011 the right. I/ IIccessary, 
lise a dictionary to check the mcollillg of words yOIl do 1Iot know. 

I. in I to to pertain 

2. of I in two varieties pl ants 

3. fro m I to ranging Spanish to Arabic 

4. specific I task to provide a example 

5. get I put to it just right 

6. course I event a crash 

7. in I on to perform a siage 

8. destroy I fig ht to over something 

9. into lover to class ify books relevant categories 

10. destin ation I t ravel your fi nal 

11 . co nversation I limitat ion to strike up a 

12. at I on an error the part of the bank 

13. get I put to along with someone 

14. by/on t he basis o f 

15. travele r I trip a seasoned 

Original Student Writing : Classification Essay 

ACTIVITY 16 Writing Your Original Essay 

111 this section, yOIl lI' illwrite a classification essay. Use a separate piece of paper for YOllr work. PolioII' tile 
seve" steps in tile II'riting process to complete YOllr essay. 

Step 1: Choose a Topic 

Choose a topic from this list: 

C lassify jobs by type. 

Write about three study techniques . 

• C lassify cloth ing fo r different occasions and places. 

Classify a speci fi c type of music into th ree or fou r subcategories. 
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Step 2: Brainstorm 

Using a method that works for you, brainstorm ideas about your topic. 

Step 3: Outline 

Outline your essay using the classification essay outline modeled in Act ivity 5 on page 163. Then 
exchange outlines with a partner. Read your partner's outl ine. Then use Peer Editing Sheet 13 on page 263 
to help you comment on your partner's outline. Use you r partner's feedback to revise your outline. 

Step 4: Wri te the First Draft 

Use the information from Steps \-3 to write the fi rst draft of you r classification essay. Be sure to use 
at least five of the vocabulary words or phrases presented in Act ivity 14 and Act ivity 15. Underline these 
words and ph rases in your essay. 

Step 5: Get Feedback from a Peer 

Exchange papers from Step 4 with a partner. Read your partner's writing. Then use Peer Editing Sheet 
14 on page 265 to help you comment on your partner's writing. Be sure to offer positive suggestions and 
comments that will help you r partner improve his or her writing. 

Step 6: Revise the First Draft 

Use you r partner's comments from Step 5 to help you revise your writing. Check to make sure that YOLI 
use correct vocabulary, punctuation, and clea r language in your essay. 

Step 7: Proofread the Final Draft 

Use the following checklist to review your fi nal draft. Use all the feedback that you have received, 
including peer feedback, instructor comments, and self-evaluation. In addition. try reading your essay 
aloud. When you finish, add a title to your essay. 

tI Fina l Draft Checklist 

1. .J I included a thesis statement that contains a clear topic and paints of development. 

2 . .J My essay is clea rly a classification essay. 'The purpose of my essay is clear. 

3 . .J Each bod}' paragraph has a clear topiC se ntence. 

4 . .J All examples of this topic fit into one of the categories listed. 

5 . .J Supporting details in the paragraphs are parallel. 

6 . .J 1 used connecting transition words and expressions correctly. 

7 . .J My use of punctuation is correct. 

8 . .J The concluding paragraph has words and phrases that signal the end of the essay. 

9. -.J The conclusion is free of any new ideas that were not mentioned in the introductory paragraph. 

10 . ....J I used at least five of the vocabulary words or phrases presented in Activity 14 and Activity IS. 
I remembered to underline them. 
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Additional Topics for Writing 
Here are five more ideas for writing II classification essay. 

TOPIC I: Classify pets into three distinct categories. 

TOPIC 2: Classify d ifferent college cou rses that are available to students. 

TOPIC 3: Write about different types of eth nic restaurants. 

TOPIC 4: Class ify parent ing styles. 

TOPIC 5: Write an essay classifying tourist attractions. 

Timed Writing 

How quickly can you write in English? There are many times when you must write quickly, 
such as on a test. It is important to fee l comfo rtable during those ti mes. Timed-writing practice 
can make you fee l better about writing quickly in English. 

First, read the essay guidelines below. Then take out a piece of paper. Read the writing 
prompt below the guidelines. As qUickly as you can. write a basic outline for this writing prompt 
(i ncluding the thesis and your three main poi nts). You should spend no more than 5 minutes on 
you r outline. 

You will then have 40 minutes to write a 5-paragraph classification essay about your topic. At 
the end of the 40 minutes. your teacher will collect your work and return it to )'OU at a later date. 

Classification Essay Guidelines 

• Remember to give your essa), a ti tle. 

• Double-space ),our essay. 

• Write as legibly as possible (if you are not using a computer). 

Select an appropriate pri nciple of organization for YOUf topic. 

Include a short introduction (with a thesis statement), th ree bod}' paragraphs, 
and a conclusion. 

Try to give yourself a few minutes before the end of the act ivity to review yOUf work. 
Check for spelling, verb tense, and subject-verb agreement mistakes. 

Classify types of Web sites for improving ),our English. 
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Understanding the Writing Process: 
The Seven Steps 

This section can be stud ied at any time during the course. You will want to refer to these seven steps 
many times as you write your essays. 

The Assignment 
Imagine th at you have been given the following assignment: Write (lIZ essay ill which you diswss 01lC 

aspect of vegetarianism. What should you do fi rst? What should you do second, third, and so on? There 
are many ways to write, but most good writers follow certain steps in the writ ing process. These steps are 
gUidelines that are not always followed in o rder. 

Look at this list of steps. Which ones do YOli regularly do? Which o nes have you never done? 

STEP I: Choose a top ic. 

STEP 2: Brainstorm. 

STEP 3: Outline. 

STEP 4: Write the first draft. 

STEP 5: Get feedback from a peer. 

STEP 6: Revise the firs t draft. 

STEP 7: Proofread the final draft. 

Next, you will see how o ne student, Hamda, went through the steps to do the assignment. First, read 
the final essay that Hamda gave her teacher. 

EXAMPLE ESSAY 9 

Better Living as a Vegeta rian 

1 The hamburger has become a worldwide cultural icon. Eating meat, especially beef, is an 

integral part of many diverse cultures. Studies show, however, that the consumption o f large 

quantities of meat is a major contributing factor toward a great many deaths, including the 

unnecessarily high nu mber of deaths from heart- related problems. Although it has caught on 

slowly in western society, vegetarianism is a way oflife that can help improve not only the qlH\lity 

of people's Jives but also their longevity. 

2 Surprising as it may sound, vegetarianism ca n have beneficial effects o n the environment. 

Because demand for meat animals is so high, cattle are being raised in areas where rain 

forests once stood . As rain fo rest land is cleared in order to make room for cattle ranches, the 

environmental balance is upset; this imbalance could have serious consequences for humans. 

The article "Deforestation: The hidden cause of global wa rming" by Daniel Howden explains that 

much of the current global warming is due to depiction of the rain forests . 
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3 More important at an individual level is the question of how ea~ing meat affects a person's 

heaJ~h. Meat, unlike vegetables, can contain ve::y large amounts of fat. Eat:ng t~is fat has been 

connected-in some research ca~es-Io certain kinds of cancer. Tn fact, TIle St PetersbJlrg 

Tillles reports, "There was a statistically signiF.cant risk for ... gastric cancer associated with 

consumption of all :)1eat, red meat and ?rocessed meat" (Rao, 2006). If ?eople cut down on 

the amounts of rncallhcy ate, they would automatically be lowering their risks of disease. 

Furthermore, eating animal fat can lead to o'Jesity, and obesity can callse numerous health 

problems. For example, o~esit)' can cause people to slow down and their heart ~o have to work 

harder. This results in high blood pressure. Meat is also high in cholesterol, and this 0:11y adds to 

health ?roblcm5. ·With 50 IIll:ch fat consump'jon worldwide, it is no wonder that heart disease is 

a leading killer. 

4 IfpeopJe followed vegetari:m diets, they would not only be hea:rhier :'l!t also live lor.ger. 

Eating certain kinds of vegetables, su6 as broccoli, brussels sprouts, and cauliflower, ~as been 

shown to reduce the chance of cO:1tracting colon cancer later ;:1 life. Vegetables do not contain 

the "bad" fats that meat does. Vegetables do not cO:ltain cholesterol, eilhcr. Furtherr:lorc, native 

inhabitants of areas of the wo:-ld where people eat more veget<tbles than meat, notably certu:n 

areas of the former Soviet Asian.republics, routinely live to be over one hundred. 

S Some people argue that, human nature being what it is, it is l:nhealthy for humans to not eat 

meat. These same indiv:c.uals say that humans are naturally carnivores and cannot help wan:ing 

to consume a j~icy piece 0: ~'ed meat. Howeyer, anthropolog:sts have shown that early humans ate 

meat only when other foods were not abundant. l\·lan is l:1herently a herbivore, not a carnivore. 

6 NumcrOl.!s scicJl~iftc studies havc shown t~e bencfits of vcgetarianism for people :n generaL 

There is a common thread for those people who switch from caL!ng meat to consu;l1ing only 

vegetable products. Although the change of diet is difficult at 5rst. most never regrel their decision 

to become a vegetaria:l. They feel better, and those around the:1.1 comment that the)' look better 

~han ever before. As more and more people are becoming aware of the risks assochtted with meat 

consumption, they too will make the cha:1.ge. 
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Steps In the Writing Process 
Step 1: Choose a Topic 

For this ass:gnment, the topic was given: "'Write ar: essay or. vegetarianism. As you cons:der the 
assignment topic, you have :0 think: about what kil:'C of essay)'ou may want to write. -V\Till you list 
different types of vegetarian diets? Will YOll talk about the history of vegetarianis:n? "\Vi:.: )'O~l argue t~at 
vegetarian:sm is or is no'.: better than eating animal procuets? 

Ilamda chose "to wr':te an argumentative essay about vegetarianisr:1 to try to convince readers afits 
benefits. The instruc~()r haC. explained that this essay was to ~e serio\!s ill nalure and have facts to back l!p 
the claims made. 

Step 2: Brainstorm 
The next step for I-Iamda was to brainstorm. 
In ~his step, you wriLe every idea that pops into your head about your topic. Some of these ideas will be 

good, and some will be bad; write ~herr. aJ. 'lhe main ?l.:.rpose of brainstorming is to w:-ite as many iccas 
as you can thin;Z of. Tfone idea looks especia::y Good, you might circle that icea or put a check next to it. If 
you write an idea and you 1GlOW right away tha~ you are no~ going lo usc it, you can cross it out. 

B,ainstorming me,;hods :nc1ude Jottir.g down ideas) making a web diagram, and freewriting. (See 
Units: ur:c. 4.) 

Look at Hamda's brainstorming diagram on the topic of vegetarianism. 

=5. Mst-e ~; !l'l' 'Si,1!!1_ 

2. Benefits for me pies of . 
1. Why I changed exart1 f cer"ta 1n 

c:; efitS 0 I' ben (broCGO I 

My own experience vegetables 1) 
. cancer. 

as iii veg~, ==:~_~~::::=a~s~a~"~t:I-:'-_--

environmental 
benefits 

(j) animal raising 
costs more 

@ cutting down 
rain forests 
for cattle farms 
(7 global warming) 

Vegetarianism? 

(j) nofeat 
atal~ 

@lonlYdauo/ 
@fishlseaibod ok 

health 
benefits 

1. longer life 
2. danger of 

too much fat 
@ high blood 

pressure 
@ obesity 

3,E--­
" / 4. ananals g,a-try 

SO~-~i"tes & 
disease ~ 

4. longer life 
in some places 
that eat little meat Hamda's brainstorming 

diagram 
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As you can see from the brainstorm ing diagram, Hamda considered many aspects of vegetarianism. 
Notice a few items in the diagram. As she o rgan ized her brainstorming, Hamda wrote "examples of 
benefits of certain vegetables" as a spoke on the wheel. Then she realized that this point would be a good 
number 3 in the list of health benefits, so she drew an arrow to show that she should move it there. Since 
one of I-Iamda's brainstorming ideas (types of vegetarians) seemed to lack supporting details and was not 
related to her other notes, she crossed it out. 

Getting th e Infonnation 

How would YO LL gct the info rmation for this brainstorm ing exercise? 

You might read a book or an article about vegetarianism. 

• You could spend time in a library looking fo r articles on the subject. 

• You could write a short questionnaire to give to classmates asking them about their personal 
knowledge of vegetarian practices. 

• You could also interview an expert on the topic, such as a nutritionist. 

' . Writer's Note 

Doing Research 

To get a deeper understanding of your essay topic, you may choose to do some research. 
Remember, however, that any information you get from an outside source needs to be noted 
in your essay as an outside source. Writers do NOT usc others' ideas in their writing without 
giving the proper credi t. Take another look at Hamda's essay. Can you fi nd th e places where 
she used outside sources to back up her ideas? See the Ci tations and Plagiarism section of the 
Brief Writer's Handbook with Activit ies on pages 213-2 15 for more information on citing 
outside sources and referencing. 

Step 3: Outline 
Next, create an outline for the essay. Here is Hamda's rough outline Ihal she wrote from her 

brai nsto rming notes. 

I. Introtluction 

A. Def'ine vegetarianism 

B. List tlifferent lypes 

e Thesis statement 

II. Environmental benefits (Fintl sources to support!) 

A. Rain forests 

B. Global warming 

IIi. flealtn issues (Fintl sources to support!) 

A. Too mucn fat from meat -+ obesity -+ diseases -+ cancer 
B. flign blootl pressure anti neart tlisease 

e Ulncer-figi'Jting properties of broccoli anti caulif lower, etc. 
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IV. Q)unterargument ana refutation 

A. counterargument: Man is camivore. 

B. Refutation 

V. conclusion 

A. ""state tnesis 

B. Opinion, Life will improve. 

Supporting Details After you have chosen the main points for your essay. you will need 10 develop 
some supporting details. You should include examples. reasons, explanations. definitions. or personal 
experiences. In some cases, such as this argumentative essay on vegetarianism, it is a good idea to include 
outside sources or expert opinions that back up your claims. 

One com mon technique for generating supporting details is to ask specific questions about the topic, 
for example: 

What is it? 

Ii: o What happened? 
~ 

~ How did this happen? 
~ 

What is it like or not like? Why? 

Step 4 : Wr ite the First Draft 
Next, Hamda wrote a first draft. As she wrote each paragraph of the essay. she paid careful atte nt ion 

to the language she used. She chose a formal se ntence structu re including a variety of sentence types. 
In addition, her sentences varied in length, with the average sentence containing almost twenty words. 
(Sentences in conversation tend to be very shari ; sentences in academic writing tend to be longer.) 
Hamda also took great care in choosing appropriate vocabulary. In addition to specific terminology, 
such as obesity, blood pressure, and COlISllmptioll , she avoided the conversational YOII in the essay. instead 
referring to people and indil'iduals. 

In this step, you use information from your b rainstorming session and outline to write the essay. 
Th is first draft may contai n many errors, such as misspellings, incomplete ideas, and punctuat ion errors. 
At th is point, you should not worry about correcting the errors. The main thing is to put your ideas into 
sentences. 

You may feci that you do not know what you think about the topic yet. In this case. it may be difficult 
fo r you to write, but it is important to just write, no matter what comes out. Sometimes writing helps you 
think. and as soon as you form a new thought, you can wri te it. 
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Better Living as a Vegetarian 
Wow ~~ too IlbYl-(.pt? you cio"""'t taLt? 'lbol-(.t l-,lll".<.bKYgtrS l.lvv!::1w.ore?? 

60u like hnmburge0 Eating meat, especially beet~ is an ~ng par: of the 
vOGllbular-tj? 

daily life around the world. In. addition, this high ~of meat is a major contributing 
word c.r1O~ct7 

o'lusts 

fl.lctOtihIi!g. that ~s a great ma:1Y deaths, jnc~llding the unnecessarily high number of 

deaths from heart-related problems. Vegetarianism has caught on slowly in some pnrts 

, ""'c{ ~t 
of the world. ~§i!Um is a way cfEfe 6.at can help i~1prove not cd)' be quaLity 0:' 

, • , , • :;:J the qUlll~tt? bL.<.t (I lsI' the Lt""9th 
peoples lives bat also peoples .ollgevlty. ~ o{-pwpLt's L~vts 

Th~s [ccallse demand rOl meal animals IS so high"Cat > ale being raised In alens where 
~s ",-at 

:o-pic the rain forest once stood. As rain forest land is c;eared in massive amounts in order to 
seVl-teV\.ce 

make room for the cattle ranches, the environmental balance :s being upset. This could 

rOY extH"'.;pl~, tyC;Vl-SLtLOV\.? 

have serious consequences for us in bot:, the near and long term,,,How much of the CU:Tent -

global warming is clue to man's dis~rbbg Lhe rair. foresH 

yo\.(. V\.eed a lM..on~; s"pecL{t.c tOpLC rdatiV\.g to heaLth. 

Meat contai:ls a high amOll!1t of fat. Eating this fat has been connected in researdl 

cases with certain kinds of cancer. F',1r:henr.ore, eating .mimal fat can :ead to obesity, and 

obesity can cause many different kinds of diseases, for exa:n?le, obesity cun cause ?eople to 

slow down and their heart to have to word harder. This results in high blood pressure. 

Meat is high in cholesterol, ane! this only adds ~o the healLh ?roblerns. \Vith the high 

consumption of a:1imal fat hy so many peo?le, it is :10 wonder that heart disease is a 

leadi:l~ killer. 

Hamda's first draft 
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On the other hand , eating a vegetarian diet can improve a person's hea lth . And 

lo\.t.C;esSQ'117 
vegetables taste so good. In fact, it can even save someone's life. Eat ing certain kinds 

of vegetables, such as broccoli, brusse l sprouts, and cauliflower. has been show n to 

c;oi'\ol.bt ..... , st ..... t: ' ......ees 7 
reduce the chance of having colon cancer later in li fe. Wegetables do not contain 

th e "bad" fa ts that meat does. Vegetables do no t contain cholesterol. either. ati ve 

inhabitants of areas o f the world where mos tl y vegetables are consumed. notably 

ce rt ain areas of the former Soviet republics, routinely live to be over one hundred . 

.t 'C Although numerous scientific studies have shown the benefits of vegetarianism for people 
"," 

<J" in general, I know firsthand how my life has improved since I decided to give up meat entirely. 

In 2006, J saw a TV program that discussed problems connected to animals that are raised for 

food. The program showed how millions of chickens are raised in dirty, crowded conditions 
~, 

r (Ul t td 

until they are killed. The program also talked about how diseases can be spread from cow or to 
\:tDu.r 
t'?~ 

pig to humans due to unsanitary conditions. Shortly after I saw this show, I decided to try life 

without eating meat. Although it was difficult at firs t, J have never regretted my decision to 

become a vegetarian. I feel better and my friends tell me that I look better than ever before. 

,....c:;::-:::-::===::-;:::::-==::;:=::<:::--'i'::""~ ____ n,ts ts too s~9rtl 
Being a vegetarian has many benefits. Tr It. t-tow Qbow.t _QIrl.~"'"'9 Q 

I li.~, t: ~ ts ,,"Q!:l ' 
)'\l'w. Y'QLll:! ..... "01 to 
WOI'~o"", 

t\1, oo......elw.s.i.o ...... 

1'I'tDli.oti.o ..... or SW.99'sti.o ..... 
fol' t~, I"QDler. Tht l'yt"'i.Ow.s 
l'QYQ91'QPl1 tol~ h ow t~, wl'tter 
btoQ_t Q Vt9ttQytQ ..... , so 
oIo's ..... ·t Lt _Q~t st ..... st fol' tl1' 
c;o ..... olw.sl.o ..... to SQ!:l so_tt~t"'"'9 
li.l:2.t ",._ sw.I" !:lOkI' Ltf' wi.ll 
b, b,tt,r too i.f !:lOw. btc;o_t Q 
""9'U ri.Q ..... ·1 
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Maki ng Cha nges As you write the first d raft, you may wa nt to add information or take some out. 
In so me cases, your first d raft may not follow your outline exactl),. That is OK. Vlriters do not always st ick 
with their o riginal plan or follow the steps in the writing process in order. Sometimes they go back and 
fo rth between steps. The writi ng process is much more like a cycle than a li ne. 

Reread Hamda's fi rst draft with her teacher's comments. 

First Draft Tips Here arc some thi ngs to remember about the first draft copy: 

The fi rst d raft is nol the fi nal copy. Even native speakers who arc good writers do not write an essay 
only one time. Onley rewrite as many times as necessary until the essay is the best that it can be. 

It is OK for you to make notes o n your d rafts; you can circle words. draw connect ing lines, cross out 
words. or write new informa tion. Make notes to yourself about what to change, what to add, o r what 
to reconsider. 

If )'OU cannot think of a word or an idea as yOll write, leave a blank space or circle. Then go back and 
fill in the space later. If you write a word that you know is not the right one, circle or underl ine it so 
you can fiU in the right word later. Do nol stop writing. When people read you r draft., they can sec 
these areas you are haVing trouble with and offer comments that may help. 

Do not be afraid to th row some sentences away if they do not sound right. Just as a good 
housekeeper throws away unnecessary things from the house, a good writer throws out un necessary 
or wrong words or sentences. 

The handwriti ng in the firs t draft is usually not neat. Somet imes it is so messy that onl y the writer can 
read it! Use a word-processi ng program, if possible, to make writing and revising easier. 

Step 5: Get Feedback from a Peer 
Hamda used Peer Ediling Sheet 12 to get feedback on her essay draft. Peer editing is importa nt ill the 

writing process. You do not always see your own mistakes or places where information is missing because you 
arc too close to the essay that you created. Ask someone to read your draft and give you leedback about your 
writing. Choose someone that you trust and feci comfortable with. While some people feci uneasy about peer 
editing, the result is almost "Iways a better l.'55ay. Remember to be polite when you edit another student's paper. 

Step 6: Revise the First Draft 
'l1,i s step consists ofl h ree parts: 

I . React to the comments on the peer ed iting sheet. 
2. Reread the essay "nd making cha nges. 
3. Rewrite the essay one marc time. 

Step 7: Proofread the Final Draft 
Most of the hard work is over now. In th is step, the writer pretends to be a brand-new reader who has 

never seen the essay before. Proofread your essay for grammar, puncluilt ion, and spelling erro rs and to see 
if the sentences flow smoothly. 

Read Hamda's fina l paper again on pages 179- 180. 
Of cou rse, the very last th ing 10 do is to tu rn the pape r in and hope th at you get a good grade! 

~ Writer's Note 

Proofreading 

O ne good way to proofread your essay is to first set it aside for seve ral hOlLrs or a day or 
I>vo. The next time you read you r essay, your head will be clearer and YOli will be more likely 
to see any problems. In fact, you will read the composition ;IS another person would. 
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Editing Your Writing 
While you must be comfortable writing quickly. you also need to be comfortable with improving 

your work. Writing an assignment is never a one-step process. For even the most gifted writers, it is often 
a multiple-step process. When you were completing your assignments in this book, you probably made 
some changes to your work to make it better. However. you may not have fixed all of the errors. The paper 
that you turned in to your teacher is called a first draft, which is sometimes referred to as a rough draft. 

A first draft can often be improved. One way to improve an essay is to ask a d assmate, friend, or teacher to 
fead it and make suggestions. Your reader may discover that one of your paragraphs is missing a topic sentence, 
that you have made grammar m istakes, or that your essay needs better vocabulary choices. You may not always 
like or agree with the comments from a reader, but being open to changes witi make you a better writer. 

This section wiU help you become more familiar with how to identify and correct errors in your 
writing. 

Step 1 
Below is a student's fi rst d raft for a timed writing. The writing prompt for this assignment was "For 

most people. quitting a job is a very difficult decision. Why do people quit their jobs?" As you read the first 
draft, look for areas that need improvement and write your comments. For example. does the writer use 
the correct verb tenses? Is the punctuat ion correct? Is the vocabu lary suitable for the intended audience? 
Does the essay have an appropriate hook? 

There Are Many Reasons Why People Quit Their Jobs 

Joann quit her high-paying job last week. She had had enough of her coworkers' abuse. Every 

day they would make fun of her and talk about her behind her back. Joann's work environment 

was too stressful. so she quit. Many employees qu it thei r jobs. In fact, there are numerous reasons 

for this phenomenon. 

First, the job does not fit the worker. Job seekers may accept a job without considering their 

skills. Is especially t rue when the economy is slowing and jobs are hard to find. The workers may 

try their best to change themselves depending on the work. However, at some point they realize 

that they are not cut out in this line of work and end up quitting. This lack of understanding or 

abili ty make people feel uncomfortable in their jobs. So they begin to look for other work. 

Another reason people quit their jobs is the money. Why do people work in the first place? 

They work in order to make money. If employees are underpaid, he cannot earn enough to 

support himself or his fami ly. The notion of working, earning a decent salary, and enjoy life is 

no longer possible. In this case. low-paid workers have no choice but to quit their jobs and 

search for a better-paying position. 
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Perhaps the biggest- situation that leacs people to quit their jobs is personalil), conflicts. It is 

really difficult for an employee to wake :lp every mOl"r.:ng, knowing that they wi:! be spending 

the next eight or nine hours in a cysfunctional environment. The prob:em can be with bosses 

or coworkers tJut the result is the same. Imagine working for a discriminate boss or colleagues 

whic~ spread rumors. The stress levels increases un~il :hat employee canr'.ot stand the idea of 

goir:g to work. '[he employee quits his or her job i~ the hope of fir.c:ng a more calm atmosp~ere 

somewhere else. 

INorkshould not be a [mm 0: punishmelL For those people who have pro;J!crr:s with not 

feeling comfortable on the job, not getting paid enough, and not respected, it does feel :ike 

punishmer.t. As a result, they c;uita.'1d cor.tinue t.~eir search for a Job that will give them a 

sense of pride, safet}~ and friends. 

Step 2 
Read the teacher comr.lents 0:1 the first d ra7t 0:""1l1ere Are rvIa:1Y Reasons 'Wh)' People Qui: 

1l1cir Jobs:' Arc these the same things t:lat you noticed? 

111e t~He s(-,Dt.<.Lcl NOT be a cD\I\.<.pLete se,..,.,t", .... u .. 

I 
There Are Many Reasons Why People Quit Their Jobs 

COl-'\-sLiey cl1av..gi.""g 1j0t.<.y l100R,1i.,..,.,tYOc{t.<.ct[Il'''. ,111".. f."'tvoctuct~o"" hue Ls aLveaO:l:J expLat",[",g 
0"""1".. oftl1t t'easo",s fot' qt.<.i.tti."""g ajob. lltLS 1."'fWWot1ti.c,..,., .~l1ou~d bt i."" tl1e bocl1j oftl1t esst1l:J. 
suggestLov...: t-{St t1 "I1L~tot'1.ct11:' 110DR. dtsct'i.bL .... g l10w peopLt WUt I'.<.or-t (:o ........ ecteO: to th",tr­
jobs ~ .... tl1e 'Past tl1a"" tl1t1j Clr-t ""ow. 

Joann quit her high-?aying job last week. She had had enough ofhe:- coworkers' abuse. Every 

day they would make fun of her and tnlk about her oehind her back. Joann's work environment 

was too stressful, so she quit. Many employees quit their jobs. In fact, there are numerous reasons 

for this phenomeno:l. 
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cu;le! trQlI\.Stt~o ...... 

@ thejob does not fi t the worker. ,.Job seekers may accept a job without considering their 

wore:( eno~et-bt _ort s.ptei.fl.e frQg_t ...... t: 

@ lsespecially true whentheeconomYisslowingandjobs are hard to find. The workers may 

word enotet- bttl:tr: "ada t: to " 

try their best to ange themselves depending on the work. However. at some point they realize 

'Prtp 
that th ey are not cut out@ th is line of work and end up quitting. This lack of understanding or 

s -v Qgrtt_t ...... t: 

ability ~ people feel uncomfortable in their jobs. o they begin to look fo r other work. 

word enotet-b~ w..ort s'P~ei.fi.e 

Another reason people quit thei r jobs is the E~e:V Why do people work in the first place? 

They work in order to make money. If Eploy~ are underpaid, e cannot earn enough to 

/' 
____.'Pro ...... olA. ...... Q9rtt_~ ..... t 

.-------_ /' II ...... ot PQrQLtd-lA.s~ .. - i. ...... 9 .. 

support Ems~or~ famOEV The notion of working, earning a decent salary, and S life is 

word enote~ 'DO ~OIA. _~a ........ 1A. ..... dtrpQi.d .. ? 

no longer<€?ssib§) In this case,E-p~workers have no choice but to quit their jobs and 

search for a better-paying position. 
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word c-~·IO~C.t-too V"gut 

Perhaps ~hc~ siLua~ion ~hat leads people to qui~ their jobs is pcrsona:ity conflic:s. It:.s 

?rOVl-DUI/l.. (;lgree~t"'t 
wore! cVIDi.ct-a\lD~d [..ts~, ... g "r~~ ~ 

edifficul: for 2.:1 emp:oyee to wake up every morning, knowing that~will be spending 

Clcld Ilvcothe.v d~$cri.pti.ve worD. here wore{ c.hoLc.e-too vagu_e 

the next eight or nine hours in a dysfunctional" environment. Tnc~~lcrn can be with bosses 

?1,(.\I\.c.. ("del cOI1A.w..a) wore{ choi.c,e 

or coworkers but tbe resulL is the same. I;nagine working for a~r.imi~ boss or colleagues 

wore{ +OYiI'.<- s-v ,,~aw..e""t wyt.te tt out-b~t:t~_r: "call\. 11\.0 LO·,'I.-ger-" 

Ei~!~b)s?1'ead rumors. 'lhe stress levels~ until that err.pIoree@stand the idea o~ 

lu:ld tYI;n"vst.ttoVl- word eno!"ct- -btttt..r-: "strtl-\-t" 

going to work. ",The employee quits his or her joh in the hope offindi:lg a morceatmosphere 

so:newhere e:se. 

t110L.tgl1t of CIS wove( cl-.o~(.e 

Work should no~ be a form of pun:shr::lenL For those people who~ro~with not 
A ~_I'_~ 

//1/\,01; ?[WClLLeL-u.o:;t.. "-l,1/\,0" 

feel:ng comfortable 0:1 the job, no': getting paid enough, and~ it does feell:ke 

punishme:l~. As a result, they c:uit and con~inlle their search for a job l;ul will give them a 

Woyci clto~c.e-bt..Her: "CClVJ,\.ClYClctey~e" 

scnse of pride, safety, alld8 
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Step 3 
Now read the second d raft of th is essay. How is it the same as the first draft? How is it different? Did 

the writer fix all the sentence mistakes? 

Two Weeks' Notice 

A generation ago, it was common for workers to stay at their place of employment for yea rs 

and years. When it was time fo r these employees to retire, compan ies would offer a generous 

pension package and. sometimes, a token of appreciation, such as a watch. keychain, or other 

trinket. Oh, how times have changed. Nowadays. people-especially you nger workers-jump 

from job to job like bees fl y from flower to flower to pollinate. Some observers might say that 

loday's workforce is not as "seriollS" as yesterday's. 11,i5 is too simple an explanation. however. In 

loday's society. fueled by globalization. recession. and other challenges. people quit their jobs for a 

number of valid reasons. 

One reason for quitting a job is that the job does not fit the worker. In other words. job 

seekers may accept a job wi th out considering their aptitude for it. 'n l is is especially true when the 

economy is slOWing and jobs iu e hard to find. ll1e workers may try their best to adapt themselves 

to the work. However. at some point they realize that they arc not cut out fo r this line of work and 

end up quitting. This lack of understand ing or abil ity makes people feel uncomfortable in their 

jobs. so they begin to look for other work. 

Anoth er reason people quit their jobs is the salary. Why do people work in the first place? 

They work in o rder to make money. If employees are underpaid. they cannot cam enough to 

support themselves or their families. ll1e notion of working. earning a decent sa lary. and enjoying 

life is no longer viable. In this case, underpaid workers have no choice but to quit their jobs and 

search for a better-payi ng pos ition. 

Pcrhaps the most discouraging situation that leads people to quit thei r jobs is personality 

conflicts. It is ext rcmely difficuh for an employee to wake lip every morning. knOWing that he 

or she will be spend ing th e next eight or nine hours in a dysfunctiona l and often destructive 

environment. Thc discord can be with bosses or coworkers, but the result is the samc. Illlilgine 

working lor a bigoted boss or colleagues who spread rumors. The stress levels increase until that 

employee can no longer stand the idea of going to work. In the end, the employee quits his o r her 

job with the hope of finding a more serene atmosphere somewhere else. 

Work should nol be thought of as a form of punish ment. For those people who struggle with 

not feel ing comfortable on the job, not getting paid enough. and not being respected, it does feci 

like punishment. As a result, they quit and continue their search for a job lhal wi ll give them a 

sense of pride, sa fety, and camarade rie. 
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Capitalization Activities 
Basic Capitalization Rules 

1. Always capitalize the first ·word of a sentence. 

Several factors contr.:buted to the failure 0: the plan. 

Because of the weather, all flights were delayed. 

Allllighls were delayerl because of the wea::her. 

2. Always c3?-:talize the word 1 no matter where it is in a sentence. 

John brought the dessert, and I brought sot:le dr:~. 

Of all the trips :hat 1 have taken, I ·wi): a:"ways treasure lIly trip to Kt:nya. 

111e "tinners of the contest were Nal:lanicl and I. 

3. Ca?italizc proper nouns-the names of specific peo?ie, places, or things. Capita::ze a person's title, 
inc:l!cing lvlr., NIl'S., Ms., and DI: Compare these example .?uirs. 

'IVhen our teaG1.er ~1r. Hill visited his ho:ne s~ate of Arizona, he look a s::Hd lri? to see the Gram; 
Canyon. 

\Vl1en our teacher visited his hOr.1e state, he saw many :llot.::ltains and caGyons. 

The Statue of Libe:-ty is located on Liberty Island in New York. 

'illere :s a famous statue on ~hal island, isn'~ ~here? 

Simon Bolivar was horn in Caracas, Venezuela, in July 1733. 

The r.1ost noted his-:-.oric 5.gure was born ir. t::"e capitni c:ty of the country. 

4. Capitalize na:nes of countries and other geographic arcus. Capitalize the names of people from those 
areas. Capitalize the names o~languages, 

People from Brazil are ea:led Brazilians. 'ihey speak Portuguese . 

.People from Germany are called Germans. They speak Ger:Ilan. 

5, Capita::ze titles of works, such as books, rl1{wic:s, a:ld pieces of a:-t. TfYOll :ook at the examp:e 
paragraphs nnd essays in this book, you will cotiee that each of the:n begins with a ti:le. In a title, pay 
a~tcntion to which wortis begin with a capital letter and which wares do not. 

An Immigranl in the Family 

Behind tile Scenes in a Restaurant 

The Features of a Good Restaurant 

The ru:es to: capitalizing titles arc casy. 

Al1. ... ays capitalize the first le~er of a title. 

The Weather in Chicago and Miami 

ChmJgjng a Tire on Your Gar 

The Dark Side ofGycling 

If~he title :1<1S more than one word, capitalize all the words that have J~1eankg (cor:.tent words). 

Do J"lot capi~alize smaD (function) words, such as a, an, and, the, in, with, Dll,jcr, to, above, an, nnd or. 
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Capitalization Activities 

Activity 1 
Circle the words that have capitalization errors. kInke the corrcctioll5 above the errors. 

1. two months lh:!t are I~lO;"C L:lan thirty days long arc ;\'farch and july. 

2. why does February never have thirty days? 

3. Tn the original calendar by the romans, Sep~emher was the seven~h Month. 

4. T.le month of august was named fix Caesar augustus. 

5. The word april can be the name of a month or a girl. 

Activity 2 
Complele these slr/lements. Be slIre to lise correct capitalization. Yim may need to consult (I [('terence book or 
(111 Internet sOllrce for some questto/lS. 

1. The acronym USSR is no longer usee because that country does not exist. USSR s:ood for the 

___________ of ___________ Socialist Repl~blics. 

2. The ninth month of -:he year is ___________ _ 

3. ___________ is lhe capital of Turkey. 

4. One of the most popular bra.,ds of automobiles is __________ _ 

5. The first person Lo walk on the r~loon was ~lamec ____ _ 

6. Parts of Europe were destroyed ill ______________ (1914-1918). 

7. :rvly favorite resta .... uant is ___________ _ 

8. Seoul, Inc;lOll, ar::c Pusan arc large c:ties in ________ _ 

9. 'lhe summer months are ______________________ _ 

and __________________ ___ 

10. The last movie that I saw was ________________ _ 
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Activity 3 
Read the following titles. Rewrite them with correct capitalization, 

I. the cnuses ofwar _ _ ___ _______________________ ___ _ 

2. some common reasons for leaving college _________ __________ _ __ _ 

3. the bcatlcs' contribution to rock music _______________ _________ _ 

4. my first day working at a rcstaurant' _ __________________ _ ____ _ 

5. the impact of high gasoline prices, ___________________ ____ _ 

6. a comparison of mark twain's the adventures of tom sawye r and the adventures of huckleberry finn 

7. the damaging effects of a tsu nam., ____________ ______ ____ _ ___ _ 

8. why i want to attend oxford university, _ ______________________ _ 

Activity 4 
Rend the jO/fOIV;IIg paragraph. Circle the capitaliza tion errors alld make correetiolls above tile errors. 

Not smart enough to be a robber 

One night. two guys decided to rob a Small Store. They got inside the store and began to put 

things in a bag. Officer Jenkins was driving his car by the store at that very moment. Suddenly. the 

robbers saw the police car coming near the Store. They rushed outside. but they did not have time 

to escape. There were two big Bushes near the window, so each robber went behind one of the 

bushes. Officer jenkins saw one of the robbers and grabbed him. The police officer said, "all right. 

come with me. Now we have You!" As the police officer was taking away this Criminal. the robber 

looked back at the other bush and said. "Hey, come o n, mike! They've caught us!" 
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Activity 5 
Read tile following paragraph. Circle the capitalization errors and make corrections above the errors . 

• XAIII'LI ........ ., 

facts about the month of September 

september is the ninth month of the yea r. However. the word september comes from the Latin 

word septem. which means "seven." this disparity between seven and nine is because long ago. 

a different calendar was used in which september was indeed the seventh month. When julius 

caesar, leader of rome, redid the calendar, he designated september as the ninth month. 

Activity 6 
Read the following paragraph. Circle the capitalization errors and make corrections above the errors. 

EXAMPLE PAUGUP" 28 

a summary of a tale of two cities 

Charles dickens published his great work a tale of two cities in 1859. "it was the best of times, it was 

the worst of times; it was the age of wisdom. it was the age of foolishness ..... With these famous lines, 

Charles dickens opens this dramatic story, which teUs of Ufe in paris and london at the time of the 

french revolution. This famous dickens novel describes Life in one of the World's most chaotic times. 

Punctuation Activities 

End Punctuation 
The three most common punctuation marks found at the end of English sentences are the pedod, the 

question mark. and the exclamation point. II is important to know how to use all three of them correctly. 
Of these three, however, the period is by rar the most commonly used punctuation mark. 

1. period (.) A period is used at the end of a declarative sentence. 

This sentence is a declarative sentence. 

This sentence is not a question. 

AU three of these sentences end with a pe riod. 

Punctuation Activities 195 



'96 

2. question mark (?) A questio:l n~ark is c:sed 37 the end of a question. 

fs this idea difficult? 

Is it hard "to re!l1ember the naG1C of this mar~~ 

How many questions arc i:l this group? 

3. exclamation point (!) An exclamation point is used at the end of an exclamation. Tt is less common 
than the other two marks. In fact, a ?lecc of academic writi:lg-whcthcr the assignment ~s a 
paragraph or a:-l essay-usually has no exclamation ?oints. 

1 cannot believe you think this topic is difficult! 

This is the best writing book in the w{):-ld! 

Now J finail >' understand a:l of these e.-.::a:nples! 

Activity 1 
Add the correct end pUllctuation. 

1. \Vow, I cannot believe how tall you are 

2. Is Abigail go:ng to lake her dog (0, a walk 

3. Ma~e sure you brush your teeth before you go to bed 

4. How man)' people arc going to the CifCUS 

5. Rick leaned the guitar against the wall 

Activity 2 
Look at an article in any nell'spapel' or magazine.. Circle every end pU/lctuation mark. TIJI!I1 a1JSlI'er these 
questions. 

1. Irow many final periods are there? (or _______ %) 

2. How many final question marks afe there? __ . __ (or ___ _ ______ %) 

3. How many final exchmmlion points arc there? (or _______ %) 

'J. \'I'hat is the total number of sentences? ___________ _ 

Use (his {(1st Iwmber to enlCIIla/e the percentages for eaeh of the e(/tegories. Does the period oeClir most often? 
How commO/1 are question marks and e..-.:cfnllJatiol1 points? 

Commas 
The comma has several different functions in Eng:ish. Here are some of the most common or:es. 

1. A comma separates a list of three or mo:-e things. There should be a comma between the items in a list. 

He speaks French and English. (No comma is neeced because there are only two items.) 

She speaks French, English, and Chinese. 

2. A comma separates two sentences when there is a combining word (coordinating CO:1ju:1ction) 
such as and, but, or, so,fol; 1101; n:ld yet. T:"1e easy way to re~l1ember these conjunctions is FANBOYS 
(for, (lnd, 1101; brit, or; yet, so). 

Six people took the course, but only five of them passed the test. 

Sammy bought the cake, and Paul paid for the ice crean:.. 

Students can register for classes in person, or they rna!, submit their appl:cations by mail. 

I3rief Writer's Handbook with Activities I 

J 



3. A comma is used to separate an introductory word or phrase from the rest of the sentence. 

In conclusion. doctors are advising people to take more vitamins. 

First, you will need a pencil. 

Because of the heavy rains. many of the roads were flooded. 

Finally, add the nuls to the batter. 

4. A comma is used to separate an appositive from the rest of the sentence. An appositive is a word o r 
group of words that renames a noun. An appositive provides additional information about the noun. 

Washington, the first president of the United States, was a clever military leader. . . . . '-----' 
SUBJECT (NOUN) APPOSITIVE VERB 

In this sentence, the phrase tile first president oj the United States is an appositive. This phrase 
renames or explains the nou n Washington. 

S. A comma is sometimes used with adjective clauses. An adjective clause usually begins with a 
relative pronoun (who, that, wh ich, whom, whose, whoever, or whomel'er). We use a comma when 
the information in the clause is unnecessary o r extra. (This is also called a nonrestrictive clause.) 

The book that is on the teacher's desk is the main book for thi s class. 

(Here, when you say "the book:' the reader does not know which book you are talking about, so the 
inform ation in the adjective clause is necessary. In this case, do no t set off the adjective clause with 
a comma.) 

111e History oj Korea. wh ich is on the teacher's desk. is the main book for this class. 

(The !lame of the book is given, so the information in the adjective clause is not necessary to help 
the reader identify the book. In this case, you must use commas to show that the information in the 
adjective clause is extra, or nonrestrictive.) 

Activity 3 
Add commas as needed ;11 these set/fe" ces. Some sentellces may be correct, alld others may lIeed more thall 
aile comma. 

1. For the past three years Jeff has been the IT Manager for a large medical office. 

2. Despite the foul weather we had a remarkably smooth flight. 

3. My favorite vegetables are broccoli carrots and corn. 

4. Ron's favo rite vegetables are summer squash and green beans. 

5. Tomorrow afternoon I plan on going biking and swimming. 

6. First make sure you clean your room. 

7. Spain France and hOlly are fun countries to visit. 

8. Without their abil ity to use sonar bats would not be able to fly at nighl. 

9. The lion which is often referred to as the king of the jungle is a ferocious hunter. 
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10. Because of his broken arm Ema~uel will not be able to play telmis tomorrow. 

t L. As part of their vacation Hen M:.ke and Adam went to visit the village of Tomok. 

12. The restaurant is very large and can seat more thar. 300 people at once. 

13. Ellen and Steven's an:1iversary is April 26:h the same day as Jeff's birthday. 

14. Lance Armstrong an American won the Tour de France seven consecutive years. 

15. Iv1)' brothe" who lives in 1v:orocco has straight hair. (I have several brothers.) 

16. "!'vfy brother who lives in Kazakhstan has curly ha;.y. (I have only one brother.) 

17. That laptop is the lightest laptop :hat 1 have ever held. 

18. Venezuela produces a great deal of oil so it is a member of OPEC. 

19. Sun Cash Coffee Shop which has hundreds oflocations just openee a ne",' O:1e down ~he street. 

20. \.vhen you go to bed make sLlre you him off all the lights. 

Apostrophes 
Apostrophes have two basic uses 1:1 English. They ind:cate either a co~tr:lction or a possession. 

Contractions; Use an apostrophe in a contraction in place of the ldter or letters that hayc bccn 
deleted. 

Possession: 

Activity 4 

he's (he is or he has), they're (they are), I've (I have), we'd (we wou:d or we had) 

Use an apostrophe to indicate possession. AJJ a~l apostrophe and t;lC :cttcr s aftcr thc 
word.lf a ?lural word already ends in 5, then just add an apostrophe. 

Gandhi\ role in the history o~rndia 
yesterday'S paper 
the boy's books (One JOy has some books.) 
the boys' books (Several boys have one o~ more books.) 

Correct the apostrophe errors ill these sclltences. 

1. 1 am going to Stephanies house tonight. 

2. My three friend's children are all well behaved. 

3. lIo:h airlines logos consist of u dark blue wing with ll1ul:iple stars. 

4 .. Man)' people have said that it cant be done. 

5. The childrens' toys were streW:l a1: over t!-Jc nOOf. 
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Quotation Marks 
Below are three of the most common uses for quotation marks. 

I. To mark the exact words that were spoken by someone: 

The king said , " I refuse to give up my th rone." (The period is inside the quotation marks.)" 

"None of the solutions is correct," said the professor. (The comma is inside the quotation 
marks.)· 

The king said that he refuses to give up his throne. (No quotation marks are needed because 
the sentence does not include the king's exact words. Th is style is called indirect speech.) 

.. Note that the comma separates the verb that tells the form of communication (said, amlOutIC:ed, 
wrote) and the quot'ation. 

2. To mark language that a writer has borrowed from another source: 

The dict ionary defines gossip as a " trivial rumor of a personal nature," but I would add that it 
is usually malicious. 

Th is research concludes that there was " no real reason to expect this computer software 
program to produce good results with high school students." 

According to an article in TI,e Sa" Jose Times, about half of the money was stolen. (No quotes 
are necessary here because it is a summary of information rather than exact words from the 
article.) 

NOTE: See pages 213-2 15 for more information on citing sources. 

3. To indicate when a word or phrase is being used in a special way: 

The king believed himself to be the leader of a democracy, so he allowed the prisoner to 
choose his method of dying. According to the king, allowing this kind of " democracy" 
showed that he was indeed a good ruler. 

Activity 5 
Add quotation marks where necessary. Some seflteflces may flat fleed them. Remember the rilles for placing 
commas, periods, alld question marks it/side or outside tIle quotation marks. 

I. As I walked past the room, I heard the teacher say, Be sure to turn in your homework tomorrow. 

2. According to research published in the Ultimate Medical Guide, 19.6% of people do not brush their 
teeth on a daily basis. (p. 75) I find that statistic hard to believe. 

3. My wife says that I should buy her flowers once a week. I told her that would be fine as long as I could 
pay with her credit card. 

4. When my English friend speaks of a heat wave just because the temperature reaches over 80°, I have 
to laugh because I come from Thailand, where we have sunshine most of the year. The days when we 
have to dress warmly are certainly few, and some people wear shorts outside almost every month of 
the year. 

5. The directions on the package read, Open carefully. Add contents to one glass of warm water. Drink 
just before bedtime. 
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Semicolons 
The semicolon is USCG most oftc:l to combine two rdated sentences. After YOll prac:ice using the 

semicolon, it will be a ver)' easy and J;seful punctuation tool in your writing. 

Use a semicolon when you want to connee: ~vo s:~ple sentences. 

The function of a semicolon is similar to that of a period. However, in order to use a semi.cololl, 
there mllst be a relat:onship between the sentences. 

Joey loves to play tennis. He has been playing since he was te!) years old. 

Joey loves to play tennis; he has bee:l playing since he was ten years old. 

Both sentence pairs are correct. The main difference is that the semicolor. in the second example 
s:gnals the relationship between the ideas in the two sentences. Notice also :hal he is ~lol capita:lzed in the 
second example. 

Activity 6 
]he follOWing sentellces lise periods for separation. Rewrite the sentences. Rep/ace the period with n semicololl 
and make allY other change necessary. 

1. Mar:;: and Kathy originally met in California. Iher moved to Texas two yea:'s ago, 

2. The test was easy. Everyone passed i:. 

3, Chicken is required for chicken noodle soup. Celery is not. 

4. Two-story hOllses have stairs in them. lZanches co not. 

Activity 7 
1.ook (It a copy of a Ilewspaper or magazine. Circle all the semicolons 011 a page. T{le Ilumber should be 
relatively small. 

NOTE: If the topic of the article is technical or comp:ex, there is a greater chance of finding semicolons. 
Semicolons are not usually llsed in informal or :riendly w!""iting. Thus, rou might see a semico:on in an 
article aDo).:t heart surgery or ecucational research, but not in an ad for a housebold product or an e-:nail 
Oi' text message to a friend. 
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Editing for Errors 

Activity 8 
Find the 10 punctuation errors in this paragraph and make correctiolls above tile errors. 

Lawn Care. 

Taking care of your lawn can be rather simple First i f you live in an arid climate you must 

watcr your lawn once a week. In addition it is important to fertilize your lawn three to four times 

a year You must also put weed preventer on your lawn in the fa ll and in the spring Also, make sure 

you mow your lawn once a week howeve r make sure you do not cut it too short. Following these 

simple steps can mean the difference between an average lawn and a great lawn 

Activity 9 
Fi"d the 10 pUllctuation errors il1 this paragraph and make correctiolls above the errors. 

Healthy Choices 

There are many healthy alternatives to childrens' ideas of trad itional desserts. For example 

instead of cating ice cream people can eat frozen yogurt which is lower in both fat and calories 

Rice cakes make a great afternoon snack Cut-up vegetables can also make a great midday snack To 

satisfy their sweet toolh people can drink a can of iced lea wilhout sugar, which has zero calories. 

instead of iced tea with sugar which may have up to 200 calories per servi ng. By making m inor 

improvem ents in what we eat and drink we can significantly improve our health. 
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Activity 10 
Find the 10 plII/ell/alioll errors ill this paragraph and make corrections abollc tllC errors. 

EXAII'LI 'AIAGIAPN J 1 

A Review 

71JC /II telJigcll r Ili vestor wh ich was written by Benjamin Graham is considered by many to be 

one of the most important books ever written about investi ng. In this book Graham discusses 

many diffe rent ways, to invest o nes money safely and intelligently. Graham offers sound advice 

based on simple fundamental principles To his credit Graham has many examples of successful 

investors that he has trained. For example Graham mentored Warren Buffet who is currently onc 

of the richest people in the world and arguably one of the greatest investors to walk the earth. 

Most people who consider investing their personal finances or investi ng as a p rofession end up 

read ing TIle Intelligent Investor 

Sentence Types 
English sente nce structu re includes three basic types of sentences: si mple, compound, and complex. 

These labels indicate how the informat ion in a sentence is organ ized , not how d ifficult the content is. 

Simple Sent ences 
I . Si mple sentences usually contain one subject and o ne verb. 

s v 

IKidsl lovc television. 

v s v 

~ Ithis l.smmd like a normal routi ne? 

2. Sometimes simple sentences can contain more than one subject or verb. 

s v 

I Brazil and the Un ited States l ~ large cou ntries. 

s v v 

I Brazil l ~ in South America and 11M a large population. 

s v v 

IWel travcled throughout Brazil and ~ our trip in Argentina. 

202 Brie f Writer 's Handbook w ith Act iv iti es 



Compound Sentences 
Compound sentences are usually made up of two sim?le se:1tences (or i:1dependent clauses). 

COr.1pou:ld sentences usual:)' usc a coordinati:lg conjunctioil (connector) to como:Jlc the two scnlcl'.ces. 
The coordinating conjunct:ons are 

fo' U:1d nor but 0' yet 

Many writers rcmemher ~hcsc conjunctions with the <lcronym FAt,TEOYS. Each leHer represents one 
conjunct:on: F 0=;; for, A ;=; and, .1\,1;=: /lor, 1J "" but, 0 :..: or, Y:....: yet, and S :....: so. 

Remember :hat a corr.:na is always Ilsed before a coordinating cor:jur.ction that separates the two 
independent clauses. 

s v S \' 

for 11Vleagani studied hare, for I she I wanted to pass the test. 

s v s v 

and cl'~_'!~,-"g-'-Ill studiec hard, and [ her classn~ studied, too. 

v Y S v 

nor IMeagan: did not stud" hard, nor did ]she] RUSS the tes~. 
s v s v 

but IMeagar.' studied hard, but "lH::" bn;1heJl did not study at all. 

s y s v 

or IMeaganl studied hard, or] she] would :lave failed the test. 

s y s v 

yet 1l\'1eaganl ,st\Ldied" ha:-d, yet I she I W(lS r.oJ h(lPPY with he" grade. 

s v s v 

so IMeaganl studied bard, so ~ t!le tes~l was easy for her. 

Activity 1 
Study the following example.s of wlIl]Juwul sel1ience..'. Dum/a Ifulx: around eadl suhject, IIndr-rJil1?. each vel'b, 
mld~e(1ch coordirratillg conjtmctiolL 

I. Comp\! ters have become a {Jart of OL:r da:l y li I'CS, and they haye r;reatly influenced aUf habits. 

2. Man), peop!e enjoy surfing the Internet, but some people sLi:I do not know hoI\' to send 

a:1 e-mail message. 

3. 'Lrees provide shade for people to sit under, ane they also produce oA,'gen for people to breath. 

,;. Beijing die a fabulous job hosting the 2008 Semmer Olympics, and many records were broken the.e. 

5. Should people continue to drive large vehicles, or (Ire they too !1armti.:~ to t!1e environment? 

0. Abi had been to the I!]arkcl muny ~irncs, hu~ she had never purc~1ased anythir.g there. 
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Complex Sentences 
Like compound sentences, complex sentences are made up of two parts. Complex sentences, however, 

contain one independent clause and. at least, onc dependent clause. In most complex sentences, the 
dependent clause is an adverb clause. 

Complex Sentences (with A dverb Clauses) 
Adverb clauses begin with subordinating conjunctions, which include the following: 

while although after because ;f before 

Study the examples below. 1hc adverb clauses arc underlined, and the subordinating conjunctions nre 
boldfaced. 

The hurricane struck while we were at the mall. 

After the preSident gaye his speech, he answered most of the reporter's questions. 

NOTE: A more complete list of subordinating conjunctions can be found in the Connectors sect ion of the 
Brief Writer's Handbook with Activities, pages 210-2 13. 

Unlike coordinating conjunctions. which join two independent clauses but are not part of either 
clause, subordinating conjunctions arc actually I2iltl.!!f the dependent clause. 

Joe played tennis after Vicky watched TV. 
, " , 

INDEPENDENT CLAUSE DEPENDENT CLAUSE 

The subordinating conjunction after docs not con nect the clauses Joe playcd tWl/is and Vicky w(ltclu:d T V; 
aftcr is grammatically J2iltlJlf Vicky watched TV. 

Remember tbat dependent clauses must be attached to an independent clause. They cannot sta nd 
alone as a sentence. If they are not attached to another sentence, they are called fragments, or incomplete 
sentences. Fragments arc incomplete ideas, and they cause confusion for the reader. In a complex sentence, 
both clauses are needed to make one complete idea so the reader can understand what the writer means. 
Look at these examples. 

Fragfflcllt: Arter Vicky watched TV. 

Complete Set/tence: Joe played tennis after Vicky watched TV. 

0' 

Complete Sct/tct/ce: After Vicky watched TV, she went to bed. 
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Activity 2 
Study the following examples of complex sClltetrcesfrom the essays ill tllis book. Draw a box around each 
subject, underline each verb. (lnd circle cad, subordinating conjullction. 

I. According to a recent report, interest in exercise has increased because it can add years to a person's life. 

2. People often report an increase in their energy level when they begin to exercise on a daily basis. 

3. Because health-minded people engage in a variety of physical activities. they increase their chances of 

meeting people. 

4. Si nce people who pursue a healthy lifestyle look fit and feel better about themselves, they are more 

likely to have fulfilli ng social lives. 

S. Although altering one's eating and exercising patterns may be difficult at first. it becomes easier 

with time. 

Additional Grammar Activities 
The two example essays in th is section feature different grammatical erro rs. Each paragraph highlights 

one kind of error. In each case, read the entire essay before )'OU complete the activities. 

Befo re YO II complete Actil'ities I -5. read the whole essay first. TIle/! go back a/!d complete each activity. 

Activity 1 Verb Forms 
Read the pamgraph and decide wllether the 4 IlIIderlilled verbs are correct. if/lOt, dmw a Jill e tllral/gll the 
verb alld write the correct fo rm above tlte verb. 

Train ing for a Triathlon 

I Training for a triath lon can he. difficult, exciting, and rewarding all at the same time. To 

prepare for a triathlon. there II three disciplines that one m ust master; swimming. biking, and 

running. While all three ~ endurance. each of the three sport s require the development o f 

unique skills. 
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Activity 2 Verb Forms 
Rend this paragraph wrcjufly. Then write the correct form of the verbs ill pnrclltltcscs. 

2 In most triathlor.s, the first event to compete in is :he swim. Depending on the type 

of triathlon, the distance c<ln be anywhere from 400 meters to 2.4 miles. Triathletes (train) 

___________ for the SWi:Jl portion of their race and (do) __________ _ 

everything that they car. (improve) their e5cienc), in the W'17er. Tn 

other words, they (-work) on ~heir form so that they move as fast 

as possible while (expend) as little energy as possible. While most 

triathle:es excel at either the bike or the run, few (be) experts at the 

swim. For this reason, most triathle::es (take) the approach of just 

getling through the swim and then (attempt) to make up time in 

either the bike or the fun, 

Activity 3 Connectors 
Read the pamgmpfl careflilly. 1lren fill in the blallks with one of these cOlmecrol'S; 

wh!le becm:se ill fact also 

3 The second event in a triat:,lon is the bike, Depending on (he t)'lJC of triathlo:l, the bike I 
distance can be anywhere from 10 to 112 miles, Beginners average ?round l5 miles per bour 

___________ adyunced riders keep up a blister:~g pace of more than 25 miles per 

hOllr. \,\'hen training for lhis eyent, mosllriath:eles ridc a minimum ofseyeral hours a week in 

order to increase their e:1ciurance. , some will ride as ~"lUch as 20 hours 

per week. Showing their de~ermination, some riders will_ inco~porate 

cross training into their rout:nc, such as skiing or rowing. the bike is 

the longest of the threc c\'enls, many lriathlctes focus most of their attention on ~his event. 
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Activity 4 Articles 
77w.re are 14 blailks in this paragmph. Read the paragmph and write the artides a, an, or the to colllplete the 
sentences. SOllie blallks do nol require articles. 

4 last event in a triathlon is 

run. TIle run can var), in length fm:n 3 nmes to 26.2 llii:es. Becal:se it :s completed after 

___________ a:hlele has already swum and biked, it is often considered 

___________ most ditf..cult event. i\'fost triathletes 

train for the run by doing combination of ___________ _ 

long rU:1S, ____________ tCr.lpO runs, and ____________ spced 

workou:s. However, ___________ triath:etes need to be careful. Because 

there are ____________ three events, it is eas), to become injured while 

___________ running. __ . _____ pulled har::'1strings or 

___________ slrcss fractures nrc COIllIIlon injur:es among athletes who overtrain . 

.......................... " ••••••• ~;~~-.'jj ____ ••• _4 ...... . _-,-------
Activity 5 Prepositions 
Read this parngmph {Inn write the correct preposition ill each blank. Choose from these possible prepositions: 
:nto, in, la, on, around, of, anri by. You may use [hell I more than ollce. 

5 ___________ cor.elusion, trai!ling for a triathlon can be both challenging 

and rewarding. Tri:1~hletes can often be seen ~id:ng a bike ___________ town 

or swimming in the local ?ool.lt is also no: uncommon to run ____ _ 

them ___________ <1 jogg:ng trn:: 'with another triathlete or to sec them 

___________ a lreaumill ___________ themselves. "'Nherevel' they are, 

triathletes spend a r;rea;- deal ___________ time training hare. for their sport. 

; • 4 .. ;;& " .. , .. ,. • =; ::; : ;, • .... , a:aa. "$ 

• 
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Before yOIl complete Activities 6-10, reaa the whole essay first. 71/c1I go back ami complete eacil activity. 

Activity 6 Verb Forms 
Reaa this paragraph carefully. 71,en write tile correct form of tile verbs in parentheses. 

The Causes of Heart Disease 

1 Coronary heart disease (be) ___________ the number one cause of death 

worldwide. In fact. it (kill) ___________ more than 12 million people across 

the globe each year. Heart disease (be) ___________ the leading cause of 

death in adults and is also the leading cause of death in developed nations. Most people (be) 

__________ aware that genetics (do) __________ indeed playa role 

in determining whether or not a person will become afflicted with heart disease. However. there 

(be) _ _______ ___ many additional causes that people do have control over. 

Activity 7 Prepositions 
Read tltis paragraplt carefully. Write tlte correct prepositioll ill each blank. Choose from these possible 
prepositiom: in, on, of, ami for. 

2 While many people recognize smoking as a leading cause __________ _ 

lung cancer, few realize that it is also one of the main causes __________ _ 

heart disease. ___________ fact, most smoking-related deaths are the result 

___________ the effcct that smoking has ___________ the heart and 

blood vessels. Specifically. smoking increases blood pressure, tightens arteries, and causes irregular 

heartbeats. all of which put added stress the heart. Various chemicals 

___________ cigarette smoke also cause the buildup fatty 

plaque ___________ the arteries, which can cause a person to have a heart attack. One 

can of course avoid all ___________ these risk factors simply by choosing not to smoke. 

208 Bri ef Writer's Handbook with Activities 



Activity 8 Articles 
Read the paragraph and write the articles a, an, or the to complete the selltences. Som e blanks 
do not require articles. 

3 Physical inactivity is another major cause of ___________ heart disease. 

For example, people who do not exercise regularly have __________ _ 

Significantly increased risk of having ___ ________ heart anack than people 

who are active. ___________ regular exercise helps to reduce one's risk of 

________ __ heart attack by controlling ________ __ cholesterol 

levels. In addition , it strengthens __________ _ heart and blood vessels, further 

protecting ___________ person from experiencing __________ _ 

heart attack.. Even engaging in _________ __ moderate activity several days 

____ _______ week will greatly increase _ __________ person's life 

expectancy. In other ___________ words, it is possible to greatly reduce the risk 

of _________ __ heart disease simply by maintaining _ _________ _ 

regular workout routine. 

Activity 9 Comm a Spl ices 
Reaa t/lis paragrapll carefully and fi"d the 2 comma splices. Correct them j1l one of two ways: (1) clmllgc 
the comma to a period and make two sentences or (2) add a connector after the comma. 

4 Yet another factor that contributes to heart disease is stress. St ress causes a rise in blood 

pressure, this PlltS added demands on the heart. Stress also causes a release of adrenaline, which 

increases blood pressure and creates an increased need for oxygen, causing the heart to work 

harder than normal. Stress increases the amount of blood-clotting chem icals in the bloodst ream. 

This increases the risk of blood dots, they can in turn lead to a heart attack. To make matters 

worse, instead of exercising to combat stress, many people choose to smoke, which further 

increases their risk for heart disease. 
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Activity 10 Verb Forms 
Read the paragraph {/nd decide whet/ler rhe 7 underlined verbs arc correct. If IlOt, draw a lillc through 
the verb and write the correct form above it. 

5 Wh ile some factors that cause heart disease j]; not preventable, many contributing factors ill. 

to a certain extent, preventable. People can ~ not to smoke or spend t ime in smoke- fill ed 

environments. People ca n to choQse to maintain an active lifestyle. People can also l.il.k&s actions 

to limit the amount of stress in their lives. In conclusion. ~ an active role in preventing heart 

disease can ~ many years to anyone's life. 

Connectors 
Using connectors will help your ideas flow. This appendix presents three kinds of connectors: 

coordinating conj unctions. subordinating conjunctions. and transitions. 
Remember the different comma rules for these three types of connectors: 

I. Coordinating conjunctions occur between two independent clauses. A comma comes before 
coordinating conjunctions when they connect two dauses. 

INDEPENDENT CLAUSE + COORDINATING + 
• CONJUNCTION 

INDEPENDENT CLAUSE. 

~, --------------,~ ~, ------------------, 
The exam was extremely difficult, but all of the students received a passing score. 

2. Subordinating conjunctions introduce a dependent clause. The dependent clause ca n come before 
or after the independent clause. 
When a dependent clause begins a sentence, a comma separates it from the independent clause. 

DEPENDENT CLAUSE, + INDEPENDENT CLAUSE. 

------------------~,,------------------~ 

Although the exam was extremely difficult, all of the students received a passing score. 

SUBORDINATING 
CONJUNCTION 

When a dependent clause comes after an independent clause, no comma is used. 

INDEPENDENT CLAUSE + DEPENDENT CLAUSE. 

, ,,~------------~ 

All of the student s received a passi ng score although the exam was extremely difficult . 
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3. Transition words call be used in ,",YO main ways. The more common way is for the transit ion word 
to begin a sentence and show the relationship be,",veen that sentence and the one that came just 
before it. In this case, a comma separates the transition word from the clause that fo llows. 

INDEPENDENT CLAUSE. + TRANSITION, + INDEPENDENT CLAUSE. 

, , , " , 
The exam was ext remely difficuh. However, all of the students received a passing scorc. 

In more formal writ ing, the two sentences are combined into one sentence, and a semicolon is 
used before the transition word. A comma is used after the transition word . Notice that in Ihe 
independent clause that follows the semicolon. the first word is not capitalized. 

INDEPENDENT CLAUSE; + TRANSITION, + INDEPENDENT CLAUSE. 

, " , ~, ~------------~ 

The exam was extremely difficuJti however, all of the students received a passing score. 

Purpose Coordinating Subordinating Transitions 
Conjunctions Conjunctions (usually precede 
(connect (begin dependent independent 
independent clauses) clauses) 
clauses) 

Examples For exa mple, 
For instance, 
To illustrate, 
Specifi cally, 
In part icular, 

Information and In addition. 
Moreover. 
Furthermore. 
Next, 
First, 

Comparison Similarl y. 
Likewise, 
In the same way, 
By comparison , 

Contrast but while In contrast, 
although However, 
besides On Ihe other hand, 

Conversely, 
Inslcad, 
Nevertheless, 

Refutatio n On the contrary, 

Concession yet although Ncvertheless, 
though Even so, 
even though Admittedly. 

Despite th is, 
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Purpose Coordinating Subordinating Transitions 
Conjunctions Conjunctions (usually precede 
(connect (begin dependent independent 
independent clauses) clauses) 
clauses) 

Emphasis In fact, 
Instead, 
Especially, 
Above all. 
Most importantly, 
Equally important. 
Actually, 
For this reason, 
For these reasons, 
Obviously, 
Without a doubt. 

CLarification In other words. 
In simpler words, 
More simply, 

Reason/Cause for because Because of this. 
since 

ResuJt so so As a result. 
so that As a consequence, 
owing to Consequently, 
due to Therefore, 

Thus, 

Time or Sequence after Afterward, 
Relationships as soon as First. 

before Second, 
when Next, 
while Then 
until Finally, 
whenever Subsequently. 
.s Meanwhile, 

In the meantime. 

Condition if 
even if 
unless 
provided that 
when 

Purpose so that 
in order that 

Choice or 
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Purpose Coordinating Subordinating Transitions 
Conjunctions Conjunctions (usually precede 
(connect (begin dependent independent 
independent clauses) clauses) 
clauses) 

Conclusion tn concl usion. 
To summarize. 
As we have seen. 
In brief. 
In closing. 
To sum up. 
FinaUy. 
Because of this 

(noun), 
Because of these 

(nou ns). 
As a result, 
Certainly. 
Indeed. 
Overall. 
In the end. 
Therefore, 
Thus, 
Hence. 
For this reason, 
For these reasons, 
Surely. 
In sum, 

Citations and Plagiarism 
Imagine th is situation: You have invited some friends over fo r dinner. Because you did not have time 

to make a dessert, you stop at a local bakery and pick up a cake. After d inner. your friends compliment you 
on the delicious cake you made. How do you respond? Most people would give credit to the person who 
made the cake: ''I'm glad you liked it. but I didn't make it. I bought it at Sunshine Bakery." By clarifying th at 
the cake was not yours, you are rightfully giving the credit to Sunshine Bakery. The same concept holds 
true in writing. 

When you write a paragraph o r an essay. you should use you r own words for the most part. Sometimes, 
however, writers want to use ideas that they have read in another piece of writing. For example, writers 
may want to use a quotation from a famous politician if they are writing an essay about a recent election. 
In this case, the writer must indicate that the idea or the words came from someone else and give credit to 
th at writer. The action of indicating that a writer's words are not original but rather from another source is 
called citing. In academic writing, it is imperative thai a writer cite all information that is not original. 
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If writers do not give credit for borrowed ideas or borrowed words, they make a serious error. In fact, 
it is aeaden ... ie :heft, and such stealing of ideas or words cannot be tolerated at all. It is not acceptable to 
use even a few words f~om another source without citing the source-the amOl!nt of information that 
),ou borrow is irrelevant. If ),ou steal one ser: tenee or or:e paragraph, i~ is still stealing. Stealing someone 
e:se's ideas or words and using them in a plece of writing as ift~ey were the wr:ter's origbal ideas is called' 
plagiarism. In an academic setting, plagiarism :s considered a very serious offense. In most schools, there 
are serious academic consequences for plagiarizing any work. For example, some schools require the paper 
to receive a score of 0 (zero). Other schools will e,qel the s~udent permanently. In some instances, schools 
will take both of the above steps. 

Does this mean then :hat writers ca:1110: use other peo?le's words or ideas? No, not at all. In fact, good 
writing can be strengthened further by ;.lsing facts frOr!1 outside sources or q~otes from officials to suppor:­
key poi].[s or ideas, so writers should borrow appropriale information. TIle key to avoiding plagiarisr!.l is to 
cite the source of :he information. 

IvIany studer.ts have a difficult time knowing w!'len to use a citrltion, espec:all}' if they believe the 
iniormalion is general knowledge. For examplc, Hessa, a student :rom the United Arab Emirates (UAE), is 
writing an essay about her country. She knows that the UAE is made up of seven emirates. Does she need 
to cite :his il1formotion? :fI-Iessa is writing ~his essay in an English-speaking count:')' \\,here people lll<l)' 

not know tha'~ there arc seven emirates, she neeGs to cite the information. If, howevel; the information is 
commo;) knowledge in l-lessa's academic communit)" she would not have to ci:-e the information. In the 
end, it is better to cite the informa~ion than to risk being accused of plagiarism. Be:o,e tllrning ill allY piece 
of writing, it is helpful to mark a:1)' information that is not ),our original wdting. For an)' information that 
you mark, you need to give credit to ~he person, orgunizatior., or "Web site thot originally w:'ote it by c:ting 
the sources. 

Citing: Using a Direct Quotation or Paraphrasing 
\Vhen you usc materia: from another source, you have two choices: using a direct quotation or 

paraphrasing. If a writer uses the exact words (a direct quotat:on) from a source, the borrowed words 
must be placed in quolation marks. If a '\'fiLer borrows an idca from a source but uses his or her original 
words to e."'{press this idea, the w~'iter has used a method called paraphrasing. Paraphrasing does not 
require quotation marks because the ·write:· is n071lS!ng the exact words from :he original source. However, 
whether a writer 1s using an exact quotation or a paraphrased version, the infonmdon is not original and 
must be c:ted, 

Example of a Direct Quotation 
Notice that this ?aragraph frorr. Voarbulmy Myths (rolse, 2004) contains a direct quote. ,,,'hen you '.lse 

a direct quote, you must state the name of the author, :he date of tr.e publicalion, and the page number of 
the direct quota:ion. 

One of the 5rst observations that seco:ld language learr.ers make in their new language is thal 
thcy neec.: vocabulary knowledgc to funcEon well in tha: iangt.:age. Em\' frastrating it is when you 
war:t to say so;neth:ng and are stymied becat.:se yO'.1 do not know ~he word for a simple noun even! 
In spite of the obvious importance ofvoca~dary, most courses and curricula tend [0 be based on 
grammar or a combination of grammar and commur::calion strategies rather than vocab'J.Jary. 
As a result, even after taking many courses, iearners still lack suffic:ent voca~l::ary knowledge. 
Vocabulary knowledge is critical to any commun!cation. \Vilkins (1972) S:lmnmriL.cs the siLuation 
best with "\Vhile without grammar ver)' little can be conveyed, without vocabulary /lot/ling cnn be 
cOl"..Veyed" (p. 111). 
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Example of a Longer Quotation 
"\Jolice that this paragraph from Vocabulary Myths (Folse, 2004) contains a longer direct q:.lOte. In this 

case, (1e direct quotation':5 set off differently than original ·wTiting. 

As more and mo:-e en;pirical research in second language study is made available and results 
?rov.:c.e '::n;lOrtant insight into our questions about vocabulary learning and teaching, the ec.ucation 
pendulum is swinging bac-:C toward some more "traditional" methods, including those wh:ch :-ely 
on explicit instruction [rom tl:.c teacher. This in turn begs the question of what kinds of clas'<:nl(Hn 
aC';ivities, espec:allyvocabula::y activities, are effec:ive for L21earners. Carter and lvlcCar6y (1988) 
conclude that 

CJ:though it su-:'fe~cd ne:g:cct for a long time, vocabulary pedagogy has benefited in the last fifteen 
years or so from :heoreticcl advances in the li:~guis::( lex:corl, :rurn psychulinquistic investigations 
into the men:allexicon, from the cor:lmunicative trend in teac~ing, which hCl5 kought the learner 
into focus, and from developrr.ents :n (orr.p:.ners. What is perhaps rr.issi:;g in all this :s more 
knowledge about IJI/hat happens in c1(issroo:ns when vocabulary crops L:p (p. 51). 

Example of a Paraphrase 
~ot;.ce that this paragraph [rom Vocubulary jVlytl-..:,' (Folse, 2004) contains a paraphrase, or sumrr.ary, 

of a concept from a wo;"k written by Eskey in 1988. Instead of using any phrases or ser:.tences from Esker's 
work, Folse llses a se:1tence b the paragraph ~hat sumr.larizes Esker's 'work and connects ':h:1t idea to the 
cu:-rt:nt paragraph a:ld audience. "\I{hen you ?araphrase material, you must s':ate the llaGle 0: the aut~{)r 
anc L'-le date of the publication, 

vVhile lack o[ \'ocabulary lmowledge is a problem across all skill areas, it is especially apparent 
III ESL reading. Eskey (1988) found that :-lot being able to recognize L1.e meaning of English 
words automatically causes st;]dents who are good readers in their natiye langc:age to do excessive 
guesswork it'. be second :angaage and that this guessing slows down :he process of reading. 

Bibliography 
In addition to providing information on sources in places where they are used within your writing, 

YOll should also list all the works, Of sources, 0: the words a~ld iucas you used in the final bibliography, or 
list of works cited, at:he end of your paper, 

Citation methods vary according to acade:nic professions and fields, so you should ask your instructor 
about the c:tation system that is required in your couTsework. 

Study the follOWing example of a bibliography 6at lists the four worles used in the preceding exe.:np:cs. 
The first, third, and fourth en~ries are ~ooks. Lle second entry is a c~apter in an edited volume. 
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Appendix 1 
~ Building Better Sentences 

Bcing a good writer involves many skills. such as being able to use correct grammar, vary vocabulary 
usage, and state ideas concisely. Some student writers like to keep their sentences simple because they feel 
that iflhcy create longer and more complicated sentences, they are morc likely to make mistakes. However, 
wri ti ng short, choppy sentences one after the other is not considered appropriate in academic writing. 
Study these examples: 

The time was yesterday. 

It was afternoon. 

There was a storm. 

The storm was strong. 

The movement of the storm was quick. 

The storm moved towards the coast. 

The coast was in North Carolina. 

Notice that every sentence has an important piece of information. A good writer would not write all 
these sentences separately. Instead, the most important information from each sentence can be used to 
create one longer, coherent sentence. 

Read the sentences again below and notice that the important information has been circled. 

The time wasEterd~ 

It was ~erno~ 

There was a <[torn}> 

The storm was @ronS) 

The €lvem§'D of the storm was ~~~ 

The storm moved towards the e 
The coast was in €th Caro~ 

Here are some strategies for taking the circled information and creating a new sentence. 

1. Create time phrases to introduce or end a sentence: yesterday + afternoon 

2. Find the key nOlln: storm 

3. Find key adjectives: strong 

4. Create noun phrases: a slrollg + storm 

5. Change word forms: movemcnt "" movc; quick"" quickly 

moved + quickly 
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6. Create prepositional phrases: towards the coast 

towards tile coast (ofNorlh Carolina) 

or 

towards the North Carolina coast 

Now read this improved, longer sentence: 

Yesterday afternoon, a strong storm moved quickly towards the North Carolina coast. 

Here are some more strategies for building better sentences: 

7. Use coordinating conjunctions (and, but, or, flOr, yet,for, so) to connect 1'."'0 sets ofideas. 

8. Use subordinating conjunctions, such as after, while, since, and because, to connect related ideas. 

9. Use clauses with relative pronouns, such as wllo, which, that, and whose, to describe or define a 
noun or noun phrase. 

10. Use pronouns to refer to previously mentioned information. 

11. Use possessive adjectives and pronouns, such as my, her, his, ours, and theirs. 

Study the following example. 

S en ere. That place was €e m~Susan wanted to€ new sh~The shoes 
were fo Susan's mother 

Now read the improved, longer sentence: 

Susan went to the mall because she wanted to buy new shoes for her mother. 

Practices 
This seClion contains practices for the example paragraphs and essays in Units 1-7. Follow these steps 

for each practice: 

Step 1 Read the sentences. Circle the most important information in each sentence. 

Step 2 Write an original sentence from the information you circled. Use the strategies listed above. 

Step 3 Go back to the original paragraph/essay to check your sentence. Find the sentence in the 
paragraph/essay. Compare your sentence with the original sentence. Remember that there is 
more than one way to combine sentences. 

Note that the first exercise in Practice 1 has been done for you. 

Practice I Unit I , Example Paragraphs 3 and 4 

A. Example Pa ragraph 3, page 9 

l€not fo~someth ing. 

u:ti~:e a resume re~ 
3. The resume should be<8 

4. You should ive it to a prospective employer. 

Do not forget to have a good resume ready to give to a prospective employer. 
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B. Example Paragraph 4, page 10 

I. Plays are performed in many different venues. 

2. Plays are performed in large halls. 

3. Plays are performed in small theaters. 

C. Example Paragraph 4, page 10 

I. There is a type of acting. 

2. It is the third type. 

3. It is film acting. 

Pr ac tice 2 Unit I , "Th e Features o f a Good Res taura nt," page 14 

A. 

I. Good restaurants provide service. 

2. The service is fast. 

3. The service is friendly. 

B. 

I. A good restaurant also uses ingredients in its dishes. 

2. The ingredients are fresh. 

3. The dishes are usually served hot. 
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c. 

1. They pay attention to details. 

2. The details are the decorations. 

3. The details are the lighting. 

4. The details are the cleanliness. 

Practice 3 Un it I, "Th e Dar k Side of Cycl ing," p age 24 

A. 

1. Ce rtain drugs help cyclists. 

2. They help them ride faster than normal. 

3. They help them ride farther than normal. 

B. 

J. Some of the drugs work by increasing the number of blood cells. 

2. The blood cells are red. 

3. The blood cells are in the body. 

c. 

1. It is unfortunate. 

2. TIl ese athletes value their careers. 

3. They value their careers more than their Jives. 

4. Their careers are in sports. 
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Practice 4 Unit 2, " Behind the Scen es in a Restaurant," page 41 

A. 

B. 

c. 
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I. A kitchen can be a place. 

2. The place can be very hectic. 

3. The kitchen is in a restaurant. 

1. Maintaining this flow is a juggling act. 

2. This flow is constant. 

3. This flow is of traffic. 

4. This flow is in the kitchen. 

S. The act is complicated. 

1. There is action in a kitchen. 

2. The kitchen is in a restaurant . 

3. The action never stops. 



Practice 5 Unit 2, "Cleaning 101 ," page 45 

A. 

1. Cleaning your room is not difficult. 

2. You should follow some guidelines. 

3. The gUidelines are simple. 

s. 

1. It is important to wash your clothes. 

2. Use good-quality laundry detergent. 

3. The detergent will keep them looking neat. 

4. The detergent will keep them looking dean. 

c. 
1. There is a final step. 

2. The step is to mop or vacuum the floor. 

3. This step depends on the surface. 
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Practice 6 Unit 2, «Movie Types," page 47 

A. 

1. There is a category. 

2. It is another category. 

3. It is the nonfiction movie. 

B. 

l. This movie style tells the story of a real person. 

2. This movie style tells the story of an event. 

3. This movie style is popu lar. 

4. The person is living or dead. 

c. 
I . Perhaps a famous example of this film is Titanic. 

2. This is the Illost famous example. 

3. This is the type of film. 

Practice 7 Unit 3, "Four Unforgettable Days," page 56 

A. 

1. Snowstorms attacked Buffalo and its surrounding suburbs. 

2. The snowstorms were blinding. 

3. The snowstorms lasted for four consecutive days. 
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B. 

1. My entire neighborhood had disappeared. 

2. It disappeared under a blanket of snow. 

3. The blanket was thick and white. 

c. 

1. Everything was buried. 

2. The burial was complete. 

3. It was buried in the serene landscape. 

P rac tice 8 U nit 3, "Writing a nd Dan cing,n p age 6 1 

A. 

1. Another similarity is the importance of something. 

2. The similarity is between the two. 

3. The importance is dedication. 

B. 

1. Good writers spend hou rs each day doing some things. 

2. They develop their vocabulary skills. 

3. They develop their grammar skills. 

4. They do th is to enhance their language skills. 
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c. 

I. Finally, people hope to entertain. 

2. The entertainment is fo r the audience. 

3. This occurs i.n both professions. 

Practice 9 Unit 3, "Runners ," page 72 

A. 

1. Sprinters run the sho rtest distances. 

2. The races o nly last a few seconds. 

3. This may happen. 

B. 

I. A good runner must be something. 

2. A good runner must be versatile. 

3. The runner is a middle-distance runner. 

c. 

1. He must possess a combination. 

2. She must possess a combination. 

3. The combination includes speed. 

4. The combination includes endurance. 
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P r ac ti ce 10 Unit 4, "Prisoner a t Wor k," page 8 1 

A. (Paragraph 2) 

1. The arm is metaUic. 

2. The arm is cold. 

3. It slowly swings up. 

4. It allows me to pass. 

B. (Paragraph 3) 

1. I answer the e-mails. 

2. The e-mails are usual. 

3. The e-mails come from other employees. 

4. I do this from 9:00 to 9:30. 

C. (Paragraph 5) 

1. She reads through her list. 

2. The list is routine. 

3. The list contains problems. 

4. The list contains concerns. 

Prac tice II Unit 4, "Th e Res ta uran t ," page 88 

A. (Paragraph 1) 

1. Friends gather to go to the movies. 

2. Friends gather to go to a local meeting place. 

3. Friends gather to go 10 a trendy restaurant. 
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B. (Paragraph 2) 

I. I can see a group of four women. 

2. They are young. 

3. I see them at one table. 

C. (Paragraph 4) 

1. He is alone. 

2. He is not lonely. 

3. This is definite. 

Practice 12 Un it 4, Example Paragraph 22, page 96 

A. 

I. The biggest fear is their fear of making a speech in public. 

2. This is most people's fear. 

3. This is according to several recent surveys. 

B. 

I. Public speaking is something that often causes people to break out into a cold sweat. 

2. It causes them to start shaking uncontrollably. 

3. It even causes them to fee l as though they are about to die. 

4. This fear is more than a fear of spiders or death. 
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c. 

I. Many people are unaware of something. 

2. The fear of speaking in front of others can be overcome by some things. 

3. It can be overcome by visualization exercises. 

4. It can be overcome by deep breathing. 

5. It can be overcome by preparedness. 

Practice 13 Uni t 5, "The Weather in C h icago and Miami" (paragraph ), 
page 112 

A. 

I. Chicagoans enjoy weather. 

2. The weather is summer. 

3. The weather is fall . 

4. The weather is winter. 

5. The weather is spring. 

s. 

I. The high temperature reaches only around 32 degrees. 

2. The low each night goes down to about 20 degrees. 

3. This happens on average. 

Build ing Better Sentences 229 



c. 

1. Finally, they worry about different things. 

2. They worry about problems. 

3. The problems are related to the weather. 

P r actice 14 Un it 5, "Th e Weat her in Ch icago and Miami" (essay), page 11 2 

A. (Paragraph 4) 

1. Chicagoans have a fear. 

2. The fear is weather-related. 

3. The fear is a blizzard. 

4. This is their biggest fear. 

B. (Paragraph 4) 

1. For instance, Hurricane Andrew destroyed parts orthe city. 

2. The city was Miami. 

3. Large parts were destroyed. 

4. TIlis happened in 1992. 

C. (Paragraph 5) 

1. In the end, my cousin and I learned something. 

2. We learned thai each of our climates has its characteristics. 

3. TIle characteristics are unique. 
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Practice 15 Unit 5 , liTh e Wonder of Flight," page 122 

A. (Paragraph 5) 

I. I was delighted to discover something. 

2. I could experience the wonder of £light. 

3. I could experience the thrill of £light. 

4. I experienced this by nying a model airplane. 

B. (Paragraph 5) 

I. Models have controls. 

2. Real planes have controls. 

3. The controls are similar. 

C. (Paragraph 5) 

I. I was glad to share this experience. 

2. This experience was amazing. 

3. I shared it wilh my good friend. 

Practice 16 Unit 6, "Clinica l Depression" (essay), p age 136 

A. (Paragraph 2) 

I. As a result, these people do not experience something. 

2. That experience is happiness. 

3. The happiness comes from normal events. 

4. The happiness comes from happy events. 
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B. (Paragraph 3) 

1. Drugs enter the bloodstream. 

2. They alter the normal chemical balance. 

3. The balance is of the brain . 

C. (Paragraph 4) 

I. Likewise. an abusive childhood leads to bouts of depression . 

2. This happens often. 

3. The depression occurs as an adult. 

4. The depression is clinical. 

Practice 17 Unit 6, Example Paragra ph 23, page 141 

A. 

1. Young people often begin bullying because they want something. 

2. They want to control people. 

3. The people are weaker than they are. 

B. 

1. Another reason that some kids bully other children is 10 establish an identity. 

2. The identity is weU-known. 

3. The identity is in school. 
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c. 

1. Finally. children become bullies. 

2. This occurs with some children. 

3. They do this to get attention. 

Practice 18 Unit 6, uThe Benefits of a Healthy Lifestyle" 

A. (Paragraph I, page 144) 

1. In fact, there are benefits to living a healthy lifestyle. 

2. The benefits arc physical. 

3. The benefits arc psychological. 

4. The benefits are social. 

B. (Paragraph 2, page 145) 

1. Another benefit is healthier-looking skin. 

2. This is a physical benefit. 

3. People notice this benefit. 

C. (Paragraph 3, page 146) 

I. Eating healthy gives your body the nutrients it needs. 

2. The nutrients give radiant skin. 

3. The nutrients give strong muscles. 
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Practice 19 Unit 7, "The Many Faces of Acting" (paragraph ), page 160 

A. 
I. The type of acting is television acting. 

2. 1his is the best-known type. 

3. This is perhaps true. 

B. 

I. This type of acting generally takes the form of programs. 

2. They are television programs. 

3. They are produced on stud io lots. 

c. 

l. Film acting begins with a screenplay. 

2. The screenplay includes all the written information. 

3. The information is about the set and the actors' dialogs. 

4. The screenplay grows into a movie. 
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Practice 20 Unit 7, "The Many Faces of Acting» (essay), page 160 

A. (Paragraph J) 

I. During this time, listeners had [0 imagine things. 

2. They had to imagine the sets. 

3. They had to imagine the scenery. 

4. They even had to imagine the physical form of the performe rs. 

B. (Paragraph 3) 

l. Rehearsing for acting can take months. 

2. The acting is on the stage. 

3. All the actors must memorize their lines. 

c.1Paragraph 'l) 

J. It is not a live performance. 

2. Directors may request something from an actor. 

3. The actor should repeat a scene until the director is happy with the results. 
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Practice 21 Unit 7, "'Vacations for Everyone" 

A. (Paragraph 2, page 169) 

1. The success of a trip often depends on something. 

2. It depends on the relationship that the members have with one another. 

3. TIle members are of the sa me family. 

B. (Paragraph 3, page 170) 

I . A closeness is created. 

2. The closeness is special. 

3. The closeness occurs during the trip. 

C. (Paragraph 4, page 17 1) 

I . They have more chances of getting plane seats. 

2. The seats are on stand-by. 

3. Sometimes their seats are upgraded to first class. 
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Appendix 2 
Peer Editing Sheets 
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Peer Editing Sheet 1 Unit 1, Activity 23, page 29 
Paragraph 

Writer: Dale: 

Pecr Ed itor: 

I. Does the paragrapb have a clear topic sentence? 

2. Does the topic sentence have a controlling idea? 

3. Docs the paragraph have clear supporting sentences? 

4. Does each support ing sentence relate to the topic and the cont rolling idea? 

5. Is th e paragraph indented? 

6. Does the paragraph talk about one idea? 

7. Does the paragraph have a concluding sentence that restates the main idea 
or brings the paragraph to a logical conclusion? 

8. Is there anything in the paragraph that is not dea r to ),Oll? If S0, write it here. 

Yes No 

Yes No 

Yes No 

Yes No 

Yes No 

Yes No 

Yes No 

al 9. What is one additional piece of information that you would like to know about the topic? 

~ 
" < 
~ , 
• s 
o 

; 
~ • o • u 

"0 

;. 
• • s • • • 
E • 
" o 
U 
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Peer Editing Sheet 2 Uni t 2, Activity 18, page 54 
Paragraph 

Writer: Date: 

Peer Editor: 

1. What is the general topic of the paragraph? 

Wri te the topic sente nce here: 

2. Is the writing formal or informal? Does this style suit the topic and audience? 

If not, why not? 

Comment as specifically as possible about Items 3-5 below. Use space all the back if necessary. 

3. Does the paragraph have UJlity? 

4. Does the paragraph have coherence? 

S. Does the paragraph mainta in clarity? 

6. Circle the conduding sentence. Do you th ink it is a good concluding sentence? 

If not, how would you improve it? 
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Peer Ed it ing Sheet 3 Unit 3, Activity 3, page 60 
Descriptive Paragraph 

Writer: Dale: 

~ 

Peer Editor: 

I. Does the paragraph have a clear topic sentence? 

2. Does the topic sentence have a cont rolling idea? 

3. Does the paragraph have clear supporting sentences? 

4. Does each supporting sentence relate to the topic and controlling idea? 

S. Is the paragraph indented? 

6. Does the paragraph talk about o ne idea? 

7. Does the parngrnph have a concluding sentence thai restates the main 
idea or brings the paragraph to a logical conclusion? 

8. Docs the writer effectively appeal to the reader's senses? 

9. Is the paragraph clear and easy to follow? 

10. Is the level of writing appropriate for the audience? 

~ II . Does the paragraph stay consistent with respect to person? 

" • 
~ 

12. Does the paragraph effectively accomplish its pu rpose? 

13. Does the paragraph have unity? 

" 
14. Does the paragraph have coherence? 

• • 
15. Do the words and sentences maintain clari ty? 

Yes No 

Yes No 

Yes No 

Yo. No 

Yes No 

Yes No 

Yes No 

Yo. No 

Ves No 

No 

Ves No 

Ves No 

Ves No 

Ves No 

Ves No 
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Peer Editing Sheet 4 Unit 3, Activity 6, page 64 
Comparison Paragraph 

Writer: 

Peer Edito r: 

1. Does the paragraph have a clear topic sentence? 

2. Does the topic sentence have a controlling idea? 

3. Does the paragraph have dear supporting sentences? 

4. Does each supporting sentence relate to the topic and controlling idea? 

5. Is the paragraph indented? 

6. Does the paragraph talk about one idea? 

7. Does the writer stick to only comparing or only contrasting? 

8. Is the concluding sentence one of these types: restatement, suggestion. 
opinion, prediction? 

Which o ne? 

9. Is the pa ragraph clear and easy to fo llow? 

10. Is the level of writing appropriate for the audience? 

I I. Does the paragraph stay consistent with respect to person? 

~ 12. Does the paragraph effectively accomplish its purpose? 

~ 
~ 
< 
~ 13. Docs the paragraph have unity? 

14. Does the paragraph have coherence? 

IS. Do the words and sentences maintain clarity? 

Date: 

Ves No 

Ves No 

Ves No 

Ves No 

Ves No 

Ves No 

Ves No 

No 

Ves No 

Ves No 

Ves No 

Ves No 

Ves No 

Ves No 

Ves No 
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Peer Editing Sheet 5 Unit 3, Activity 11, page 71 
Cause-Effect Paragraph 

Writer: Date: 

~ 

Peer Editor: 

I. Does the paragraph have a clear topic sentence? 

2. Does the topic sentence have a controlling idea? 

3. Does the paragraph have clear supporting sentences? 

4. Does each supporting sentence relate to the topic and controlling idea? 

5. Does the paragraph talk about o ne idea? 

6. Does the paragraph have a concluding sentence that restates the 
main idea or brings the paragraph to a logical conclusion? 

7. Does the topic have a real cause-effect relationship? 

Circle the type of focus of the paragraph: focus on causes focus on effects 

8. Is the paragraph clear and easy to follow? 

9. Is the level of writing appropriate fo r the audience? 

E 10. Does the paragraph stay consistent with respect to person? 

" < 

~ 

II . Does the paragraph effectively accomplish its purpose? 

12. Does the paragraph have unity? 

13. Does the paragraph have coherence? 

14. Do the words and sentences maintain clarity? 

Ves No 

Ves No 

Ves No 

Ves No 

Ves No 

Ves No 

Ves No 

Ves No 

No 

Ves No 

Ves No 

Ves No 

Ves No 

Ves No 
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Peer Editing Sheet 6 Unit 3, Activity 14, page 75 
Classification Paragraph 

Writer: Date: 

I · ~ , 

Peer Editor: 

1. Does th e paragraph have a dear topic sentence? 

2. Does Ihc topic sentence have a cont rolling idea? 

3. Does the paragraph have dear support ing se ntences? 

4. Docs each support ing sentence relate to the topic and cont rolli ng idea? 

5. Does the paragraph talk about onc idea? 

6. Docs the paragraph have a concluding sentence thai brings thc 
paragraph to a logical conclusion? 

7. (Circle (l o r b.) Docs the writer 

n. show different types or categories? 

b. differentiate between thc parts of something? 

8. Does the writer classify wi thout overlap between gro ups? 

9. Is the paragraph dea r and easy to follow? 

10. Is the level of \.,. riling appropriate for the audience? 

~ 
~ 11 . Does the paragraph stay consistent with respect to person? 

~ f 12. Docs the paragraph effectively accomplish its purpose? 
u 

.. 
• 
~ 

.~ 
• • 

13. Docs the paragraph have unity? 

14. Docs the paragraph have coherence? 

\ 5. Do the words and sentences ma intain clarity? 

Ves No 

Ves No 

Ves No 

Yes No 

Ves No 

Ves No 

Ves No 

Ves No 

Ves No 

Yes No 

Ves No 

Ves No 

Ves No 

Yes No 
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Peer Editing Sheet 7 Unit 4, Activity 10, Step 3, page 102 
Descriptive Essay Outline 

Writer: Date: 

Peer Editor: 

l. What is bei ng described in the outline? 

2. Is the hook interesting? If not , how could it be made morc in teresti ng? 

3. What is the general impression that the reader will gel from read ing this description? 

4. What is being described in the topic sentences of each body paragraph? 

Paragraph 2: 

Paragraph 3: 

Paragraph 4: 

5. Are the suppo rting details related to each topic sentence? If not, what changes should be made? 

6. How will the writer end the essay? 

, 
~ 7. Do you think the essay will be interesting? Write any add itional suggestions here. 

• ~ 
~ 
< • u .. 
~ 
• • , 
• • o 
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Peer Editing Sheet 8 Unit 4, Activity 10, Step 5, page 102 
Descri ptive Essay 

Writer: Date: 

Peer Edito r: 

Essay T itle: 

I. In a few words, what is the essflY about? 

2. Read the body paragraphs. Underline all the descriptive adjectives. Which paragraph has the most 

descriptive adjectives? 

Can you think of two new descriptive adjectives that could be added to the essay? 

Write these adjectives here and then in the essay where they would be the most effec t ive. 

(,.) (b.) 

3. Does the writer use more than one sense to help the reader experience the event instead of just telling 

abo ut it? Which sense does the writer address the most? 

4. What suggestions or changes would you make for a morc descriptive essay? 

g. 5. What general impression does the reader take away from thi s essay? 
"1: 
!l 

" ~ • v .. 
6. Is the conclusion success ful? Why or why not? 
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Peer Editing Sheet 9 Unit 5, Activ ity 16, Step 3, page 126 
Comparison Essay Outline 

Writer: Date: 

Peer Editor: 

1. Is the thesis statement dear? If not, make suggestions for changes. 

2. Do these two subjects have enough similarities andlor differences for a good comparison 

essay? If not, why not? 

3. Does each paragraph topic for development dearly state the pOint of comparison? 

If not, make suggestions for improvement. 

4. The best part of the outline is 

S. Questions 1 still have about the outline arc 
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Peer Editing Sheet 10 Unit 5, Activity 16, Step 5, page 126 
Comparison Essay 

Writer: Date: 

Peer Editor: 

Essay Title: 

1. In a few words, what is the essay about? 

2. Identify the hook. Is it effect ive? Make any suggestions here. 

3. Does each body paragraph contai n a clear topic sentence? 
that need improvement. 

If not, underline any sections 

4. What method of organ izatio n docs the writer use: block or po inl -by-po inl ? 

5. List the main points of comparison that the writer discusses. 

6. Do the supporting details give examples? (Ask Who? Wlmt? Where? When? Why? and How? about the 
topic sentence.) If there are not enough examples. put an asterisk (") next to the places that need more 
suppo rting information. 

7. Does the writer use connectors correctly? 
places that need connectors. 

8. Does the writer restate the thesis in the conclusion? 
attenlion. 

If not, ci rcle any incorrect connectors o r any 

If not, bring this to the writer's 
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Peer Editing Sheet 11 Unit 6, Activity 17, Step 3, page 1 51 
Cause-Effect Essay Outline 

Writer: Date: 

Peer Edito r: 

1. What kind of essay will th is be: cause or effect? Can you tell thi s from the 

thesis statement? If not, what changes can you suggest to m ake the pu rpose of the essay 

d earer? 

2. How many body paragraphs acc there? Is each topic for development related to the 

thesis? If not, mark the topics that you th ink need more work. 

3. Do the supporting details relate to the topic sentence? If not, write an)' suggestions thaI 

you have here. 

4. How are the supporting details organ ized: by category, in chronological order, or by order of 
importance? 

5. The best part of the outl ine is 

6. Questio ns I st ill have about the out line are 
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Peer Editing Sheet 12 Unit 6, Activity 17, Step 5, page 151 
Cause-Effect Essay 

Writer: Date: 

Peer Editor: 

Essay Title: 

1. In a few words, what is the essay about? 

2. Reread the introductory paragraph. Do the ideas progress smoothly from the hook to the thesis 

statement? [f not, what suggestions for changes would you make? 

3. Do all the topiC sentences support the thesis statement? Mark any that do not and write 

the reason for your opin ion. 

4. Look at the supporting details in each paragraph. Are they related to the topic sentence? 
If not, underline the details that need revision. 

5. Check the connectors in the essay. Is it easy to understand the connection between the causes and 
effects? If not, what is missing or needs to be changed? 
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Peer Editing Sheet 13 Unit 7, Activity 16, Step 3, page 175 
Classification Essay Outline 

Writer: Date: 

Peer Editor: 

I . Is this topic approp ri ate fo r a class ifi cation essay? If no t, make suggestions 

for changes. 

2. Is the thesis statement d ear? If not, make suggestions for changes. 

3. What principle of o rganization does the writer use to claSSify the topic? 

4. What is the topic fo r Paragraph 3? 

5. Now look at the details listed in the outline for Paragrnph 3. Do you think these are sufficient to 

develop a good paragraph? Can you think o f any other details that sho uld be added? 

6. The best part or lhe outline is 

f 7. Q uestions I still have about the outline are 
v 
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Peer Editing Sheet 14 Unit 7, Activity 16, Step 5, page 175 
Classification Essay 

Writer: Date: 

Peer Ed itor: 

Essay Title: 

I. In a few words. what is the essay about? 

2. Identify the hook. Is it effective? Make any suggestions here. 

3. Does each body paragraph contain a dear topic sentence? 
that need improvement 

If not, underline any sections 

4. How did the writer organize the essay? 

the writer uses. 

5. Docs the writer use connecto rs corre<tiy? 
places that need connectors. 

List the main categories o r classifications that 

If not, circle any incorrect connectors or any 

6. Are the supporting details pa rallel in each body paragraph? If not, make suggestio ns for 

improvement . 
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Citing works, 213-214 

Clarity, 38-40, 42 

in sentences, 38 
Classif.c;\tion essays, 153-- J 54 

making outlines :or, 156-15/ 

organh.ation ot~ 154-155 
ClassHicatiun paragraphs, 71-74 

Clauses, adjective, 166 

Coherence, 48 
Combina~ions 

sentence, 119, 144, 168-:69 
prepositions with nouns, 142-143 

Comp~ratives and sl~perlatives, 1 17-118 

fOfming,117 
Compa:-ison essays, 105-128 

making an oul:ine for, 110 

organization of, 106-110 
Comparison paragraphS, 60-64 

Concluding sentences, 22-23 

features 0:, 22 
transitions with, 22, 97 

Connectors and transitions, 22, 49, 116-117, 120, 140, 

145,16'1,169,210-213 
a!lalysis uf, 117, 140, 115, :64 

Controlling ideas, 2-4-

:n topic seme:1ccs, 2-4, 7-8 

JeSCriplive paragraphs, 56-59, 30-8t 

Descriptive essays, 81-83 

making out:iw;s for, 85-36 

organizing of, 88-89 

Descriptive language, 38-40, 87 
Direct quotation, 21,1-215 
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Edit, 138-19: 
for ch:ar pronoun references, 43-44 
[or enol'S, IG-17i 66-6'/, 122, :47, 171, 201-202 

from teacher's COIlllllel1~S, 121, j'lG, 170 

Essay, 79-176 
cause-ef."ect, :29-152 

classification, 153--176 

comparison,105-12R 

descriptive, 80-83 
muving from paragrap~ to, 112, 136, 160 

similarities between paragraph and, 79-104 

Final draf::checklis:, 103, 127, 151, 175 

Fragmcnt, 16 

Gram:ilaraclivjties, :22, 147, 171,205-2:0 

Hoo~, 79, B4 

1,35,58 

Key words, 49 

repetition of, 49 

Noun, 17 
count vs, non-Cot.:nt, 17 

plural, 17 
+ preposition, 142-H3 

singular, 17 

267 



NOll:'. forms, 17 

editing for, 17 

Organizi:1g, 88, 106-109, 131-133, 154--155 
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Paragraphs 

body, 79, 91, 95 
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