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TO THE TEACHER

Welcome to the new edition of Level 2 in the Longman Academic Writing
Series, a five-level series that prepares learners of English for academic
coursework. This book, formerly called First Steps in Academic Writing, is
intended for high-beginning students in a university, college, or secondary
program. It offers a carefully structured approach that focuses on writing as a
process. It teaches rhetoric and sentence structure in a straightforward manner,
using a step-by-step approach, high-interest models, and varied practice types.

Like the previous editions, this text integrates instruction in paragraph
organization, sentence structure, grammar, and mechanics with the writing
process. It carefully guides students through the steps of the writing process
to produce the well-organized, clearly developed paragraphs that are essential
to academic writing in English. Realistic models guide students, and clear
explanations supported by examples help them through typical rough spots.
These explanations are followed by extensive practice that helps students
assimilate writing skills and write with accuracy and confidence. These practice
activities include interactive tasks such as pair and group work to round out the
solitary work of individual writing. They progress from recognition exercises to
controlled production exercises to communicative Try It Out activities, which
serve to engage students in the process of their own learning.

Each of its six chapters focuses on a standard pattern of paragraph
organization and culminates in a final carefully staged writing assignment.
The first three chapters focus on personal topics which gradually give way
to the more academic topics and genres of the latter half of the book. Finally,
the appendices and a thorough index reinforce student learning and serve as
useful reference guides.

What’s New in This Edition

Instructors familiar with the second edition will find these new features:
e Chapter objectives provide clear goals for instruction;

e Two new vocabulary sections, Looking at Vocabulary and
Applying Vocabulary, explain vocabulary from the writing
models and support its use in the Writing Assignment;

e Selected writing models have been updated or replaced,
while old favorites have been retained and improved;

e Prewriting and outlining sections have been expanded
and improved;

o Self-Assessments ask students to evaluate their own progress;
e Timed Writing practices develop students” writing fluency.



The Online Teacher’s Manual

The Teacher’s Manual is available on the Pearson English Portal. It includes
general teaching notes, chapter teaching notes, answer keys, reproducible
writing assignment scoring rubrics, and reproducible chapter quizzes.

Acknowledgments
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CHAPTER OVERVIEW

Longman Academic Writing Series, Level 2, Paragraphs offers a
carefully structured approach to high-beginning academic writing.
It features instruction on paragraph organization, sentence structure,
grammar, mechanics, and the writing process.

Four-color design makes the lessons even more engaging.

CHAPTER STATING REASONS AND
5 USING EXAMPLES

-EM

Writors neod certain sidlls. s . .

I hia chapis you wil leam ox Prewriting sections introduce students

LI g e g 1 1 to such techniques as clustering,

B e freewriting, listing, and outlining.

* Writo 0%ectvo conciusion
LS

* Uso complex s0nences with
reason and condition causos

* Apply moeo rues of
copitaization and CoMmMa Usao

You learned in Chapter 1 that a paragraph is a group of sentences about one

paragraph with 108006 and topic. A paragraph should have throe main parts: a topic sentence, supporting
sentences (the body), and a concluding sentence.

In this chapter, you will study cach of these parts in more detail. You will
also work with and then write paragraphs that use an organization pattern
known as listing order. Then you will bearn about compound sentences to help
you combine your ideas more effectively.

To help you get ideas for your paragraphs, you will first do some prewriting,

PREWRITING <

There are many different prewriting techniques that you can use to get ideas
to write about. In this chapter you will use clustering.

CLUSTERING

Costa Rive is @ groat place 80 spemd @ semesder $obng reseinch
" 3 oese?

for & mamber of reusoms, G youe thirek of soese Clustering is a prewriting technique that allows you to brainstorm and

develop your ideas with the help of a diagram called a cluster, Here is how to

doin

Begin by writing your topic in the middle of your paper. Draw a circle
arcund it. Then think of ideas related to the topic. Write words or short phrases
in circles around the topic and connect thom with lines to the main circle, Write
down every idea that comes into your mind. Don't stop to worry if anideaisa
good one or not.

Cusnix 1

Chapter objectives provide clear
goals for instruction.

Chapter Overview Xi



LOOKING AT THE MODEL

The writing model describes a lecture hall at a comanunity college. As you
read, notice how' the writer carefully moves his focus from one location to
another around the room.

Work with a partnes o in a small group. Read the model. Then answer
10 QUostions.

rd Writing Model '
..g.”.,.........‘:......4,..........4.4”.,,......(6-..

The New Lecture Hall

Our comenunity Cotlege's Bl naw Mcture hall is $pacious, moden, and
comfortable. On the front wall, thece Is a large white screen. Instructors con use this
for projacting overhaad Yranspacencies, side shows, and audiovisual presentations.
Bohind the scresn, thice ks 3 huge whiteboard, To the left of the screen is a clock, and
undarmnaath the clock are the Eght switches. Thare are two black lather am chairs
93Nt the walll AL the front of the lecture hall is the Nstuctor's desk. B's Wiry modeen
NG Cuned, and it's Made of BeARA wood. It locks elgant. in fact, In e center of the
Gk, thire i an ovrhead projecton and Next 10 1t is 3 computer. To the rght of the desk
5 3 Ctormn. Some inatructons Bie 10 51and 3t the lectem and Wik, In the main part of the
Hecture hall, in f001 of the teacher’s dask, thire are about 30 rows of 2eats for students.
The black seats are cushicned, 50 ey are 10 st on during long lectures.
On the left of each seat, thece ks a snadl folding tabletop, Students can use these whea
they want something 10 write on. Thare's aso 3 feet of 3pace betwesn the rows, 5o
Sucents have room 10 stretch thair s, To sum up, our new lecture hall is a plaasing and
comfcrtable place 10 learn.

Questions about the Model

1. Does the topic sentence create a positive or negative impression of the
Jecture hall?

2 Which space order does the writer use to describe the lectuze halk:
dockwise, front to badk, back to front, of top to bottom?

3. The writer describes three main areas of the lecture hall. What are they?

Dencnieyy wim Space Orowe 111

Practice activities reinforce
learning and lay the groundwork
for the end-of-chapter Writing
Assignment.

Chapter Overview

A Mo 00 page 111, 3nd Lndecking tho prease that Cescndes whace it is,
Then use the undecined woeds 1o ieto ph in the second column,
Onrcrs Locarion
1. large white screen - oh - the front wall
2 huge whiteboard the screen
3. ok e the SCTOON
4. light switches —_thedock
S armchairs e e wall
& instructor’s desk et lecture hall
7. lectem e U sl
8 30 rows of seats B - the teacher’s desk
S 9. small folding tabletop . - cach seat
10, 3 foet of space E—

Realistic writing models present the
type of writing students will learn to
produce in the end-of-chapter Writing
Assignments.

Looking at Vocabulary points out
useful words and phrases from the
writing models. Applying Vocabulary
allows students to practice the new
vocabulary and then use it in their
writing assignments.

" Looking at Vocabulary: Prepositions of Place

When you write a description of a place, you will often use words and
phrases starting with prepositions to describe where things are.

In tho back of the room is a largs white cabint. Thee's a clock
above the cabinet
You may already know the 5 of many prop but a challenge
that all learners face is to use them accurately. For example, it's easy to confuse
i, o, and 2!, [t's also comumon for leamers to have trouble knowing whether
o use in front of or &t the front of. Noticing the details of these phrases will allow
you to use them more accurately:

BEEIEER Looking at Propositions of Place
Q Look at objects 110, Circlo the St montion of 0ach of These in e wiiting

@ Think about the location of five things in your classroom. On a separate
oot of paper, write a chue 1o describe whee each thing is. Use five
Gtorent propostions from Part A Bogin 0ach sentence with It's o They're.

L.10% under Mr, Brown’s desk
L They're on the wall.

Then read your ¢iues 10 a partne and ask him o her 10 guess what you
are describing.

112 ouwering




Organization sections explore paragraph
format and structure in a variety of
organizational patterns.

ORGANIZATION

In ('h.\;-c« 1, you learned that a paragraph has three parts: a topic sentence,
and a conduding sentence. Now you will study each part

ofa paray,nph in more detail

THE TOPIC SENTENCE

The most important sentence in a paragraph is the topic sentence. [t is
called the topic sentence because it tells readers what the main idea of the
paragraph is. In other words, it tells renders what they are going to read about.
The topic sentence is usually the first sentence in a paragraph. It is the top piece
of bread in our paragraph “sandwich.”

A topic sentence has two parts: 1) a topic, which tels what the paragraph
will be about, and 2) a controlling idea, which tells what the paragraph will say
about the topic., It tells the reader: This paragraph will discuss these things—
and only these things—about this topic.

For example, the topic of the writing model on page 38 is good flight
atlendants, What will the paragraph say about good flight attendants? The
controlling idea tells us: They v three importam! characteristics, The paragraph
will not talk about their uniforms, their training, or their duties. It will only
discuss throe important characteristics that good flight attendants have,

Here are examples of topic sentences about Enghish:
English s constantly 3ENY New woeds.
English Domows woeds from othed 1anguoages.
English ks necassary for marry different jobs.

Note that the topic in each of these examples is the same (English), but the
controlling ideas are different. That means that each paragraph will discuss
somwething very different about English,

40 owrtinz

Try It Out! activities challenge students
to apply what they have learned.

Simple explanations and clear examples
enable students to improve their grasp of
paragraph structure and organization.

CONCLUSION SIGNALS

In addition to the conclusion signals such as imdeed and To sem 1p that you have
already learned (see Chapter 2, page 53), you can begin a concluding sentence with
For these (tuwohreefour) reasons and Becaie of . Notice these two patterns

Panom s Forthese ____ reasons, (+ senfence).
For these two reasons, Costa Rica is a wonderful place to study i you love widife.

Parmam 2z B of (poun phrasey, («

Because of its diverso habitats and many animal spacies, Costa Ricais a

Wondehd place 10 s8ay H you Iove WidhTe,

Using Conclusion Signals

© Look back a1 the outine in Part A of Practice 5, page 145, Use Indeed or
T sumup, For theso _____ reatons, and Becauss 10 rowrite the
% in throo c, ways.

1. adeed, f youhe looking for oot fond, amating service, and reasonable prices,
_Joe’s Diner is the ploce to g0

2
.

@ Look back at the outine in Part B of Practice 5, poge 146, Write theoo
afforont conclusicns, using Indeed or To sum up, For theee
roascns, and Becauso of .

1.
2

3

WHito a paragraph recommending a place to study English using the cutine
‘ you created in Practice 1 (poge 13%). Follow these directions.

1. Follow your outline as you write your drafe.

2 Use signals to duce your reasons and examples, Try' to use
Sor example, for instance, and such @ atleast once.
3. Addacondud R ber to use an conclusion

FPY

signal, such as bndead, Tomnup For reasons, of Becase of

A Proofread your paragraph, and correct any mistakes.

150 CHAPTIR S

Chapter Overview  Xiii




Sentence Structure, Grammar, and Mechanics
sections help students understand the building
blocks of sentences and accurately construct
different types of sentences.

SENTENCE STRUCTURE

There are four basic sentence structures in Englisk (1) simple, (2) compound,

(3) complex, and (4) comp ] phex. In this chapter, you will leam about
smple sentences,

SIMPLE SENTENCES

Asimple sentence is a sentence that has one subjct-verb pair.

The subject (S)in a smple sentence may be a single subject (consisting of a
word, noun phrase, or subpxt pronoun) of it may be compound. That is, it may
consist of two or more subjects (nouns, noun phrases, or pronouns) joined by
connecting words like and or or;

$ $
My beothee and | are complataly Sifferent

s 3
Mary o Rita will Mmoot you 3t the Jirpont

The verb (V) ina simple sentence may also be compound. It may consist of
two or mone verb forme pined by connecting words such as and or or, However,
these are simple sentences because they have only one subject-verb pair.

v v
Thay laughed and cred at the same tme.
v

v
He walls or Cychas 10 work

Study the simple sentonces in the left col and their patterns in the right
columa, There are many variations, but each sentence has only one S V pair,

s v

1. My younger sister speaks English well. sV

s s v e
2. My mother and father speak English well SSV

s $ v v
3. My mother and father speak and write English well.  SSVV

s v v
4. My brother doesn’t speak or write English wdll SVWV

20 CHPTER 1

Editing skills are sharpened as

students find and correct errors in

sentences and paragraphs.

Xiv  Chapter Overview

Simple charts with clear
examples make the rules
easy to see and remember.

5. names of languages or nationalitics English Russian
that are the name or part of the name . - ) -
RN English history Russian art
AND

6. specific places you can find ona map  England

names of school courses with numbers  English History 201 Physics 352

South America
First Street the Amazon River

New York City Times Square

EEIEEEE €otion Copitatization Errors

A

A

Work alone or with a partnee. Road the paragraph. Change the small lotters
10 Capital 1ottors whoro Noeded.

Mm z
aark Zuckerberg
One of the most famous young entrepreneurs® in
the united states is mark zuckerberg, he is the creator

of a company called Facabook, zuckerbery was bornin

1984 and grow up in dobbs forry, new york. his father

was a dentist, and his mother was a doctor. Zuckerbery was always
interested in computers, as a yourg student, he attendad public schools
however, after his second year of high school, be transferred to a private
school. he was an excdlent student in physics, astronomy, math, latin,
and ancient greek. In september 202, he entered harvard university.

he created the computer software for facebook in 2004, he started the
website when he was 19 and didn’t know musch about business, Teday,
faccbook is one of the most popular sodal networking websites in the
world, and zuckerberg is a billionaire. his imagination and hard work
helpad to change how we communicate.

Yentrepoencan: pacple wWho stact comganies, arnange businass Sealy, asd ke
ks 0 onder % make 3 geodn

Doscre Poccle 19




Step-by-step Writing Assignments make
the writing process clear and easy to follow.

WRITING ASSIGNMENT

Your writing assignument for this chapter is to write a paragraph about your
family or about one person in your family. Use the writing modds on pages 5
and 6 and the final draft of “My Grandmether™ to hdp you. To complete the
assignment, you will follow the steps in the writing process:

B Prewrite>  STEP 1: Prownito to got ideas,

o Make a list of questions and then use the questions to
interview one or mare family members, Take notes during
the interview.

¢ Review your notes and think about your topic.

o Froewrite about your topic for about ten manutes,

¢ Rercad your freewriting and mark it up. Cirdle idecas that
you will use in your paragraph. Cross out ideas that you
won't use.

* Review the wonds in Looking at Vocabulary and Applying

‘ocabulary on pages 6-7 and 26. Look at your freewriting
again and, if possible, add in some of these words

(@ Wi > STEP 2: Write the first draft,

o Write FIRST DRAFT at the top of your paper.

o Write the paragraph. Begin with a topéic sentence that
generally describes your family or family member.

My family is small and ciose
My grandtathee is od in yoors but young in spint.
My brothar ks the imesponsdle one in our family,

* Write about dight to ten more supporting sentences about
your family or family member. In these sentences, explain
what you wrote in your first sentence. How dows your
family show that it is close? How does your grandfather
show that he is young in spirit? In what ways is your
brother irresponsible? Give examples.

o End your paragraph with a conchuding sentence that
relates back to your topic sentence and tells how you fedl
about your family or family member.

Now we Fve for fom 03ch othor, Bt we will Bways 10dl close in our hedrts.
My grandtathee will dwarys S0 young 10 me.
My Drothae will never Qrow up.
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Self-Assessment encourages
students to evaluate their progress.

Peer Review and Writer’s Self-
Check Worksheets at the back of
the book help students collaborate
and sharpen their revision skills.

@7 & > STEP3:Reviso and odit the draft.

o Exchange papers with a partier and give each other
feedback on your paragraphs, Use Chapter 1 Peer Review
on page 206,

o Consider your partner s feedbadk and revise and odit your
paragraph. Mark charges on your first draft,

o Check your paragraph carefully against Chapter 1
Writer"s Self-Check on page 207, and make more changes
as neaded.

32 wiee > STEP 4: Writo a now draft.

o Refer to the changes you made on your first draft and
write a neat final copy of your paragraph.

. ofread it carefully.

o Hand it in to your teacher. Your teacher may also ask you
to hand in your prewriting and your first drafe,

In this chaptor, you learned to:

() Use quastions and note taking 1o gat ideas for writing

() identity the thres parts of a paragraph

O Use correct paragraph fomat

O Rocogaize subjicts, wibs, and otiects in complete
SOUNNCHS

D Use 2ix nubss of capitalization

) Work with sim ple sentences

0 Wirito, rwise, and ocit 3 paragraph Sescrding 3 parson
Which cnes can you do well? Mark theen ¥

Vihich 0n0s 6o you need 10 practice more? Mark them &
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Expansion sections challenge
students to build on the writing skills
they have practiced in each chapter.

EXPANSION

@ TIMEDWRITING

To succeed in academic writing you nead to be able to write quickly and
fluently: For example, you might have to write a paragraph for a testin class,
and you only have 30 minutes. In this activity, you will write a paragraph in
dass, You will have 30 minutes, To complete the activity in time, follow the
directions.

1. Read the writing prompt bedow (or the prompt your teacher assigns)
carefully. Make sure you understand the question or task. Then decide on
the topic of your paragraph. (3 minutes)

2 Use dustening to get ideas, Decide which ideas you will write about and
then make an outline to organize your ideas. (5 minutes)

3. Write your paragraph. Be sure to include a title, a topic sentence, histing
order transition signals, supporting ideas, and a conduding sentence.
(15 ménutes)

4. Proofread your paragraph. Correct any mistakes. (7 minutes)

5. Give your paper to your teacher.

Prompt: Write a listing-order paragraph about a teacher or a boss. What

characteristics and abilities made the person memorable? Indude
examples to support your main ideas,

() YOURJOURNAL =

Timed Writing activities help
prepare students to write well
on tests.

Your Journal encourages
students to develop and

Continue making entries in your pournal. If you cannot think of a topic

for a pournal entry, try one of these ideas:

o What career or profession are you interested in? Discuss
two or three reasons for your interest. Support each reason
with examples or explanations,

o Overall, was your high school experience positive or
negative? Indude theee main reasons and support cach one
with examples or explanations.

o What are the most important characteristics for a friend to
have? Write about two or three charactenistics and say why
they are important.

For move ideas for journal entries, see Appendix A om page 193.
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CHAPTER

1

OBJECTIVES
Writers need certain skills.

In this chapter, you will learn to:

® Use questions and note taking
to get ideas for writing

® |dentify the three parts of a
paragraph

® Use correct paragraph format

® Recognize subjects, verbs, and
objects in complete sentences

® Use six rules of capitalization
® Work with simple sentences

® Write, revise, and edit a
paragraph describing a person

DESCRIBING PEOPLE

Each person in a family is unique. Can you think of a different
word to describe each person in this family?



INTRODUCTION

Academic writing is the kind of writing you do in high school and college.
Its purpose is to explain something or to give information about something.
Academic writing requires a number of skills. For example, you must be able
to express an idea by arranging words in a correctly formed sentence (sentence
structure). You must also be able to arrange your ideas in a well-organized
paragraph (organization). And, of course, you must be able to write using
correct grammar and punctuation.

In this chapter, you will learn how to write a well-organized paragraph
about a person. You will learn about the parts of a paragraph and correct
paragraph format. Then you will learn about the parts of a sentence and the
structure of simple sentences.

To help you get ideas for writing, you will first do some prewriting.

PREWRITING

Before you write, you need ideas to help you get started. In academic
writing, it is often useful to write down your ideas so that you can begin to
organize them into paragraphs. This is known as prewriting.

There are many different prewriting techniques. In this chapter, you will
use two techniques: asking questions and taking notes. You will use these
techniques to get ideas for a paragraph about one of your classmates. Later in
the chapter, you will look at another prewriting technique known as freewriting
(see page 27).

ASKING QUESTIONS AND TAKING NOTES

Asking questions and taking notes are prewriting techniques that help you
gather information and get ideas. When you take notes, you do not have to
write complete sentences. Just write down the important information.
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PRACTICE 1 Interviewing a Classmate

Q Look at the topics. Which topics are OK to ask about? Check (v') Yes or No.

Then add two more topics that you can ask about.

Torics OK 10 ASK ABOUT?

N
B W N R ©

ol OSN[RRSR RIS

e
S =

First and last name

Age

City and country

Family status (married, single)
Religion

Address in this country

Length of time in this country
Length of time studying English
Reasons for studying English

. Job or occupation
. Salary

. Hobbies or sports
. Weekend activities

. Plans for the future

Yes

[<S i< (ISR WISTN (ST s ST Rl ST (SN s s sl iy Sl Sl

No

InISy (s i isiln (il il GR(eii G il N i (NI ISR I RS RIS

@ On a separate sheet of paper, write a question for each Yes topic in Part A.
Then compare questions with a partner. Make sure your question forms
are correct.

1. Whatis your name?

3. Where are you from?

Describing People 3



(® Use your questions from Part B to interview a classmate. Take notes. Ask
more questions to clarify spelling and other information. You will use this
information in the Try It Out! activity on page 13.

Whatis your name? San'l'y Valverde

Where are you from? Michoacén, Mexico

ORGANIZATION

A paragraph is a group of related sentences about a single topic. The topic of
a paragraph contains one, and only one, idea. A paragraph has three main parts
and they appear in this order:

e The topic sentence names the topic and tells what the
paragraph will say about it. This sentence is usually the
tirst sentence in a paragraph.

e The middle sentences in a paragraph are called the
supporting sentences or the body. Supporting sentences
give examples or other details about the topic. In some
cases, they might even tell a story to illustrate the topic
sentence.

e The last sentence in a paragraph is usually the concluding
sentence. The concluding sentence often restates the topic
sentence in different words or summarizes the main points.

A paragraph is like a sandwich: two pieces of bread (the topic and
concluding sentences) holding the key ingredients (the supporting sentences).

TOPIC SENTENCE =

SUPPORTING SENTENCES ——> <A
s S ——
O -

CONCLUDING SENTENCE =
®
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LOOKING AT THE MODELS

The writing models describe two people. Writing Model 1 is about a teacher,
and Writing Model 2 is about someone’s best friend.

Work with a partner or in a small group. Read the models. Then answer
the questions.

rd Writing Model 1

|l§|llllll1ll|llll2|l||l|lslllllll4lln|ltl5|ll|||16All

Mrs. Robinson

Mrs. Robinson, my first grade teacher, was an important person in my life. | was
only six years old, but she taught me a valuable life lesson. In the schools in my country,
children usually learn to print before they learn to write in cursive script (like handwriting).
Mrs. Robinson didn’t believe in printing. She thought it was a waste of time. She taught
us to write in cursive script from the first day. At first it was hard, and she made us
practice a lot. That made me angry because | wasn’t very good at it. | remember filling
entire pages just with capital Os. | didn’t think | could ever learn to write beautifully, but
Mrs. Robinson was patient with me and told me to keep trying. At the end of the year,
| felt very grown up because | could write in cursive script. | was proud of my new skill.

Mrs. Robinson was important to me because she taught me the value of hard work.

Questions about the Model

1. Which sentence gives more information: the topic sentence or the
concluding sentence?

2. How many supporting sentences does the paragraph have? How do they
support the topic sentence: Do they give examples, or do they tell a story?
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rd Writing Model 2

||§o||||u|1lllla||2l||||-13||l|||l4l|l||n|50||||'|6A||

My Best Friend

My best friend, Freddie, has three important qualities. First of all, Freddie is always
ready to have a good time, so | love spending time with him. Sometimes we play Frisbee
in the park. He’s very funny when he chases the Frisbee. Sometimes we just sit around in
my room, listening to music and talking. Well, | talk, and he just listens. Second, Freddie
is completely trustworthy. | can tell him my deepest secrets, and he doesn’t share them
with anyone else. Third, Freddie is caring and understands my moods. When | am tense,
he tries to make me relax. When | am sad, he tries to comfort me. When | am happy, he is
happy, too. To sum up, my best friend is fun to be with, trustworthy, and understanding—

even if he is just a dog.

Questions about the Model

1. Which sentence is longer: the topic sentence or the concluding sentence?
Which of these two sentences has surprising information?

2. How many supporting sentences does the paragraph have? How do they
support the topic sentence: Do they give examples, or do they tell a story?

/ Looking at Vocabulary: Descriptive Adjectives

When you write about people, you need to use words that describe a
person’s personality and feelings. Learning synonyms® for common adjectives
is a good way to expand your vocabulary and improve your writing.

Synonyms are especially helpful when you want to write more than one
sentence about a particular part of someone’s personality.

My teacher almost never gets angry with us. I’'ve only seen her lose her temper once, and
even then she didn’t stay mad for more than a few seconds.

Rainy days make me feel sad. When the sun is out, | never feel unhappy.

!synonym: a word with the same or nearly the same meaning as another word
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PRACTICE 2 Looking at Descriptive Words

) Look at the adjectives in the first column of the chart. Find and circle them
in Writing Models 1 and 2. The adjectives are in the order that they appear
in the models.

DescripTive WoRDs

Adjectives Synonyms

angry mad

patient

grown up

funny

trustworthy

caring

tense

sad

(® Use the words from the box to complete the chart in Part A.

amusing dependable mad nervous
calm kind mature unhappy

@ Use the words in Part B again to complete the sentences. Two of the words
are extra.

1. Nadia isn’t talking to her cousin Jamal. She’s mad at him
because he forgot her birthday.

2. Some students learn more slowly than others, so teachers need to

be

3. Diego has a big job interview on Monday. He’s very
about it.

4. Rita’s daughter is only 10 years old, but she seems older. She’s very

for her age.

5. I can tell my best friend anything, and I know she won't tell others. She’s

very

6. My sons are very . They always make me laugh.

Describing People 7



FORMATTING THE PAGE

As you saw on page 4, a well-organized paragraph needs to have a topic
sentence, supporting sentences, and a concluding sentence. In addition, it needs
to use correct paragraph format. In this section, you will learn about correct
paragraph format, and then you will use it in a short writing activity.

In academic writing, instructors require students to use correct format for
paragraphs. Look at the guidelines and models for handwritten and computer-
written work. Your instructor may have other requirements, so be sure to
follow them.

Page Format for Handwritten Work

The Paper

Use 8%2-inch-by-11-inch lined paper with three holes. The holes should be on
your left side as you write. Write on one side of the paper only.

The Ink
Use black or dark blue ink only. Do not use pencil.
The Heading

Write your full name in the upper left corner in the wide, unlined area at the
top of the page. Under it, write the course name and number. Below that, write
the date the assignment is due in the order month-day-year, with a comma after
the day.

The Title
Center the title of your paragraph on the first line.

The Paragraph

Skip one line, and start your paragraph on the third line. Remember to
indent the first word about %2 inch from the left margin. (Indent means to leave
some space at the beginning of the line.)

Margins

Leave a 1-inch margin on the left and right sides of the paper. Also leave
a 1-inch margin at the bottom of the page. Your teacher may use these empty
spaces to write comments to you.

Spacing

Leave a blank line between each line of writing. You and your teacher can
use this space for corrections, comments, and revisions.
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YOUR NAME —> Anh Nguyen
COURSE NUMBER —> Eng[i_rh 50
DUE DATE =———> Albrl'[ 15,20

CENTER TITLE > My C[aﬁ mate

INDENT THE FIRST
SENTENCE —> My classmate Santy Valverde is an interesting person.

She camesfram Michoacdn, a small city in the western part
SKIP LINES < anexico. She arrived in this country two years ago. She is

.ring[e and lives with her best frienc/ Anna fram Mexico.

They grew up in the same neighborhood in Michoacdn, and

MARGIN

their friendship has lasted 16 years so far. This semester
MARGIN

Santy is :z‘udyl'ng art, Eng[i.r/t , and computer science. Aﬁer

school, she and her roommate work in a restaurant as

waitresses. Santy likes /lerjab very much. On weekends, she

ofz‘en goes to the gym or lb[ays vo/[eyba// with her friena’:.

5/16 lb[clh.f to became a webm‘e de:fgner. Sdh{y /ld.f a bbl.fy

[g‘e , and she seems to have a brig/n‘ fm‘ure ahead of her.

Describing People
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Page Format for Work Done on a Computer
The Paper

Use 8%2-inch-by-11-inch white paper.
The Font

Use a standard font style and size, such as Times New Roman font, 12 point
font size. Do not use underlining, italics, or bold type to emphasize words. It is
not correct style in academic writing.

The Heading

Type your full name in the upper left corner. On the next line, type the
course number. On the third line, type the date the assignment is due in the
order month-day-year, with a comma after the day.

The Title

Skip one line. Type your title and then center it, using the centering icon on
your word-processing program.

The Paragraph

Skip one line, and start typing on the next line. Indent the first word by
using the TAB key. (Indent means to leave some space at the beginning of the
line. You can set the tab for about 0.4 inches, which gives you an indent of about
5 spaces.) Type your paragraph without entering line breaks (returns) at the end
of each line. The computer will do this automatically. Only enter a line break
(return) at the end of the paragraph.

Margins

Leave a 1-inch margin on the left and right margins.
Spacing

Double-space your paragraph.
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