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TO THE TEACHER

Welcome to the new edition of Level 3 in the Longman Academic Writing Series, a
five-level series that prepares English language learners for academic coursework.
This book, formerly called Introduction to Academic Writing, is intended for
intermediate students in university, college, or secondary school programs. 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 book integrates instruction in paragraph and
essay organization and sentence structure 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. You will find a wealth of realistic models to guide writers and clear
explanations supported by examples that will help your students through typical
rough spots. These explanations are followed by the extensive practice that learners
need to assimilate writing skills and write with accuracy and confidence. There are
interactive tasks throughout the text—pair work, small-group activities, and full-
class discussions—that engage students in the learning process and complement the
solitary work that writers must do. The tasks progress from recognition exercises to
controlled production and culminate in communicative Try It Out activities.

The first part of this book presents comprehensive chapters on how to format
and structure basic and specific types of academic paragraphs. Students will learn
how to organize different paragraph types, including narrative, process, definition,
cause/effect, and comparison/contrast paragraphs. In the second part, learners are
introduced to the basic concepts of essay writing. Finally, the extensive appendices
and a thorough index make the text a valuable and easy-to-use reference tool.

What’s New in This Edition

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

e Two new vocabulary sections, Noticing Vocabulary and
Applying Vocabulary, explain specific types of 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 Try It Out! activities challenge students to be creative and apply
the skills they have studied;

e Writing Tips contain strategies that experienced writers use;
e Self-Assessments ask students to evaluate their own progress;
e Timed Writing practice develops students” writing fluency.

To the Teacher Xi



Xii

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.
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CHAPTER OVERVIEW

Longman Academic Writing Series, Level 3, Paragraphs to Essays offers a
carefully structured approach to intermediate academic writing. It features
instruction on paragraph and essay organization, grammar, sentence
structure, mechanics, and the writing process.

Four-color design makes the lessons even more engaging.

CHAPTER BASIC PARAGRAPH
3 STRUCTURE

‘”‘c‘“"s Realistic writing models present the
write academic texts, you need L 4 - .

o master certan sk, type of writing students will learn to

In this chapter, you will keam to: . .

« Kbentty and it togic produce in the end-of-chapter Writing
SONNNCS .

A T Assignments.
0NNOCO

* identily and writo conchuding
S0NNOCS

S E I sl hitel
S0NNACES and Paragy

© Use dotaled «7.:: o In Chapeer 2, you learned about narrative paragraphs. Chapeer 3 shows how to
STrUCtuno Paragr develop a topic by focusing on one main sdea. In an acadenic paragraph, writers use

* Write, riniso, and edit an acumk:mhq‘;ﬁz oqunrﬁbon They write a genwral \!.m-nwch 1:5\;5:‘“ lht:: main
s paah et Mot Ak ks gt T

you will write a paragraph with this bassc structure.

ANALYZING THE MODEL
The wiriting model discusses the advantages of kisure tinw.,
Road the model, Then answor the questions.

,/\\‘.iling.\kdd
‘..g.......,......., ....... TR Greabunan TEXTREEL Ly

Whit are the Bemefits of leisure cticitios? Toke a Broak!

11 10day’s busy world, & is easy 10 forget about the importance of taking tme off. 2 Whethee
1 lasts for & couplo of hours of & fow Gays, levsuro tme has spacie benotns, 3 Frest of o,
rekaation rechaces strens Shat can kad 1o sercus health probiems. & For axarmpie, some pecsie -+
2000 8 t0l Gary winehieg movies of reading, 5 Others play 290ns. € Whatowe the actiity,
they Bogin 10 foal physically and ernctionally stongie, 7 The naxt Denedt 5 creativity. 8 Individusls
With hobibess ch 83 photopraphy, tavel, and Mmusc Sevelop maw Laknts and Ot ideas that
they can use 3t 5chool or In the ofce. 9 Finally, NSerosts outsico of work can lead 10 3 postive
antude. 10 For instance, when volunteers help childnen learn 10 read, they fesl wonderil about
what By have achioved. 11 Than By 00l 1 working harder whan Sy returm 10 thair rogular
reaponsbities. 12A1 in all, leisire tene helps pecpie stey healthy and has the addtional benefit of
alowing thaen 1 work mose y and

Chapter objectives provide clear
goals for instruction. Questions about the Model

1. Look at the title. What is the topic of the paragraph?

2. Look at the second sentenoe. What dovs it say about the topic?

3 Now kook at the Lt sentence. Dows it summarnize the maln points o restate the
Bopic sentence in different words?

Chapter Overview  Xiii



2 g Vocabulary: Adjecth <

Noticing Vocabulary points out useful

< -

Adjectives add color and detail to your writing, Notioe the boldface wonds in this
excerpt from the writing moddl. They ace all adixtives.

In today's busy world, it is easy o forget about the importance of
kg timo off, Vibether it lasts for a couple of hours or a fow days, kesuro
tma has specific benefits. First of all, refaxation reduces stress that can
load 10 sericus hoalth peoblems. For examgie, 50me pecple spend a
rostiul day watching movies o reading.

In some cases, you will cocognize adpctives by their endings, o sulfives. For example,
the endings «af, «ile, S, +ic, doe, less, «ous, and =y often indicate that the woed is
an adpxctive.

Kiontitying and Forming Adjoctives

Q Work with a partner, Us five moro adjectives in S 9-120ithe
writing model. Clecle any woed endings that helped you identify the woed as an
adpective, Use your dictionary as needed.

@ Work with a partnor, Make tho woeds adjoctives, Use your dictionary 1o eheck
the correct form and speliing. In some cases, there may be more than one
possible comect answer.

1. achieve achievable
2. benefit

3. croane

4. onorgize

S, function

6 help

7. produce

LA

9. study

10. stress

Dasic Paragrach Sructre 53

Word family charts help students expand

word parts, word types, and phrases from
the writing models.

Applying Vocabulary allows students
to practice the new vocabulary and
then use it in their Writing Assignments.

l

# Applying Vocabulary: Using Adjectives

Betfore you bogin your writing assignanent, neview what you learmed about adpctives
on page 53

IEIEIERTE Using Adjoctives

©Q Complote the chart with adjectives. Use your dictionary as needed.

T T T
| coméort

their vocabularies.

Xiv  Chapter Overview

comfort comfortable |

| enjoyment esiy S

| reliabisty rely retiably

‘ analysis analyze analytically

| speific specify B — ]
> ‘ Rt negate nogatively

| disection direct dinectly

Lmﬁm caution

@ Write a trus sentence for each topic. In each sentence, include one of the
adjectivos from the chart,

1. My faverite hotby
Mleyve te sitino comfertoble choir onad ploy enline videe gomes with sy friends,

2. My personality

3 My dadly sehadule

4. My biggnest foar

S My feeling about technclogy

6. My way to solve a problem

72 cHAPTERD




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

ORGANIZATION

A paragraph is like a sandwich. The topic sentonoe and condluding sentence ane the
two paoces of “bread”™ encloning the “meat™—the supporting, senbences.

SAPCETAG SOCTTNCLS

OIS BTN

The topic sentence presents the main idea of the paragraph. The supporting sentences
give information 1o explain or prove the main kdea. The concluding sentence
sumanarizes the main ke or nestates the topic sentonce in different wonds,

THE TOPIC SENTENCE

The topac sentence is the mont IMPOtant sendende in a paragraph. it has two pasts:
atopic and a controlling idea The topeéc names the subyect of the paragraph. In the
writing model on page 52, the topik Is leisure time. The controdling kdea tells the main
Idea about the topic. 1t is calked the contralling idea because it controls, or limits, the
topic 80 a very spexific idea. In the model, the controlling sdea is that keisure time

Is beneficial

Hore are examples of tophke sentences with the same topéc but different controlling ideas:

CONTROLLNG o

e Yoot [ g |

1o, Sceme are relxong,
[ GO ey
[ X ——) A |
1B, Somo hobios are 100 expansiie.

CONTRCL LG,
rtome [ Ra |
20, Some jo0s a0 Aangerous,
fr— TG -
— T0C — A
20, Some jobs are repetitive and borng.
«u;’:ur.

o Yoo - 1{_
26, Som 003 are parfect foe students,

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

Writing Tips provide useful strategies
to help students produce better writing.

Simple examples make the
concepts and rules easy to see
and remember.

Writing Concluding Sentences

Road the Thon writo an appeop boding on
the line.

Why Hybrids Are on the Rise

There ase theve important factors behind the increase in popularity of
hybaid cars. Abelief in environmental protection is perhaps the primary factor
when people choose a hybrid. Hybrid cars wse a combination of gas and other
fueds such as electricity. Therefore, they consume less gas and release loss
carbon dionide than cars with traditional gasoline engines. As a result, Mybrids
Cause Joss adr pollution and less harm to the envisonment. The second factor
that drives consumers to buy hybrics is the desine to save money. With fuel
prices cn the incroase, mosorists ane looking for cars with better mikeage, and
hybaids offer a good selution. For example, in city driving, a Toyota Prius can
£0 53 mikes on one galkon of gas, but a Toyota Corolla with a traditional engine
gets only 27 miles por gallon. Because hybrids use less gas, they are good not
only for the environment but also for the wallet. The third factor that Causes
consumens to buy a hybrid &s simply the cool factoe. Cortain car buyers e
the idea of having an autoasedile with modem tchinology. They want to drive
2 vedicke that is mew and difforent. Owriing 3 hybrid makes those consumens

focd spexial

Writing Tip

By using a clusior dagram, you will be able 1o have a more complese
picture of causes and efects. Then you can focus on the important
| Canssan o offects In your paragraph.

158 CHAPTERT
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Sentence structure sections provide
practice with the most challenging
structures for intermediate students. This
includes writing varied sentences and
correcting run-ons and comma splices.

SENTENCE STRUCTURE

Good writers help thelr readers by charly marking the beginning of each sentence with
3 capital ketor and the ending of exh sentonde with a period. The capital letters and
the persods that identify the sentences in a paragraph ane important signals that allow
the reader to stop and think for a mosent before moving on

RUN-ONS AND COMMA SPLICES

In Chapter 1, you kamed about 3 senitonce evror callod a fragment, o incomplete
sentemce. In this chapter, you will keam how to avesd a run-on and a comma splice, two
mistakes that oocur when a sentence should end but instead continues

A runcon happens when you join two simple sentenoes without a comma and withowt
3 Conncting word, A comana splice error happans whon you join two sisple sentonces
with a conuma alone.

mavon Mo Eko 10 shop quickly women Bk 1o tako thair time.

comn sce Maon ko 1o shop quichdy, women ki 10 take thee tme.

CORRECTING RUN-ONS AND COMMA SPLICES

There are throe casy ways 80 comact run-ons and comma splice.

1. Join the two samtences with 3 comma and 3 coordinating conjunction such as end,
Bedt, ¢ 50,

2 Make two sentences. Separate the two sentences with a period

3. Add 2 senience connextor (and a comma) o the second sentence, if you want to
show the nvd Bips I the two

comecnona Mea Bo 10 shop quicidy, but women e 1o take ther tme,
Mea B0 10 shop quickly, Women o 10 takeo ther Bme,
Men Bco 10 shop quickly. However, women K 10 take thew time.

FINDING RUN-ONS AND COMMA SPLICES

Cormcting run-ons and conma splices is relatively easy. Finding them is often the real
challenge. Hore are some tips 1o help you nvognize run-ons and comma splices.

Check all sentences that Rave a comaa in the middle, Ask yourself: What s the finst
subject in this sontence? What verb goes with it? Read further. Is there another subject
with its own vord? [ the answr is yes, look for a cooedinating conjuntion, If theve is
£000, than this 5 3 FUE-00 OB,

Transition signal charts help students
use connecting words and write more

Editing practice allows students
to sharpen their revision and
proofreading skills.

TGS EE Editing a Paragraph for Consistency

Find soven more consistency omors in the use of nowns and proncuns.
Make comections.

Working as a Retail Buyer

Young peophe who ace interested in fashion may want o conséder
working J\m for retadl stoevs, Retail bayers work for dopartonwnt stoces
and Large chain stores. They look for and <hoose the merchandise 1o sell in
the store. Retall buyvrs often specialize in one type of merchand e, such as
mwny's casual clothing o women’s shoes. You choose the merchandise that you
think will sell well in your stores and appeal o your customerns. Buyers also
travel to trade shows and fashion show's to Jook at pserchandise. He o she will
purchase products about six months before the merchandise appears in the
stoees, You meod 1o be able to predict Eashion tronds, undorstand cotail sakes,

and work cooperativdly with managors in sales, advertising, and marketing,

Placing and Py ing Tr Signals C ly

Transation signals are like traffic signals. They tell your neader when to show down,
turn around, and stop. You have aleady used soveral transition signals, The chast
prosents those you know and a fow new ones.

Sovrence Comngcrons Coonomarna
Conmmenons

To present main points in time order

First (second, etc), To begin with,
First of all,

Later,

AL il

coherently.
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Neat,
After that,

(comtivwad on next poge)
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Preparation for Writing sections teach
prewriting techniques for gathering and
organizing information.

PREPARATION FOR WRITING

There aoe many ways 1o gather ideas and begin to organize thom befome you start writing
an acadomic l‘""ﬁ"ﬁ‘ I Chaptors 1 and 2, you loarnad to use Inting w]rm:ﬂlm\ as
prowriting techniques 1o get idoas. ln(‘m;“ 3, you kamed about cutlining as a way of
ceganizing  paragraph. Now you will kam ancther helplul pewriting techniqoe.

CLUSTERING

Clustering is a way 10 come up with sdeas in an organized way: [t looks on the page

a bit the way it foels when you are thinking of lots of ideas. When you use dustering,
You start by writing your topéc in a circle in the middle of your paper. As you think of
related ideus, you write these ideas in smaller cirches around the first ciecke, The related
adoa in each senall cincle may produce even mone ideas and, therefooe, move cnckos
around it. When you have run out of ideas, your paper might look something like this
diagram. The writing model on pages 122123 came from ideas in this diagram.

L3

o)

dv‘f‘-cdfy

Yclﬂu
o /F«v\n,

You can sev that the writer thought about what courage is. She thought of wonds and
pheases that were linked in her mind with courage. She also thought of examples of
people who had shown courage, including people from the past and present, well
Snown heroes, and someone from her own life. Therefoee, she decided that the best
way o organize and write her paragraph was 1o begin with a definition of courage
and then to explain the definition with examples, She chom to pat the examples of
wellknown people and heroes first. Then she presented a hero from her own life. The
wiriter didn’t include all of her prewriting ideas in the paragraph. She also addod some
information to har pasagraph that was not past of the prowriting,
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Step-by-step Writing Assignments
make the writing process clear and
easy to follow.

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

On & separato shoot of Papor, Practic tho 9 iquo 16 develop &

1opic for the writing assige Foliow the &

1. Choose 0ne of the suggested topscs. Wiste the topic in a Lasge circle in the conter.

2. Think about the topic for one or two misutes. Then write cach new ke that
comes into your mind in smaller cinckes around the large circke.

3, Think about the idea in each saaller circle for one 0f two minstes. Write any new
Kdoas in even sonaller clrckes.

4. Look over your groups of cirches. Which groups have the largest number of sdeas?
These are probalily the most productive ideas for your paragraph.

Torcs
* a word that describes your home culture
* an important term from your magor feld of study
* 2 definition of what a good teacher is
* a definstion of culture shock
* what the wond sscoes smoans to you
* a definition of a whata leader is

WRITING ASSIGNMENT

You a10 going to write a definition paragraph about 3 word, coniope, of custoen, Fallow
the steps in the wWriting prooess.

B Pewie>  STEP 1: Prewrite to get ideas.

Use the cluster diagram that you completed in the Try 18 Out! sctivity above, If you
nowd to develop your topic fusther, ow\:muuwlmgm your diagram until you ane
satisfied with it. Highlight the Sdoas on the diagram that you like the nost

[C0mankze>  STEP 2: Organize your Ideas.
Use the information in your custor diagram to make 3 detaiked outline of your topic
* Include the definstion that you will use in your paragraph.
* Add your support. The support can give additional information
by telling s, s, whvre, wien, loee, 0 ity o7 by presenting 3
Process, examples, of a description.
* Use your outhne 1o gubde you as you write,
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(@ wme >  STEP 3: Write the first draft.
© Write FIRST DRAFT at the top of your paper.
® Begin your paragraph with 3 topic sentence. Use the definition
from your cluster diagram. As sevdod, madify the definition so
that it is Ike the 0nes you wrote in Practice 4 on page 126

« For unity, present your supporting information in a logical onder.

® Use transition signals to make your paragraph coherent.
© Try to include 3 wond origin and /or idiom that goes well with

Your &’1":
. l‘a\ Mbention o sentende structure. ln(lu.io 2 variety of sentence
simple, comp d, and U

.sd;\m wclauses and appositives, l'un.tu.na' thaen correctly.
* Write a conclusion that tells why the topsc is important,
Inderesting, or unigque.

o Write a stk It should cleasly identify yous topic. For examples,
Jook at the Sthes of the meodals in this chapter

@87 e > STEP 4: Revise and edit the draft.
* Exchange papers with a cassmate and ask him or her o check
your first draft using the Chapter 6 Povr Roview on page 264,

Peer Review and Writer’s Self-Check
Worksheets at the back of the book help

<
Then discuss the completed Poer Review and decide what -
changes you should make. Write a second draft

* Use the Chapter 6 Writers SelfCheck on page 265 to check
your second draft for format, onganization, Conimt, grammas,
punctuation, capitalization, spelling, and sentonde structuse

D= wiite > STEP 5: Writo a now draft.

Wirite 3 new copy with your final revisions and edits, Proofread it, fix any erroes, and
hand it in along with your first and second drafts. Your teacher may also ask you to
hand in your prewriting papers and the Peer Review and Writer s Solf-Chel K

R
In this chapter, you learned to:

) Icentdy and peoduce clodr dofintions.

) Use appositves corroctly

D Identty and writo with adjective clauses

) Use commas around axtra information

D Write, roviso, and odt a paragraph that dofines a word,
CONCIpt, o custom

Which ones can you do well? Mark them (5
Which 0nes o you noed 10 practico more? Mark thom 5
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Timed Writing activities help prepare
students to write well on tests.

Additional writing tasks encourage
students to further develop the writing
skills in each chapter.

Chapter Overview

As you kearned in previous chapters, you nead o write quickly 10 suocend in academic
writing, For example, sometinws you must write 3 paragraph for 3 test in <liss, and
you caly have 30, 40, or 50 misubes,
En this expanséon, you will write a well-organized paragraph in class. You will have
30 minutes. To complete the expansion in time, follow the directions.
1. Reod the writing prompt (or the promgt your texcher assigrs) cancfully, Make sure
you understand the Guestion of tisk. Then degin to think About Yous nesgonse.
(2 mxinutes)
Use clustering 1o develop the topic and 10 gather informatson about it. Then
oepAnize your information into a detaiked outlinw, (9 minutes)
Write your paragraph. Be sure that it has a tithe, 8 topic sentence, support, and a
concluséon. Use a varsety of sentence patterns: simple, compound, and complex
Inchude adjctive clauses and transition signals. (15 minutes)
4. Revise and edit your paragraph. Cormact any mnistales. (4 minuses)
8 Give your paper 10 your texher

students collaborate and sharpen their
revision skills.

Self-Assessment encourages students to
evaluate their progress.

EXPANSION

@ mimeo wriTING

™

-

Prompt: What is the meaning of the woed feily? Wrste your definition. Then give
details o explain

PARAPHRASING

A paraphrase is 3 estatoment or an eaplanation of another person’s wriking or spesch.
Unlike a summary, 3 pasaphrase contains both the main ideas and the details from an
original printed of spoken text. In some cases, a paraphrase may be kager than the
original teat. When you paraphrase writing or spesch, you wse your own words and
wntene stractune to present all of the odginal information.

The ability to paraphase is 3 secessary academic shill. You will noed to use it, for
example, when you take exams or do research. Paraph 15 Allows you to expl
complicated information in an understandable way and make dear connextions
Botwoen your ideas and the kdeas of others,

By paraphrasing, you can alo avosd the serfous prodlem of pligiarisen, of copying
work that is not your own. When you wrote defindtions in thas chapter, you may have
looked at a dictionary or talked 8o native English speakers. Instead of simply npeating
what you karmed, you expliined it in your own words, You parapheased

Look at this example of a paraphrase
oramas. We can all think of couragecus people from history.

Every o mplos of hstoacal Sgures who were brave,
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CHAPTER

1

ACADEMIC PARAGRAPHS

To write academic texts, you need

to master certain skills.

In this chapter, you will learn to:

® |dentify and use correct
page formats for academic
paragraphs

e Use capitalization correctly

¢ |dentify and write simple
sentences

e Check for and correct errors in
subject-verb agreement

e Check for and correct
fragments

e \Write, revise, and edit an
academic paragraph about
someone who has made a
difference

How did George Lucas change moviemaking forever?




INTRODUCTION

Each day you probably do many kinds of informal writing. For example, you may
make lists of things to buy at the supermarket or send text messages to your friends.
Informal writing may contain slang, abbreviations, and incomplete sentences. In
contrast, academic writing—the type of writing you have to do in school—is formal
and has many rules. It is different from everyday English, and it may be different from
the academic writing that you have done in your native language.

This book will help you learn and practice the format, sentence structure, and
organization appropriate for academic writing. Chapter 1 presents the basic format
and features of an academic paragraph. At the end of this chapter, you will write an
academic paragraph of your own.

ANALYZING THE MODEL

The writing model is about a well-known person who has made a difference.

Read the model. Then answer the questions.
rd Writing Model

Ilglllllll1lllllll2lll|lIl3lll|lll4lllllll5lll|lll6All

A Person Who Has Made a Difference: George Lucas

1 Filmmaker George Lucas has changed the film industry in many ways. 2 He has written,
directed, and produced some of the best-loved movies of our time. 3 He has also made major
contributions to modern film technology. 4 At first, Lucas did not plan to become a filmmaker.

5 His dream was to become a racecar driver. 6 After a bad accident, however, he had to modify
his plans, and he decided to get an education. 7 In college, Lucas studied moviemaking and
made a number of student films. 8 Lucas’s third feature film, Star Wars, changed everything.

9 A seemingly simple story of good versus evil, Star Wars became a huge international hit. 10 The
movie used new technologies that revolutionized the film industry. 11 One of these technologies
was a special computer-assisted camera crane (a tall machine with a long metal arm for lifting
heavy things). 12 Camera operators filmed most of the space fight scenes from the crane. 13 Lucas
is also responsible for the modern THX audio system, which improves the way a movie sounds

in theaters. 14 In addition, Lucas was one of the first people to use computer-generated images
(CaGl) in filmmaking. 15 In fact, Lucas’s company Industrial Light and Magic has created special
effects for hundreds of movies including Harry Potter, Pirates of the Caribbean, and Star Trek
films. 16 To sum up, George Lucas’s love of storytelling and his technological innovations have

completely changed moviemaking forever.

Academic Paragraphs 3



Questions about the Model

1. Who is this paragraph about?

2. What is the writer’s main point about this person?

3. What kinds of words are capitalized in the paragraph? Circle three examples of
capitalization: a person’s name, the title of a movie, and an abbreviation formed
from the first letter of words.

4. In Sentence 1, filmmaker George Lucas is the subject. What is the verb?

/Noticing Vocabulary: Word Families

Good writers make sure that the words they use have the right meaning and are in the
correct form. They know that the members of a word family are related to each other
and have a shared meaning. Learning more about word families will help you choose
words carefully and improve your writing.

The chart has examples of the noun and verb members of some common word
families. Notice the spelling patterns at the ends of the words, highlighted in yellow.
Word endings (suffixes) can sometimes help you figure out whether a word is a noun

or a verb.

decision decide
1. director direct
2. direction

1. innovator innovate
2. innovation
modification ~ modify

Identifying Nouns and Verbs in Word Families

Work with a partner. Complete the chart with nouns and verbs from
the writing model on page 3.

Noun VERB

writer write
1. contributor contribute
2.

1. educator educate

2

improvement

1. revolution

2. revolutionary

4 CHAPTER1



PRACTICE 2 Forming Nouns

Work with a partner. Complete the chart with nouns. Use one of these
noun endings: -or/-er, -tion/-sion/-ication, -ance/-ence, -ism, -ment, -ness.
Check form and spelling in a dictionary.

appreciation appreciate

assist

beautify

brighten

criticize

excite

lead

simplify

ORGANIZATION

In this section, you will learn how to format and organize a paragraph. From the
writing model on page 3, you can see that a paragraph is a group of related sentences.
A paragraph focuses on and develops one topic. The first sentence states the specific
point, or controlling idea, about the topic. The rest of the sentences in the paragraph
support the controlling idea.

In the writing model on page 3, the first sentence states the topic (George Lucas) and
the controlling idea about the topic (George Lucas changed the film industry). The rest
of the sentences in the paragraph support the controlling idea. The model also shows
the format of an academic paragraph.

Academic Paragraphs 5



FORMATTING THE PAGE

When you prepare assignments for this class, pay attention to the page format.
There are instructions to follow for both handwritten and computer-written work.

Page Format for Handwritten Work

Paper

Use 8 12-inch-by-11-inch lined, three-hole paper. The three holes should be on the left
side as you write. Write on one side of the paper only.

Ink
Use black or dark-blue ink only.

Heading

Write your full name in the upper right or upper left corner. On the next line, write the
course number. On the third line of the heading, write the date when the assignment is
due in the order month-day-year with a comma after the day.

Assignment Title
Center the title of your paragraph on the first 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.

Body

Skip one line and start your writing on the third line. Indent (move to the right) the
first sentence 12 inch from the left margin.

Spacing

Leave a blank line between each line of writing.
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vour Nname —> Mavrciela Perez
' MARGIN
COURSE NUMBER => Eng[l,rh ool HEADING

DUE DATE ——> Albrl'[ 2,20

CENTER THE TITLE .
ON.THE TOP LINE > /nfraducmg My.re/f

Is'::,ETZI,(T;:i/ZI,RNSJH —> Hello! | would like to introduce my:eé‘ to you. My name is

Marciela Perez. | am a student from the country of ElSalvador. | was
SKIP LINES \barn in a little town near San Salvador, the capital of our country.

I graduated from high school there. I came to the United States two

years ago with my mother and my two sisters. We went to New York,

where my Aunt Rosa lives. We lived with her in her apartment in

Brook/ynfor six months. She hellbed my sisters and me gez‘jabs. ! work

LEAVE 1-INCH
MARGINS ON THE

LerT, RIGHT, aND | Jfor a home health care agency. | help elderly people with their basic
BOTTOM
<>

needs. | work near City College, where my sisters and | take classes to
learn English. Now we have our own apartment near the college. My
sisters and | work during the day and go to school at night. | want to quit
my job and go to school full-time. I hope to go to college and become

a nurse practitioner. | speak Spanish fluently. | don’t think | have any
other special talents. My hobbies are making jewelry and going

to movies.
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Page Format for Work Done on a Computer
Paper

Use 8 12-inch-by-11-inch white paper.

Font

Use a standard font, such as Times New Roman. Do not use underlining, italics,
or bold type to emphasize words. It is not correct to do so in academic writing.
Use underlining or italics only when required for titles of books and some
other publications.

Heading

Type your full name in the upper left or upper right corner 122 inch from the top of
the page. On the next line, type the course number. On the third line of the heading,
type the date the assignment is due in the order month-day-year with a comma after
the day.

Assignment Title

Skip one line, and then center your title. Use the centering icon on your word
processing program.

Body

Skip one line and start typing on the third line. Use the TAB key to indent (move to the
right) the first line of the paragraph. (The TAB key automatically indents five spaces.)

Margins

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

Double-space the body.

Saving Files

Remember to save your work. Ask your teacher how to name files.
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vour name —> Marciela Perez

MARGIN

COURSE ; HEADING
womsen > English 001

pue paTe ——> April 2, 2020

SKIP A LINE AND THEN
CENTER THE TITLE

INDENT THE FIRST . . .
sentencerve . —> Hello! I would like to introduce myself to you. My name is

SPACES.

> Introducing Myself

Marciela Perez. I am a student from the country of El Salvador.

I was born in a little town near San Salvador, the capital of our
2:::; 8 <ountry. I graduated from high school there. I came to the United
States two years ago with my mother and my two sisters. We went
to New York, where my Aunt Rosa lives. We lived with her in her
apartment in Brooklyn for six months. She helped my sisters and

me get jobs. I work for a home health care agency. I help elderly

L EAVE 1iNGH people with their basic needs. I work near City College, where my

MARGINS ON THREE . .
SIDES sisters and I take classes to learn English. Now we have our own

apartment near the college. My sisters and I work during the day
and go to school at night. I want to quit my job and go to school
full-time. I hope to go to college and become a nurse practitioner.
I speak Spanish fluently. I don’t think I have any other special

talents. My hobbies are making jewelry and going to movies.

Academic Paragraphs
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TRY IT OUT! On a separate sheet of paper, write a paragraph introducing yourself to your
teacher and classmates. Use the models on pages 7 and 9 as guides. Write the
paragraph by hand, or use a computer. Format correctly.

Ask yourself these questions. Use your answers as a basis for your writing.
Add other information if you wish.

. What is your name, and where were you born?

. What do you want to say about your family?

. What languages do you speak?

. Where did you go to school? What were (or are) your favorite subjects?
. What jobs have you had in the past? What job do you have now?

Why are you learning English?

What is your goal or your dream?

. Do you have any special talents or hobbies?

O ® NS Ul R W N R

. What do you do in your free time?

Give titles to the paragraphs you write. A good title lets the reader
know your topic but doesn’t give away too much information. A title
can be short or long, but it rarely should be longer than ten words.

MECHANICS

In English there are many rules for using capital letters. You probably know a lot of

them already.
1. The first word in a sentence My best friend is my dog.
2. The pronoun I He and I never argue.

3. Abbreviations and acronyms formed from the =~ USA IBM AIDS
first letters of words UN VW CBS

4. All proper nouns. Proper nouns include God Allah  Shiva

a. Names of deities :
b. Names of people and their titles BZETE b [y 0 i

President George Washington

BUT NOT a title without a name my math professor, the former prime minister
NoOTE: Some writers capitalize titles such as The president (OR President) will speak to the
president and prime minister when they nation on television tonight.

clearly refer to one person.
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