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INTRODUCTION

(TO THE INSTRUCTOR)

This teaching material tries to introduce the learners to the basic '
elements of writing: writing parts of a sentence, writing sentences,

combining sentences, using mechanics, writing paragraphs, letters and
essays.

It consists of seven parts. The first part deals with writing different
kinds of phrases and clauses, Although this is not included in the
course description, it is believed to give remedial sentence level writing
to the students. Owing to this fact, much attention has not been given to
the number and kind of tasks set. The second part will help the students
know the kinds of sentence constructions, important elements in
sentence construction and the common errors the students make when
_z writing. The third part exposes the learners to the major mechanical
" aspects of writing at paragraph level. The fourth part deals with a higher

level writing-combining diffe-_nt kinds of pairs of sentences that have
different types of the. en relationships. The fifth part gives different
kinds of paragraph writing. Sample paragraphs are given to let the
_ students have concrete examples that would dive them some idea on
_ how paragraph writing should look like. This should not, however, be

- considered as giving a model writing for there is no one best type of
~ writing on any topic. -

~ In other words, the first half of this part gives general tasks on
~ Paragraph writing while the second half treats different kinds of
'_»;géragraph writing. This technique is believed to help the students write
_ general expository paragraphs before they are required to write specific
pes of paragraphs which could be more demanding.

‘.T.he sixth part exposes the learners to various types of essay
 Wniting.The last part gives some enlightening tasks on letter writing.
Part may not have an immediate application for the students during
§tay in the university. But it would help them acquire the language
_ Slyle of writing a letter which would be of some use -
Nication- when they become teachers./office empicyees. The
"CeS in conjuction with the tasks in the material would help the
ers see and study prepositions. conneciors, sample letters, note
i 0 : d sUmmary writing skills and sample essays.

viNg all these con

tents, it is then hoped that this material would
Students haye

the basic skills in writing. 1t would aiso enable




APPENDIX - Vi

Additional Readers
(Essays)
Writing a Summary

(#)The word-by word attention required for a good paraphrase will
lead you across all the contours of another writer's thought. You will
follow the main trail of meaning, the ridges of fine distinctions, the
cutbacks of qualifications, and the waysides of association. Like a
patient hiker on a slow trek, you must mentally pull together all the major
events of the journey in order to sense the total experience. Writing a
summary, on the other hand, allows you to review the entire process as
a whole.

Unlike the paraphrase writer, who must discover new ways to
restate the meaning, the summarizer looks for the most compact
restatement. To high light the essentials of another writer's idea- rather
than to provide a complete and detailed restatement is the purpose of
summmary writing. A summary will help you understand the major
direction, the main points and the overall shape of the overall detailed
original. A summary restates the esssence of the original in as few
words as possible, but not necessarily in different words. In most cases ,
when you use an author’'s original words, you need to put them in
quotation marks. When you are writing a freestanding summary, for
which the source is given andwhich is labeled as a summary of that
source (and only in this situation),you need not mark by quotation marks
the use of the author’s words with quotation marks.

To rewrite a longer piece in short form, you must first understand the
piece you are working with. Begin by reading the piece carefully, making
sure you absorb the full meaning. If there are words you do not know,
look them up. If some sentences are confusing, paraphrase them.
Identify the main ideas and determine how the less important material
relates to those main ideas. In short, read.

Once you understand the piece you are summarizing, you must
decide which parts you are going to include in the summary and which

"you are going to leave out. Of course, how much material you select

depends on how long you want the summary to be and for what purpose
you are going to use the summary. However, unless you have a more







