INTENSIVE
WRITING
LEARNING
MODULE

AAAAAAAAAA
AAAAAAAAAAAAAAAAA




KEMENTERIAN PENDIDIKAN, KEBUDAYAAN, RISET, DAN TEKNOLOGI

UNIVERSITAS MULAWARMAN
FAKULTAS ILMU BUDAYA
PROGRAM STUDI SASTRA INGGRIS

No. Dokumen

No. Revisi Hal
1 dari #

Tanggal Terbit

RENCANA PEMBELAJARAN SEMESTER (RPS)

Mata Kuliah: Semester 2 Kode : 221302602W019 SKS: 2
Intensive Writing

Mata Kuliah

Prasyarat

Dosen Pengampu Setya Ariani,M.Pd

CPL Prodi A. Sikap:

1. Berkontribusi dalam peningkatan mutu kehidupan bermasyarakat, berbangsa, bernegara, dan kemajuan peradaban

berdasarkan Pancasila (S3).

2. Bekerja sama dan memiliki kepekaan sosial serta kepedulian terhadap masyarakat dan lingkungan (S6).

B. Keterampilan Umum:

1. Mengkaji pengetahuan dan atau teknologi di bidang keahliannya berdasarkan kaidah keilmuan, atau menghasilkan karya
desain/seni beserta deskripsinya berdasarkan kaidah atau metode rancangan baku, yang disusun dalam bentuk skripsi
atau laporan tugas akhir (KU2).

C. Keterampilan Khusus:

1. Memiliki kompetensi peneliti di bidang bahasa, sastra dan budaya dengan memanfaatkan perkembangan terkini IPTEKS
dalam mengkomunikasikan hasil penelitiannya (KK4).

2. Memiliki kompetensi sebagai pemerhati bahasa dan sastra yang berintegritas yang berpegang teguh pada nilai-nilai
kebenaran yang mampu berperan secara mandiri dan berkelompok untuk melestarikan kebudayaan lokal (KK6).

D. Pengetahuan :
1. Menguasai teknik dalam kemahiran berbahasa secara praktis (PP3).
Capaian Di akhir perkuliahan, mahasiswa mampu membuat paragraf dan korespondensi bisnis.
Pembelajaran
Matakuliah
Deskripsi Mata kuliah penulisan intensif ditujukan untuk memperbaiki kemampuan menulis serta memperkuat kebiasaan menulis
Matakuliah mahasiswa melalui aktivitas menulis berbagai jenis paragraf seperti narrative, descriptive, process, serta comparison/contrast
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dengan memperhatikan mechanical dan grammatical aspects, coherence dan unity dalam menulis. Bentuk penugasan tulisan
formal seperti surat bisnis, surat lamaran kerja, dan statement of purpose juga akan menjadi pembahasan dalam mata kuliah ini
sebagai bagian penting dalam sistem komunikasi Bahasa Inggris. Metode pembelajaran yang bervariasi seperti ceramah, diskusi,
penugasan, tanya jawab, dan project-based learning akan diterapkan untuk mendukung proses belajar mengajar.

Referensi

1. Cyssco, Dhanny R. (2003). Practical English correspondence. Jakarta: Visipro.

2. QGartside, L. (1986). Modern English correspondence (Fourth Edition). London: Pitman Publishing.

3. McKenzie, M. (2004). Handbook for writers and editors. Blackburn South: Dundass Press.

4. Mulvaney, M., & David, A. (2005). Academic writing. NY: Pearson Education, Inc.

5. Oshima, A & Hogue, A. (2007). Introduction to academic writing (Third edition). New York: Pearson Education, Inc.

6. Course outline

7. Articles, internet, etc

Pert.| Sub-CPMK Indikator Bahan Kajian Metode Pengalaman Penilaian Waktu
ke - Pembelajar Belajar (mnt)
an Jenis Kriteria Bob Refe
ot rensi
1 Mahasiswa Mampu menyusun simple | Sentence review: | Ceramah, Mahasiswa Tes Ketepatan 5% | 2x50° 6
mampu sentence menjadi simple, dan  tanya | menyusun tulis: | menyusun
membuat compound dan complex compound, jawab. simple sentence Diag | kalimat.
kalimat. menjadi nosti
sentence. complex
compound dan c test
sentences complex
sentence.
2 | Mahasiswa Mampu menerapkan Pre-writing, Diskusi dan | Mahasiswa berlatih | Tes Ketepatan 5% | 2x50° 5
mampu langkah-langkah dalam planning penugasan. menerapkan tulis: penerapan
merancang proses menulis yang terdiri langkah-langkah Writi | langkah-
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penulisan atas pre-writing, planning | (outlining), and dalam proses ng langkah dalam
paragraf. (outlining), and writing and writing and menulis: Pre- proce | proses
revising drafts revising drafts writing, planning S menulis.

(outlining ), and
writing and
revising draffts.

3 | Mahasiswa Mampu membedakan Topic  sentence, | Diskusi Mahasiswa berlatih | Tes Ketepatan 5% | 2x50°
mampu komponen utama dalam supporting untuk membuat tulis: | membuat ropic
menjelaskan | oavaoraf yakni fopic sentence, dan dan menentukan Writi | sentence,
struktur sentence, supporting concluding topic sentence, "8 | supporting
paragraf. . supportin topic

sentence, dan concluding | sentence PP 8 sente | Sentence, dan
sentence sem‘ence.s, dan nece concluding
concluding sup}) sentence
sentence dalam orfin | dengan tepat.
sebuah paragraf. g
sente
nce,
dan
concl
uding
sente
nce
4 & | Mahasiswa Mampu menjelaskan e Organization: Project- Mahasiswa Tes Kreativitas 15 | 2x50°

5 | mampu karakteristik dan time order | based berpartisipasi tulis: | mengembangk | %
menuli's memproduksi narrative signals learning. dalam menulis Writi | an narrative
narrative paragraph. e Sentence narrative ng a | paragraph.
paragraph. compound paragraph setelah | "arrd

sentence five
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® Punctuation: membuat para
comma rules paragraph outline. | grap
o Writing h
process:
[freewriting
6 & | Mahasiswa Mampu menjelaskan o Organization: Project- Mahasiswa Tes Kreativitas 15 | 2x50°
7 | mampu karakteristik dan Spatial ~ order | based berpartisipasi tulis: | mengembangk | %
menu?is. memproduksi descriptive signals learning dalam menulis Writi | an seb.ua.h
descriptive paragraph. ® Sentence: descriptive ng a | descriptive
paragraph. compound paragraph setelah de.scr paragraph.
sentence membuat puve
o Writing paragraph outline. para
process: i.rap
clustering
8 UJIAN TENGAH SEMESTER
9 & | Mahasiswa Mampu menjelaskan e Organization: Project- Mahasiswa Tes Kreativitas 15 | 2x50°
10 | mampu karakteristik dan time order | based berpartisipasi tulis: | mengembangk | %
menulis memproduksi process signals learning dalam menulis Writi | an sebuah
process paragraph. ® Sentence: process paragraph | '8 @ | process
paragraph. complex setelah membuat proce | paragraph.
sentence paragraph outline. | %°
para
grap
h.
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11 | Mahasiswa Mampu menjelaskan e Organization: Project- Mahasiswa Tes Kreativitas 15 | 2x50° 5

& | mampu karakteristik dan Block and | based berpartisipasi tulis: | mengembangk | %

12 | menulis memproduksi point-by-point learning dalam menulis Writi | an sebuah
comparative comparative and contrast organization comparative and ng a | comparative
and contrast paragraph. o Sentence: contrast paragraph | €MP and contrast
paragraph. comparison and setelah membuat 32 ati | paragraph.

contrast signals paragraph outline. and
contr
ast
para
grap
h.

13 | Mahasiswa Mampu menjelaskan dan | Parts of business | Ceramah, Mahasiswa Tes Ketepatan 5% | 2x50° | 1,2,3
mampu membuat kesimpu]an letter diskusi, dan berpartisipasi tulis: dalam 7
menyimpulka tentang parts of a tanya jawab. | dalam Identi | menjelaskan
n tentang business letter. mendiskusikan Jying | parts of a
parts of a parts of a business | P41 business
business leiter. of letter.
letter. busin

ess
letter

14 | Mahasiswa Mampu menulis surat Application letter | Project- Mahasiswa Tes Kreativitas 10 | 2x50° | 1,2,3
mampu lamaran kerja dan CV and CV based menulis tulis: | dalam menulis | % 77
membuat dalam bahasa Ingeris. learning. application letter Writi | application
surat lamaran dan CV ng an | letter dan CV.
kerja berdasarkan job appli
(application vacancy yang catio
letter) beserta diberikan. n
Cv letter
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and
cv
15 | Mahasiswa Mampu menulis Statement of Project- Mahasiswa Tes Kreativitas 10 | 2x50° | 1,23
mampu statement of purpose. purpose. based menulis statement | tulis: | dalam menulis | % 7
membuat learning of purpose. Writi | statement of
statement of ng a | purpose.
purpose. state
ment
of
purp
ose
16 UJIAN AKHIR SEMESTER
Evaluation
1. Affective: active participation and attendance (10%)
2. Assignments (25%)
3. Mid test (15%)
4. Final test (25%)
5. Project (25%)

Mengetahui Ketua Program Studi

Singgih Daru Kuncara, M.Hum

Kota Samarinda

Dosen Penanggung jawab MK

i i

Setya Ariani, M.Pd




KEMENTERIAN PENDIDIKAN, KEBUDAYAAN, RISET, DAN TEKNOLOGI

UNIVERSITAS MULAWARMAN
FAKULTAS ILMU BUDAYA
PROGRAM STUDI SASTRA INGGRIS

No. Dokumen

No. Revisi

Hal Tanggal Terbit
1 dari #




KEMENTERIAN PENDIDIKAN, KEBUDAYAAN, RISET, DAN TEKNOLOGI

UNIVERSITAS MULAWARMAN
FAKULTAS ILMU BUDAYA
PROGRAM STUDI SASTRA INGGRIS

No. Dokumen

No. Revisi Hal
1 dari #

Tanggal Terbit

Keterangan Pengisian

No Kolom Judul Kolom Penjelasan Pengisian
1 Capaian Rumusan capaian pembelajaran lulusan program studi yang telah ditetapkan prodi di kurikulum yang
pembelajaran sesuai dengan mata kuliah, bisa CP sikap, CP pengetahuan, CP keterampilan umum atau CP keterampilan
lulusan khusus yang dibebankan pada matakuliah
2 Capaian Rumusan capaian pembelajaran mata kuliah yang ditetapkan dosen bersama yang selaras dengan CP
pembelajaran lulusan yang dirumuskan dalam mata kuliah
mata kuliah
3 Deskripsi mata | Rumusan deskripsi mata kuliah yang telah dideskripsikan dalam kurikulum prodi
kuliah
4 Pertemuan ke Menunjukan kapan suatu kegiatan dilaksanakan, yakni mulai minggu ke 1 sampai ke 16 (satu semester)
(bisa 1/2/3/4 mingguan).
5 Sub-CPMK Rumusan kemampuan dibidang kognitif, psikomotorik , dan afektif diusahakan lengkap dan utuh (hard ski
lls & soft skills). Merupakan tahapan kemampuan yang diharapkan dapat mencapai kompetensi mata kulia
h ini diakhir perkuliahan.
6 Indikator Indikator merupakan unsur-unsur yang menunjukkan ketercapaian tahap kemampuan
7 Bahan kajian Bisa diisi pokok bahasan / sub pokok bahasan, atau topik bahasan (dengan asumsi tersedia
(Materi Kuliah) | diktat/modul ajar untuk setiap pokok bahasan).
8 Metode Bisa berupa ceramah, diskusi, presentasi tugas, seminar, simulasi, responsi, praktikum, latihan, kuliah lapa
pembelajaran ng, praktek bengkel, survai lapangan, bermain peran,atau gabungan berbagai bentuk. Penetapan bentuk pe
mbelajaran didasarkan pada keniscayaan bahwa kemampuan yang diharapkan diatas akan tercapai dengan
bentuk/ model pembelajaran tersebut.
9 Waktu Takaran waktu yang menyatakan beban belajar dalam satuan sks (satuan kredit semester). Satu
sks setara dengan 50 (lima puluh) menit kegiatan belajar per minggu per semester
10 Penilaian Sistem evaluasi yang digunakan, jenis tes, penialaian tugas dan kriteria penilaian akhir
11 Kriteria Berisi indikator yang dapat menunjukan unsur kemampuan yang dinilai (bisa kualitatif misal ketepatan an
alisis, kerapian sajian, Kreatifitas ide, kemampuan komunikasi, juga bisa juga yang kuantitatif : banyaknya
kutipan acuan/unsur yang dibahas, kebenaran hitungan).
12 Bobot Disesuaikan dgn waktu yang digunakan utk membahas / mengerjakan tugas, atau besarnya sumbangan sua
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tu kemampuan

13 Referensi Referensi yang digunakan dalam proses pembelajaran




INTENSIVE WRITING

Course Introduction



Course Description

Intensive writing course provides opportunities for students to improve
their compositional skills and reinforce their writing habit through
writing a variety of paragraphs such as narrative, descriptive, process,
and comparison/contrast by considering mechanical and grammatical
aspects 1n writing, coherence and unity. Other formal writing
assignments concerning business letter, application letter and statement
of purpose will be also introduced to practice writing as an essential
part in the English communication system.



Objectives

In the end of the course, students are expected to be able to:

1. employ the various stages of writing process including pre-writing, planning
(outlining), and writing and revising drafts;

2. write different types of paragraphs (descriptive, narrative, process, and
comparison/contrast ) with their outlines;

3. demonstrate unity and coherence in writing;
4. implement correct mechanical and grammatical aspects in writing;

5. write different types of business letters such as application letter and statement of

purpose



Course Timetable

14 weeks
Week 1 (Course introduction)
Week 2 (Writing process)

=

Week 3 ( Paragraph structures)

Week 4&5 (Narrative paragraph)

Week 6&7 (Descriptive paragraph)

Week 8 (Mid test)

Week 9&10 (Process paragraph)

Week 11&12 (Comparison/contrast)

Week 13 (Business letter, application letter)
10. Week 14 (Statement of purpose)

11. Final test

© 0N OV A WN



Evaluation

1. Affective: active participation and attendance (10%)
2. Assignments (25%)

3. Mid test (15%)

4.Final test (25%)

5. Project (25%)



CLASSROOM RULES

* Arrive on class on time and stay for the entire class period.
Tolerance for being late maximum 10 minutes.

* All mobile phones and other electronic devices must be
switched off (or on vibrate).

* No tolerance for submitting the late assignments.

« Submit medical certificates or provide other information if
absent from class.

 Be polite and respectful towards lecturer and fellow classmates.

* The teaching and learning activities will be conducted online
and offline. (Prior notice)

 Please follow health and safety protocols
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Intensive Writing
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Prewriting
5 2
Publishing Drafting
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Proofreading 2 %Véﬁ'iﬂ%




Prewriting -
ST

Prewriting techniques are used to come up with ideas at any time during your
writing: to find a topic, get ideas for what you want to say, and support ideas.

Model :
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Brainstorming

Brainstorming means thinking of as many ideas as possible in a short am
ount of time. Write down your ideas so that you don’t forget them.Write dow
n everything that comes to your mind; don’t worry about sorting out “good”
and “bad” ideas. Don’t worry about spelling or grammar. Example:

Topic: What would | do with one million dollars?

Travel--Europe, Asia, S. America

Pay off our house

Share--give a scholarship, donate to charities
Buy a lot of books!

Invest/save and let the interest grow



Discussing
Discussing is similar to brainstorming, but you do it with a partner or group.

Free writing

“Free Writing" is like pouring all of your thoughts onto paper. Don't take your pen off the page; keep writing for the entir
e time. If you don't know what to write, write °l don't know what to write” until you do. Don't try to sort “good” and "bad” i
deas. Don't worry about  spelling and grammar. Example:

Topic: Describe the most beautiful place you've seen.

| remember climbing to the top of Smolenskii cathedral in autumn, the leaves of St. Petersburg on fire, like an oce
an of gold red leaving me breathless with its depth. Stretching out for miles and miles it was all | could see and
suddenly the grime and sorrow of the city was drowned with beauty, bod's beauty, God's love for everyone, his
artistic touch meant just for me at this moment.



Looping

“Looping” begins with “free writing.” It can help you narrow a topic. Choose the bes
t idea, word, or phrase from what you wrote; underline or circle it. Take that idea an
d begin free writing again. Repeat the process at least one more time. Example:

Topic: Describe the most beautiful place you've seen.

| remember climbing to the top of Smolenskii cathedral in autumn, the leaves of St. P

etersburg on fire, like an ocean of gold red leaving me breathless with its depth. Stret
ching out for miles and miles it was all | could see and suddenly the grime and sorro
w of the city was drowned with beauty, God’s beauty, God’s love for everyone, his art
istic touch meant just for me at this moment. We had seen hate rejection and fear |

n that city, dirt and grime and sorrow where people didn’t know how clean a place co

uld be, never seen a different world. | cried, beauty and overwhelmingness and | mu

st come down again.
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Organizing
Organizing ideas into a simple outline

Model : Simple paragraph outline

A Parson Who Has Made a Differenco: My Grandfather

Wy ranafaffer feiped he communty N te0 ways
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* terracang heln preven! Sof sroson
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Drafting

Turning your prewriting into the 1% draft (or version) of your
complete sentences and paragraphs. (This is the rough draft)

A Parson Whn Mas Made s DU srmnce: My Gr et s e
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Revising & Editing

Revising : content & organization

Editing : smaller issues (grammar, punctuation, capitalization, etc)

Model : Peer editing , - -
A Poarnen Who Mes Maute & Osftevenos: My Qranatetiey
My (Rw=Satimr Sats twm txirmtssy o hau s ian
wein BY Geaoarattes Do o JSIE) Ve w0 e b
rurree PAG Al ecSucaneg [TIRLTie e GTTe Amrg —— YV b=t 3
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Second draft : Self-editing |
Rewriting your second draft after process of editing and revising, then dc

self-editing ¥ .
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Proofreading P e
2

Proofread your final draft

Proofread : to find and correct mistakes in proofs (= copies of printed text) befor
e the final copies are printed

Use TWO other readers

Make suggested changes

Print final draft

Yes, proofread slowly and carefully again!



Final Draft e,
Publish your final draft - ¢



Thank you

Any questions?



1) Write a paragraph about a person who has made a difference in
the world.

2)Use the listing technique to choose a person.

3)In the second list, write down the ways in which this person made
a difference.

4)Choose one or two ways to write about and circle them.
5)Organize your ideas into a simple outline.
6) G1ive your outline a title.

7)Use sentences in your outline to name the person and say what he
or she did to make a difference.

8)Add main ideas.



Intensive Writing
Week 3




. How do I organize
my message so that
readers can follow
my [ine of
thinking?




How do | end?


http://images.search.yahoo.com/search/images/view?back=http%3A%2F%2Fimages.search.yahoo.com%2Fsearch%2Fimages%3Fp%3Dquestion%26fr%3Dyfp-t-501%26toggle%3D1%26cop%3Dmss%26ei%3DUTF-8%26vc%3D%26fp_ip%3DPH&w=726&h=726&imgurl=www.noecho.com%2Fimages%2Fart%2Fquestion_mark.jpg&rurl=http%3A%2F%2Fforums.rpgchat.com%2Fshowthread.php%3Fp%3D1685955&size=116.3kB&name=question_mark.jpg&p=question&type=jpeg&no=3&tt=2,218,789&oid=57d82c2147dc6dc0&ei=UTF-8
http://images.search.yahoo.com/search/images/view?back=http%3A%2F%2Fimages.search.yahoo.com%2Fsearch%2Fimages%3Fp%3Dquestion%26fr%3Dyfp-t-501%26toggle%3D1%26cop%3Dmss%26ei%3DUTF-8%26vc%3D%26fp_ip%3DPH&w=726&h=726&imgurl=www.noecho.com%2Fimages%2Fart%2Fquestion_mark.jpg&rurl=http%3A%2F%2Fforums.rpgchat.com%2Fshowthread.php%3Fp%3D1685955&size=116.3kB&name=question_mark.jpg&p=question&type=jpeg&no=3&tt=2,218,789&oid=57d82c2147dc6dc0&ei=UTF-8

A paragraph Is a group of related sentences that
develops one main Iidea, which Is the topic of the
paragraph.




How long should a paragraph be:

s Paragraphs vary in length depending on the needs of the ‘
paragraph.

s A series of long paragraphs can make prose dense and
unpleasant to read. Break it at a logical place (e.g., where N "
your focus shifts), and see whether you need to create
new topic sentences to make the shift clear.

 Short paragraphs only two or three sentences long make
academic writing seem disjointed or skimpy. Try
combining short paragraphs with the preceding or
following paragraph if they share the same topic.

*»» Short paragraphs might also need to be developed further.

Make sure that nothing vital has been omitted.
(Source: Margaret Procter, Writing Support, and Vikki Visvis)




Paragraph Structures
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opic Sentence

A topic sentence has four main characteristics.
> |t IS a sentence.

t
» |t IS a part of a paragraph, usually the first " ('

sentence.
» |t has the topic of the paragraph

> |t has the controlling idea of the paragraph (the
specific area).

A topic sentence is the main idea of a paragraph.




O The BB names the subject of the
paragraph.

OThe CORNENREREEEN </ls what the paragraph

will say about the topic. It I1s called the
controlling idea because it controls or limits

the topic to a very specific point or points.




e z 2
OPIC sentence :

—— S s

CANNOT BE

The best coffee.
Cell phones for emergencies.




—— S s

OpIC sentence

CANNOT BE

Why do people drink coffee?

Why do people choose Southern California as a place to live?
Why do Americans celebrate Lincoln’s birthday?
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Supporting sentences develop the topi
sentence by giving reasons, example
facts, statistics, and quotations.

For example:

Gold, a precious metal, is prized for two
Important characteristics.

Note: Gold (= Topic )

Two important characteristics (=
controlling idea)




Some of the supporting sentences that
explain the topic sentence are:

First of all, gold has lustrous beauty that Is
resistant to corrosion. For example, a

Macedonian coin remains as untarnished today
as the day it was minted 23 centuries ago.

Another important characteristic of gold is its
usefulness to industry and science. The most
recent use of gold is in astronauts’ suits.
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The concluding sentence signals the end of the paragraph ,
and leaves the reader with important points to remember.

Here are three tips to help you write a good concluding
sentence.:

! l‘(‘}.’"l with g conclanon IL"Q..' \'ul\l conchesiom ngn shs lawe e af ey
thems, others do noe

Conclusion Signals

follonwed by 5 Comma SNo Comma
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N CONOLmAOM, 0 summan2e You can see that
noeed, O SUM uUn
S 1A

]
., Tosummarize, D00 Tood B DO Daautity 10 006 & v eioous o om

aleed, Many U S ofae and segeoni Nave @ 1000 1000 1ty ety yONS 1O Brglry
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2. Remind your reader of the main idea by one of the
following methods:

 Repeat the idea In the topic sentence In different
words. Do not just copy the topic sentence.




Topic Sentence Gold, a precious metal, is prized for two
important characteristics.

Supporting Sentences  First of all, gold has lustrous beauty that is \
resistant to corrosion. For example, a “
Macedonian coin remains as untarnished
today as the day it was minted 23 centuries \‘
ago.

Another important characteristic of gold is
its usefulness to industry and science. The
most recent use of gold is in astronauts’
Sulits

Concluding Sentence In conclusion, gold is treasured not only for
its beauty but also for its utility.




Narrative Paragraph



Organization: fﬁ{

Tlme order signals
Sentence ; ‘)7 @

Compound sentences
Punctuation:

Comma rules
Writing process: é

Freewriting



ORGANIZATION

o Narration is story writing.

« When you write a narrative
paragraph, you write about
events in the order that they
happen.

o Inother words, you use time

order to organize your
sentences.

This Photo CC BY-NC

WOD DIUDWISSPIS
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Earthquak of

‘An unforgettable wxpecence in my Me was § mRgritude B9 warmhquake,
% 'was a1 home with my oider sister and wmww
apartment started shaking “At firut, none of us realized what was happening.
Then my sister yeled “Earihoushel Get under something”™ *| half roled and
nall crawled across the room to gat under the Aning 1able. "My sister aiso yelied
a1 My Btlie trother to get urdder s desk, "Meanwhile, 1Ty sstsr was on the
kitchan fisar haiding ber arms over her head to protect it from falling Sishas.
*The sarinquake lasted kess than o minute. bul It seemed Ike 5 yeor to Le
'PAL last, the shaking stopped "'Fora minute or two, we were (00 scared o
move, “Then we inad 1O call our parants &1 work, Dl even our call phone
ddn't work. “Next, we checked the apartrment for damage. “We foft very lucky,
for nothirg was broken axcep! § few Ashes “However, our fiest sarihguike
wat an expenience that none of us wil ever forgal.




Time order > to tell what happened first, what happened next,
what happened after that, and soon

Time order signals > words and phrases used because they signal
the order in which events happened to show time order



| woras

Faby, Al last

st (necond, Ikd, @ic ) Al 12200,

L, After 1 wihio

Maanwhse, Alwx thaa,

Balfore Dagernng Tw Beson,
e mormeng.

The mnext cay,

Put o comma afver o time order sigmal that comes before the sub ject at the beginming of
a sentence. (Excepbose Thewr, sovon, amdd now are asually ot followed by a comma.)

AL fwrst, none of us realized what was happenng

For @ minute or twa, we were 100 scared to move

WOD DIUDWISSPIS

Than we tned %O cal owr parents at work,
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i speech, and the daughter gels some presents. (g)
everyone drinks champagne. (h)
the father and daughter dance a waltz, and the daughter and
every boy dance one dance together, (i)

al of the guests make a ine 10 congratulate her. (|
Al of the boys stand in o growp because she will throw the bougue!,
and the boy who catches # dances with her, (k)
everyone dances to diferent kinds of music untll sx o'clock in the

moming.




WOD DIUDWISSPIIS

L She put the clenn dishes awity.
2 She removed the diery dishes from the table.
— Shewmod on the dishwasher,

— She put them in the dishwasher, ’

 She pled them i the sink and rinsed them
A 1 wus Sarah's i to wash the dishes last night.
o Finully, the dishes were clean.

2 Hellled it out and keft.
— He went 10 the bookshelf, but the book wasa't there.
. Tom. went to the library to get & book.

~_ Hewent fo the computer catalog

~ The librarian told him to fill out a form.

. Hetold the libranan he wanted 10 reserve that book,
_ He wrote down the title and call number of the book.
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COMPOUND SENTENCE

COORDINATING CONJUNCTION

#e i3 working here, ‘or he laves ths company (resaew)
jor hates ywa » lot, ol be will newer Safk 13 pou (0 sddTes

| Rave pever Salloed 0 UNE g vor &0 | want e 80 1L etie set)

l——h&mummh-mht o)

h’uu—.m‘bn u.pmbqw i e |

: uc-—u-—nm-—mn m-du ‘cowrrmat!

S a-mu-am,»m e T
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CoMPounD SENTENCES
[comma|

S sivTences
(NO COMMA)

Use o comma before a coordmating con pnction in compound sentences only,
Do not use a commit 10 join two words or two phrases in a simple sentence.

Yesterday we went shopping, but we didn't buy anything.
The stores were crowded, and they were notsy.
We ate lunch, and then we went home.

Yesterday we went shopping but didn't buy anything,
The stores were crowded and nossy.
We ate lunch and then went home.
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PUNCTUATION:
COMMA

L e o comma alter o lese deder sggnul Bat comes

Sefore the subject of the dopsming of 3 semonce
Fiwn, soww, and e are usually nol followed
DY 3 Comma

o "t a2 comma afler the firt seatence in a campound

wieenee. Pt the comma befare Ihe toordinating
con pmcton. (Don't use 4 comnma Between 1w party
of a sample sentence |

Put & comma Betweea Ihe 2o tn 2 serien of three
of e itema. The fems may he wor On, phrases,
of Clnmes. (Don't e 3 comma detween oaly

WO items)

Yostorcday, | ad homework for ttvoe hines
Faly, | was 100 tred 10 thk,
AL BDX, | 't puleep On the safa

T SO0 | slaried anoring

I Was o0 tred 1o think, 20 | decided 10 1ahe & break
gt waten TV for o while

mIT D woke w0 ord Tmished my DOMmework

1 gt up, Y00k & showsr, trank @ cup of culfes,
GraDoed my DOk, el ran O Ihe Aoor
Hed, white, and Siue are the colors of e US. g

LT Red and gokd are The SONOO! Cokr s




ppactice 4 In the followmg sentooces. add commmas wherever they are nocessary.

Daiay Tomiko Koko and Nz live nesr the college thet they all mioesd
Tomkn and Kesso are from Jagsan and Nna and Dany are from Meaico
Nist and Keko bawe the same bethdsy. Both girls were born on June )
om (Ml erent continents
Lass weck the gurls decaded 10 have & joint hirthday party 0 they invited
severa! frwends for Jinner
Nz woseod 10 cook Mewcan food hut Keo wanted o have Japaoese
food.

6 Finally they agreed on the osenu
They served lopunese tovupawd Me vicun arrag con palle Chinese Siir-fred
vegetables and Anwerican ke cream
First N made the tice
Then Kelko cooked the tvoymra
Afier that Tomko preparoed the wegetohles
After snner Daisy served the dessern.
The guesss could chowse chocolaie woe cream or vanills we cream with

vhocolate sauce

WOD DIUDWISSPIS
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Another prewriting technique is freewriting.

When you freewrite, you write "freely"without stopping-on a topic
for a specific amount of time.

You just write down sentences as you think of them without
worrying about whether your sentences are correct or not.

You also don't have to punctuate sentences or capitalize words.
You can even write incomplete sentences or phrases.

The main goal in freewriting Is to keep your pencil moving across
the paper.
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Dractice 5 Getyour writing started! g

Set yourself a time of 10 min, 20 min, 30 min
or an hour — whenever you are available,
and just write.

Get in action. Keep your hand moving.
Whatever comes; no thinking, crossﬁg out,
rewriting - just do it.

Stick to the allotted time — no more, no less.
Some of what you write may be rubbish -
fine! When you give yourself permis%on not
to be perfect, things start to happen.
Another excellent way of both flexing your
writing muscles and focusing the mind is to
set yourself the task of writing a cg:élplete

story in — say — 100 words; no more, no less.
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Thank you!

Do you have any questions?

19



5 DESCRIPTIVE
PARAGRAPH

Intensive Writing
Week 6 & 7
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Organization
Spatial Order
Spatial Order Signals
Topic Sentences for Descriptive Paragraphs
Supporting Sentences for Descriptive Paragraphs
Paragraph Unity

Sentence Structure
Compound Sentences with yet, for, and nor
Varying Sentence Openings

The Writing Process
Clustering



Descriptive writing appeals to the senses, so it t
ells how something looks, feels, smells, tastes,
and/or  sounds.

A good description is a word picture; the reader
can

Imagine the object, place, or person in his or her
mind.

Spatial order is the arrangement of things in spa
ce.
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Spatial Ovder Signals
Best ax ere are worids amd phesses 30 show time ovder, there are words s phraaes

b ahow spatiol cegmization. They are ofen propositomal phrases of locaton or
posigion. Notice the Kinds of expresssmm used 0 show e order.




Spatial Order Organization and Details
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Paragraph Unity

 When a paragraph has unity, all the supporting
sentences discuss only one idea.

 From beginning to end, each sentence is directly related
to the topic.
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My First Apartment
‘My frst apartrmant was vary small. "t was & studo apartment, 50 it had only
ong main room and a bathvoom. *The man room was divided into Ihvee areas
Al orw e of # was a kiichenatte, whore | cooked and ate my meals. *My
tvng/aleeping aroa wos ot the opposte end. ™ had st encugh space for a bed,
a coffes table, a floor lamp, and a smal televesion. "My atudy area was agabs!
the back wabl ¥ lived there for two yenrs, bul | moved becruse my landiord

rased the renl "My apartment was 50 smal that | could never invite more than
three Inends at the same lime|



Coherence

« Every good paragraph must have coherence.
» A coherent paragraph flows smoothly from beginning to end.

« Areader can follow your ideas easily because one sentence
leads naturally to the next one; there are no sudden jumps.

« There are three main ways to make your paragraph
coherent:
| . Use nouns and pronouns consistently throughout a
paragraph .
2 . Use transition signals to show relationships among ideas.

3. Put your ideas into some kind of logical order, such as
logical division of ideas.
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Practice
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Transition signals are words and phrases that connect the idea in
one sentence with the idea in another sentence.

They are expressions such as first/second, furthermore, on the other
hand, for example, and in conclusion.

Man and Women Shoppers
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Each transition signal shows the relationship of
one idea to the next .

o First of all tells you to Jook for the first main point.

* For example tels you to look for an example of the previous point,

* Therefore tells you that this is a result.

¢ Furthermare and morever tell you to look for another similur idea.

* On the other hand tells you to look for a contrasting or opposite idea,
* For instance also tells you to look for an example.

¢ Asa resulr tells you to look for a consequence of the previous point,



Logiel division of ideas b u pavern of orgasization w which you divide u topie
40 ponts amd discuess cach poiid separasely, The model parugraph uses this patiem
You can wse ogical division toorganze many kinds of topics, not just resons,

Sample Topics
« reasons for owning wn iPod/eell phone/PDA/small automobile, for

exercistng/net exerciwing, for learng Eaglish, {or IMing imdead of making
4 phone call, for hemg & vegetarian | |

* kinds of teachers/shoppenidrivers/friends/sudestiteachersbossesiTonds . . .

¢ types of booka/mmovies/muse/TV peogrums | like/don't like .

* advantages of fiving in a sl 1own/big cty/college dormitory, of hemng
only/fihe youngest/the oldest child/a twin . . .

* disodvantages of living i 2 small townrbig city/college dormitory, of bemng
an only/the youngest/the oldest chid/u twin , ..

o quirlities of 2 good boss/good employee/good Friend/seacher/parent/nurse/



Sentence Structure
—

|dentify simple and compound sentence in the following paragraph.

Supat Village

The trad t0 Supal Vilage |5 hot and dusty. *You can hhe the tral, or you can
hire a1 Quide 10 take you on horebach. Wiarg the trall you see only rock, aand,
and an occasional itzard ' It is very Gy, for this in desert country. *There is no
wiler on the irad, nor o Tee any shode *As you eiter (he yillage, you passby
severd small homes. ' s 3 guie! place. "Oogs sieed I the streets, and vilagers
stond i ihér docrwayn ind slently walch you, & stranQer, pass by, *They nren't
smiing, ye! they don't seem unfriercdy. "in the cerder of the vRage, there s a
arnad hotel n reatapant @ gerer il wtore, ard) a post office. VAl ke copoaite
Nt OF B vlagw, 1he frak Bl 0 A £ ovariocking 1he Canyen below.




Coordinating Conjunctions
Coordinating Conjunction

Mot T upprox smutely the same meaning a but hat Iy,
It shonws contrust of poins cppusies, Use vl when the
weotned pert of the selence sayy sumelhing imespocted

OF M rivmg,

For Y the same meaning is became, e for 10
Introduce 2 reason of couse.

Nor mesns “wot this sed not thal”, we ner 1o pin fwo
fegulve setkoney

Now: Use question word order ifier mir. Phce hdping
wern s, oo, o, o, will, i) Bl ore the: aub ject

| wos scared, ye | was also cuncus about the ok lady,
The weather i baoutilul, ye! I 5 supposad 10 men
gy,

It & not easy t0 oo theve, for you Mave ko hhe down 3
long, hot trad

She dior't talk, nor dd she move (She didnt talk, She
('t move )

The book lsn't very long, nor is & aificult to reed
(The book 't long It &Y dioul 1o read)




The Writing Process: Clustering

« When you cluster, you start by writing your topic in a
circle in the middle of your paper.

« As you think of related ideas, you write these ideas in
smaller circles around the first circle.

* The related idea in each small circle may produce even
more ideas and therefore more circles around it.

 When you have run out of ideas, your paper might look
something like the following model.






Paragraph ¢
Intensive Writing \/\
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Organization Sentence Structures

- Time Order . Clauses

- Time Order Signals . Complex Sentences



In a process paragraph, you explain
how to make or do something, so
process paragraphs are also called
how-to paragraphs. To explain how to
do something clearly, break the
process down into a series of steps
and explain each step.
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Aar trut 4. Alwy yoss tane e Stzaw ot of e oven,
Plamratide
1. Fost, coatent fre oven 10 500 cmgress Farvermet
Then or epaaw e (5528 saan
2 The paat siap 510 o%a T DTS S0u
3 AR fles mendes, O eck the (arm
4 AR pou e U a2 20 Oul oF h Oves ot 1 0 £ Dvicen




L ks

M-\lmm“u\a—lumd ORI M1 as (vme
sxh jeut aoul tmue weh

Arve bt T ety sty
LoCmmse e wim vl

Therr mw e Simds of clpsnes i Esgind independoe asd depesslem. As
indlependent ristoe con b & wrrerce iy esel Dadvprovdont s b 13 sreater nasee
e savptle sarcinn

Arve wtt T ety sty
PSS Be sals mout chased

A drpesdent cluase, it comrast comeent be g sestencs by el Secasat itr meseny
0t corrpiete A deperaiont cnas Tdependy T on wenetiing che o conngles e
fearmg

- DGR M Wi el

W A ST % W






Comany Rule
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10, The hospeedl was & straape ploace.
Adex Edn't want 1o sy tese Wlone.

1 The traiser was going out the door. .

At et i, “Corse here | e pou 1'm sorry. Wi go back ™
12, Dolghums a0 Mos emooon

They do this durisg Wunieg.
3. They wre correct,

They vry eacsadly,
o Thay race back o fher trawer.

1. Thety are weong.
They bkl

Thay act degvesant

1S, These fow cxampies stos something. .
Even unimals with sl brasw are snan. :
Even ammals with ssal brussw dave feclings -

atieak e dhw wowel Cat Air soneshing.)




Work with o geartner on with 2 small group Writs 2 lopic sestency for four of e

follwing 1opies. You may wa 10 wse one of these togus for your paragraph
the endl of thes chagrier.

how (0 regiter for clanaes il yoor school

MW 1D meet poopte In h new place

harw 10 gt the oh of yoor dresms

how i prepere for 2 b micview

how i Bve om & tighn dudger

how 1o muke ceviche, seadi, satay, egg rods, duloe de leche, or oey desh
popules i your cullore

oo 1 make o pifiats, o confet g, o decorated v, @ May tasket, & paper
Nower, or any cmaf) tem

how ho change tw of = 2 car, change » st tire, Sk 3 Lite, caten a e or
a crah, or sty other skifl



Comparison/Contrast
Paragraph

Intensive Writing
Week 7171& 12






What is the purpose of
comparison and contrast?

When we compare two (or more) things,
we tell what 1s similar about them.

When we contrast things, we tell what
1s different about them.

Usually, the emphasis is on the differences,
but sometimes a paragraph describes both
similarities and differences.
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Paragraph Organization
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Thanks!

Do you have any questions?

youremail@freepik.com
+34 654 321 432
yourwebsite.com

CREDITS: This presentation template was created by Slidesgo, and includes
icons by Flaticon and infographics & images by Freepik

Please keep this slide for attribution


https://bit.ly/3A1uf1Q
http://bit.ly/2TyoMsr
http://bit.ly/2TtBDfr




P%oﬁa Business Letter Worksheet 1 —
~ Directions: Use the list of word choices to answer the following
questions.
salutation date complimentary close
signature inside address return address
writers typed name body
1. is the place for the writer to handwrite their name.

2. The recipient’s name, company name, and address are called the

3. The purpose of the letter is included in the

4. Yours truly, is an example of a

5. The last line in a business letter is the

6. The is when the letter is written.

7. The is the address of the letter writer.
8. Dear Mr. Johnson is a



file:///D:/Files/business correspondence/BC for students/Business Correspondence/1st Meeting/parts of business letter pic.doc

P E— B
Application Letter
Objective:

Students will review the purpose for a job application’s cover letter
and will study examples of cover letters.

Although application letter and cover letter have the same purpose,
both have different content.

Difference:

Cover letters only define your professional qualifications and the
purpose of the letter

Application letters perform three main functions: to attract the

employer, market yourself to the employer and convince the
employer to call you for an interview.
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What is a cover letter?

Your formal introduction

e The first read, it can make or break your entry

e A ‘'must’ with your resume



—
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Generating interest

The goal is to get an interview!

S|

houl

S
S|
S

houl

houlc

houl

C
le
C

| be brief and interesting

1 not be a carbon copy of your resume

| highlight what you'll bring to the job

1 be job specific



. —

Presenting yourself in two ways

A cover letter comes in two basic formes...
Letter of interest
Letter of inquiry

e Sometimes these terms are used interchangeably;
however, they are different
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Letter of Interest

Targeted for a specific position
Outline skills to meet company’s needs

Helpful to use position announcement’s terms



e

g —

Letter of Inquiry

A marketing tool to...
Obtain an informational interview
Correspond with a networking contact

Conduct company/industry research



pusiness Letter
_ Format . o

/

Your Contact Information
The Date

Employer’s Name, Position, and Address
The Greeting

Introductory Paragraph

Body of the Letter

Summary Paragraph

Closing

Your Name and Signature



P Openi ation

Street Address

City, State, Zip
Telephone Number
Current Date

Employer’s Name

Title

Department

Organization

Street Address

City, State, Zip

Dear Mr./Ms./ Dr./ Individual’s Name



—a a pening

1309 E. 10th Street
Bloomington, IN 47405
June 15, 2004

Ms. Sandra Jones
ABZ Company

New York, New York
00055

Dear Ms. Jones,
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= INTRODUCTORY PARAGRAPH

If this is a repeat contact type of letter:

 Give specific details of any previous correspondence or
conversation.

e State appreciation for past consideration.
Supply your credentials.
List a specific job title.
Indicate your knowledge of the company.
Mention the name of a contact.



Sample Intro Paragraph

[ am responding to your ad in Business Week for a
position as an Accounting Consultant. My experience

and education make me an excellent candidate for this
position.




—_— /
~~ BODY OF THE LETTER

Elaborate on your resume
e Use real examples
e State applicable work/internship experiences
e List relevant coursework
o Stress your key assets as they relate to this specific job
Highlight applicable skill sets
e technical skills
e writing ability
e proficiency in languages
 job-applicable personal interests
Make reference to attachments



— . —

Sample body

 —

My career has been built in non-profit management,
commercial banking, public finance, accounting,
management, and human resources. My success has come
from 1dentifying, leveraging, and combining my skills and
knowledge with my passion to achieve. I have consistently
met, even exceeded, the expectations of my employers.



~—— Sample body (cont’dr

1‘ U'IA‘H' F)HFHJH HH" [0 4‘“”) 4(} ‘H"“" C (lfleJ1 ere

senrences

e J
Use appropriate vocaoulary

As noted on my resume, [ am involved in many
professional and community organizations. My
leadership positions in these organizations,
combined with my strong business background,
show that I possess the skills needed to be a
candidate for the Accounting Consultant position.
[ am outgoing, hardworking, and easy to get along
with. I am willing to learn any new skills needed
for this position.



=
- CLOSING

Ask for an interview
Indicate your next action
Appropriate closing line, such as:
Sincerely,
Truly yours,
Typed name
Enclosure:
cc: (indicates to whom a copy has been sent)



\\\ /

~— Sample Closing

[ would like to discuss this position with you in person. Please feel
free to contact me with any questions you have. You may reach
me at 812-855-5555 or . I'will follow up with you
next week to check on the status of my application. Thank you
very much for your consideration.

Sincerely,

Jane Doe

Enclosure: resume


mailto:ajadoe@indiana.edu
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Achieved
Administered
Attained

Built

Coached
Completed
Coordinated
Delivered
Demonstrated
Developed

-~ ACTION

Effected
Established
Expedited
Formulated
Generated
Headed
Implemented
Improved
Invented
Launched

Led
Maintained
Managed
Motivated
Negotiated
Organized
Originated
Planned
Presented
Proposed

ERBS

Reinforced
Reorganized
Researched
Set up
Simplified
Solved
Tackled
Taught
Updated



Adaptable
Analytical
Assertive
Confident
Conscientious
Creative

Disciplined

\/

SELF-DESCRIPTIVE WORDS

Efficient
Energetic
Enterprising
Enthusiastic
Expressive
Extroverted
Ingenious

Innovative
Manager
Personable
Persuasive
Precise

Productive
Reliable

Responsible
Self-reliant
Self-starter
Skilled
Tactful
Team player
Technical
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Assignment

Create a draft cover letter directed to a business in a
field of their interest.



JOB VACANCY
Urgently required!

We are an international school in Samarinda currently seeking for Front Officer (FO).
An FO’s job at our school is more than just welcoming guests; the FO is a
representative of our school and therefore should possess the following qualifications:

1Fluent in English
2Has a Bachelor Degree in Education/English Literature
3Has a pleasant personality, honest, polite and respectful
4Capable of working interdependently
5Familiar with Microsoft Word, Excell, and Power Point
6Multitasking, organized and prompt
7Willing to sign a one-year contract with possibility of extension
8Has experience dealing with concerns and complaints
9Loves kids and appreciates multiculturalism

The person recruited will be entitled of a salary above the UMR (Upah Minimum
Regional Samarinda), health insurance and medical allowance. Qualified and
interested candidates are requested to submit a cover letter and a CV to
, with attention to the Principal no later than 29t April 2024. Only
short-listed candidates would be notified. Please visit our website for more information
. Should you have any questions, please email or call us at 0541-766-

980.



mailto:secretary@sis-edu.org
http://sis-edu.org/

Statement of Purpose
for scholarship

Meeting 15



What is statement of purpose?

Statement of interest ‘abbreviated as SOP’;
is defined as a descriptive document that
elaborates your intent to study a particular
course at an Intended educational
institution.

It explains a justification why the scholarship
comittee members should provide you with
a scholarship to participate Iin this
particular study abroad program based on
your academic, professional and personal

Nf\f\lﬂ



Academic Goals:

How will this study abroad program with the
course (s) you take support your aademic
goals?What inspired you to study abroad
in this particular country?

Are there specific or unusual components to
the program, such as home-stays, that will
increase the impact of this program for
you?




Professional Goals

How does this study abroad program
support your future professional goals?
Are there unusual features to the program
and/or course (s) that are particularly
important to your professional goals?

Personal Goals

How will this study abroad program support
your personal goals? What challenges or
obstacles , if any, have you faced In
pursuing study abroad? How would the
scholarship help you overcome those




The SOP should be:

500 — 900 words
Double spaced, using Times New Roman 12
Title page is not required

Include your name on the first page
(depending on the guideline)



Do’s and Don’ts of Statement of Purpose
(SOP):

— Consult a friend, a family member, or an expert to
know what someone else thinks about the study
plan/statement of purpose you crafted?

— Stay Confident. As it will preserve your positivity
and skills.

— Before crafting a statement of purpose contact the
Institute to get a sample. And while crafting the
statement of purpose aV01d any sort of language,
grammar, and typing issues.

— Dream big but do not cut completely from the real
world when planning your journey and
achievements.

— The tone of your statement of purpose should be
professional and enthusiastic.



» Be original and avoid cliches

- Avoid sentences like “| always knew |
wanted to travel to (country) and I've
dreamed of seeing the world”

- Be specific in making your case. What
will you actually do in the program and
how with your participation help you
achieve your goals?



What can Spoil Your Statement of Purpose
(SOP)?

— When crafting your statement of purpose give the
statement of purpose proper time to think and
craft.

— Do not ignore the word limit.

— Do not try to hand over all the work to a
professional or a teacher. Do consult them but you
must be the sole responsible for the quality of
writing.



Final Take on Writing your first Personal
Statement

Do check the official website of the institute
you are interested in and rely on the guidelines
provided there.

 The website will also help you in getting
information about the documents that they
require and want you to attach with the
application.

* The required writing sample must be the one
that 1s approved by your senior or teacher
previously rather than a fresh one.



Sample of Statement of Purpose
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STATEMENT OF PURPOSE
FOR SCHOLARSHIP SAMPLE




Task : Writing a Statement of Purpose

Step 1: List several experiences that relate to the field or profession
you want to study.

Step 2: From the list, choose the experience that best encapsulates
your interest in the field or profession and which would give the
admissions committee a complete picture of you and your passion
and potential for this field or profession.

Step 3: Write a story or description explaining about your goals,
reasons for choosing a particular field, potential research interests,
long-term career, etc.

Step 4: Share the story or important themes in your personal
statement. Explain the significance of the story or how the themes
relate to the career field you are pursuing.
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