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Foreword

	The Modul for teaching Academic Writing is created to facilitate lecturer and students in teaching and learning process. This modul consists of Lesson Plans and teaching Materials for Academic Writing Subject taught for one semester. Besides describing the competence to be achieved, it is also equipped with the activities or the teaching methods that can be applied during the implementation. By having the guidance for teaching and learning, lecturer and students have clear description about the course and can achieve the learning goal more successfully.
	This modul can be the example for other lecturer to produce and create the other moduls. It is demanded for every lecturer to prepare a module for a specific course. Having a modul for lecturing determines lecturer’s readiness for teaching. The writer also suggests for other lecturers in Mulawarman University, especially in Faculty of Cultural Sciences, to prepare themselves well not only for teaching professionally but also pedagogically. Finally, the writer supports the idea of achieving the teaching goal through good preparation.












COURSE OUTLINE

Course		: Writing II
Prerequisite		: Introduction to writing (writing I)
Credit			: 2
Hour			: 2 hours (2x45 minutes)
Lecturer		: Satyawati Surya, S.Pd.,M.Pd.
Office			: by appointment
Description of the course:
This course is an introductory course to the study of writing as an English language skill. This course develops the students’ ability to write good English paragraphs: paragraph writing in narrative, descriptive, and expository paragraph, mechanical aspects of writing, cohesive devices: title, topic sentence, controlling ideas, supporting sentences and its details: quotation, summary, paraphrase, concluding sentence, outlining, cohesion, coherence: transition signal, developing more than a single paragraph.
Objective:
General Objective:
At the end of the course, the students are able to develop their ability to write good English paragraph.
Specific Objective:
The students are able to make paragraph writing in narrative, descriptive, and expository paragraph, mechanical aspects of writing, cohesive devices: title, topic sentence, controlling ideas, supporting sentences and its details: quotation, summary, paraphrase, concluding sentence, outlining, cohesion, coherence: transition signal, developing more than a single paragraph.
Source of Materials:
1. Bram, Barli. 1995. Write Well. Yogyakarta: Penerbit Kanisius.
2. Blanchhard, Karen. 1994. Ready to Write. Addison-Wesley Publishing Company.
3. Karim, Mariana, MA. 1996. Writing. Depdikbud Dirjen Pendidikan Tinggi Proyek Pendidikan Tenaga Akademik. Jakarta: Jalan Pintu Satu, Senayan.
4. Saraka, M.Pd. 1988. From Paragraph to Essay, Concepts and Practices: Departemen Pendidikan dan Kebudayaan.
5. Smalley, Regina L. and Ruetten, Mary K. Refining Composition Skills. Newbury House Publishing Team at Heinle & Heinle.

Teaching and Learning Activities:
Lecturer’s presentation, discussion, students’ assignment.
Evaluation:
Quiz		: 25%
Assignment	: 25%
Final test	: 50%
The condition of following final test: at least 80% of presence.
Schedule
	No.
	Topic
	Meeting
	Source

	1.
	Introduction
	1
	

	2.
	Topic Sentence/Controlling ideas
	2
	1,2,3

	3.
	Supporting sentences and concluding sentence
	3
	1,2,3

	4.
	Unity and Coherence
	4
	1,3

	5.
	Quiz 1
	5
	-

	6.
	Title
	6
	1

	7.
	Paragraph writing in narrative
	7
	2,3

	8.
	Paragraph writing in descriptive
	8
	2,3

	9.
	Expository paragraph
	9
	3

	10.
	Mechanical aspects of writing
	10
	1,3

	11.
	Quotation/summary/paraphrase/outlining
	11
	4

	12.
	Developing more than a single paragraph
	12
	1,2,3

	13
	Final test
	13
	-








LESSON PLAN

Institution		:  FKIP, Mulawarman University.
Course			: Writing II
Credit/hour		: 2/2
Program		: SI – English Department
Semester		: II
Topic			: 1. Criteria of Good writing
Sub topics		: 1.1. The explanation of the criteria of good writing
  1.2 The identifying of a good paragraph
  1.3 The examples of a good paragraph

A. General Objective:
1. At the end of the course, the students have practical knowledge to develop their ability to write good English paragraphs relevant to the criteria of good writing.
B. Specific Objective:
1.1 The students have practical knowledge to mention and explain the criteria of good writing.
1.2 The students have practical knowledge to identify a good paragraph. 
1.3 The students have practical knowledge to make examples of a good paragraph. 
C. Material/Content
1.1 Five important qualities of good writing are:
a) Good writing has a focus: Each paragraph has a clear main point or topic sentence. Topic sentence should be clear, specific, not too general and not too narrow. 
b) Good writing has adequate development (supporting sentences): each paragraph supports the main point with enough specific details. Supporting sentences can be the stories, facts, examples or reasons, and so on. Supporting sentences should be relevant to the topic sentence.
c) Good writing has unity: each paragraph sticks to its main point. They logically related.  
d) Good writing has coherence: each paragraph is organized logically and flow smoothly. To make it coherence we use transitional signals, such as: then, next, furthermore, although, by the way, finally, etc. These transitions should be used to signal the relations among the ideas. 
e) Good writing is correct: each paragraph has complete sentences that are relatively error-free. Free of errors in grammar, spelling, punctuation, and capitalization.
1.2  An example of a paragraph to be identified:
These are my morning activities. I wake up at six o’clock, I take a bath, I brush my teeth, I get dressed, I comb my hair, I have breakfast, I put on the shoes, and I say good bye. These are all my routine activities that I do in the morning before I go to school.
a. Is it a good paragraph? If yes why? If no why? 
b. If your answer is ‘no’, please make it into the good one.
1.3 Assignment: 
Write a paragraph (free writing) by applying the criteria of good writing. 

D. Method/activities 
1.1.1. The lecturer asks each student makes a paragraph.
1.1.2. The lecturer asks one of the students writes his/her paragraph on the board.
1.1.3. Discussing whether the paragraph is good or not.
1.1.4. Explaining the criteria of good writing.
1.2. The lecturer asks the students to identify good paragraphs
1.3.  The lecturer gives assignment to write their planning how to improve their writing skill

E. Assessment/Evaluation
1.1 Can you  mention and explain the criteria of a good paragraph?
1.2 Please identify whether the paragraphs is good or not based on the criteria of a good paragraph.
1.3  Write your planning how to improve your writing skill
Focusing on the use of authentic assessment
	Topic
	Tasks
	Description of the Procedures
	Authentic Assessments
	Scoring Ruibric

	Introduction to good writing and course outline
	Students are asked to write their planning how to improve their writing skill
	The lecturer explains about the criteria of good writing and Writing 2 course outline.  Next, she asked the students to write about their planning. This prompt has a purpose to get the students ready to follow the lecturing. The students then evaluate their learning improvement by giving ticks on the choices whether they will have done the activities or not
	Self-assessment (students monitor their own performance and evaluate their progress and accomplishments) and the documents are placed as portfolio
	No scoring



F. Source of material: 
- Surya, Satyawati. 2015. Teaching Instructional Model of Wiring II. Samarinda: English Department,College of Education, Mulawarman Univeraity.









LESSON PLAN

Institution		:  FKIP, Mulawarman University.
Course			: Writing II
Credit/hour		: 2/4
Program		: SI – English Department
Semester		: II
Topic			: 2. Topic, Supporting Sentences, and Concluding Sentence
Sub Topics                  :2.1 The description about a paragraph
2.2 The identifying of topic, supporting, and concluding sentences
 2.3 Making topic sentences
 2.4 Completing the supporting sentences
 2.5 Making concluding sentences
 2.6 Making good paragraphs.

A. General Objective:
2. At the end of the course, the students have practical knowledge to develop topic, supporting sentences and concluding sentence to write good English paragraphs 

B. Specific Objective:
2.1 The students have practical knowledge to describe about a paragraph.
2.2 The students have practical knowledge to identify topic sentence, supporting sentences and concluding sentence.
2.3 The students have practical knowledge to make topic sentences of the existing paragraphs
2.4 The students have practical knowledge to complete the supporting sentences of the existing topic sentences.
2.5 The students have practical knowledge to make concluding sentences of the existing paragraphs.
2.6 The students have practical knowledge to make good paragraphs.

C. Material/Content:
2.1 What is a paragraph?
A paragraph is a group of sentences which contain relevant information about one main or central idea.
 A paragraph consists of three parts, namely:
            -  introduction (topic sentence)
            -  body (supporting sentences)
            -  Conclusion (concluding sentence)
 The first sentence of a paragraph is always indented. So that the readers will know that a new subject is being deal with.

2.2. Study the following paragraph. Identify the topic sentence, supporting sentences and concluding sentence 
A University Lecturer
		A university lecturer has many duties. In the classroom, he or she lectures to the students and answer questions. If he or she lectures in science, he or she also conducts laboratory experiments. During office hours, he or she may help students who have difficulties in their studies. In addition, a lecturer may work for many hours in a laboratory doing a research project. Another lecturer may spend his or her time writing a scholarly paper for a professional journal. Still another one may spend time writing a text book. In conclusion a lecturer is always a very busy person. 

2.3 The topic sentence is the most general statement of the paragraph. It is the key sentence because it names the topic or the central idea: the writer’s main idea, opinion, or feeling about that topic.
      A topic must have a subject and an attitude. The subjects tells us what to write while the attitude shows or gives reasons for writing.
      A topic sentence contains both a topic and controlling idea. It names the topic and then limits the topic to a specific area to be discussed in a single paragraph.
      The position for a topic sentence can be:
           -   at the beginning of the paragraph
           - (somewhere) in the middle or
           - at the end (the last sentence)
           
      2.4 The next part of the paragraph is supporting sentences. They make up the rest of the paragraph. They add details to the topic. Supporting sentences develop and support the topic sentence with enough details. Supporting sentences                consists of major supporting sentences and minor supporting sentences. Major supporting sentences develop the topic sentence directly, while minor supporting sentences develop the major supporting sentences directly and the topic sentence indirectly.

	Study the sample paragraph below.
	The BBC World Service radio station broadcasts various highly selected programmes (TS). News hour might be worthwhile mentioning first (MASS). Listening to this 60 minute report from around the world, listeners can catch up with the important latest events (MISS). Good book is another concrete example (MASS). The producer of this programme always choose a new and high quality book to review (MISS). Rock Salad certainly should not be excluded from this list because a great number of listeners enjoy this music show (MASS). Next, we might as well mention Drama by Radio (MASS). Finally, we ought to consider In Praise of God as one of the highly assorted programmes, too (MASS). Indeed, the BBC in Bush House has been admired far and wide (CS).
	Note:
	TS = topic sentence
	MASS = major supporting sentence
	MISS = minor supporting sentence
	  
      2.5 A concluding sentence reminds the readers of the topic sentence and tells the readers that the paragraph is finished. A concluding sentence is like the topic sentence because both are general statement. However, the topic sentence is usually the first sentence, a general statement that introduces the topic to be discussed in the paragraph. The concluding statement is also a general statement, but it is the last sentence and ends the paragraph. In fact, the concluding sentence can be written like the topic sentence but in different words.

2.6 Assignment : 
 	Make a paragraph by choosing one of the following topics: 
a. A car
b. English
c. A hobby
d. A dormitory
e. Information

D. Method/Activities
2.1 The lecturer discusses components of a paragraph with the students.
2.2 The lecturer asks the students identify the topic sentence, supporting sentences, and concluding sentence of a paragraph.
2.3 The lecturer asks the students choose and make topic sentences of some paragraphs given by the lecturer.
2.4.1 The lecturer asks the students identify major and minor supporting sentences.
2.4.2 The lecturer asks the students complete supporting sentences of some topics sentences given by the lecturer.
2.5 The lecturer asks the students make concluding sentences of some paragraphs given by the lecturer.
2.6 The lecturer gives assignment to make a paragraph.

E. Assessment/Evaluation
	2.1 What is a paragraph? What components are found in a paragraph?
	2.2  Identify the topic sentence, supporting sentences and concluding sentence of the paragraph with the title A University Lecturer.
	

2.3. Make the topic sentence of the paragraph below.
	------------------------------------------------------------------------------------------------
	First of all, the plumbing doesn’t work properly and the landlord refuses to fix it. I also have noisy neighbors who keep me up every night. Furthermore, there are so many bugs in my apartment that I could start an insect collection.
	
2.4 Choose one of the following topic sentence and write a list of supporting details.
	a. Exercise is important for good health.
	b. Living in a foreign country is expensive.
	c. It is important for parents to teach their children about……
	d. -----------is a great place to visit.
	e. It is difficult to learn a new language.
	
2.5 Read the paragraph carefully and add a good concluding sentence.
There are numerous everyday words in English that have come from other languages. Americans relaxing at home, for example, may put on kimonos, which is a Japanese word. Americans who live in a temporate climate may take an afternoon siesta on an outdoor ratio, without even realizing that these are Spanish words. In their garden, they may enjoy the fragrance of jasmine flowers, a word that came into English from Persian. They may even relax on a chaise longue  while sipping a drink made from vodka, words of French and Russian origins, respectively……………………..
	
2.6 Write a good topic sentence and then write several supporting sentences. Next, write a good concluding sentence.

Focusing on the use of authentic assessment
	Topic sentence and controlling idea
	Students are asked to write good topic sentences
	The lecturer explains about how to make good topic sentence by limiting the focus using controlling idea. Next, she asked the students to make topic sentences on the provided paragraphs. After that, they make their own topic sentences based on the topic given. Finally, they are asked to write down their tasks on the board. The lecturer, together with the class, evaluates the answers.
	Self-assessment 
	Primary trait (scoring focuses on whether or not each paper shows evidence of the particular trait or feature you wants students to demonstrate in writing)



	Supporting sentences and concluding sentence
	Students are asked to identify topic sentence, major and minor supporting sentences, and concluding sentence in a paragraph. Next, they write a paragraph by putting the elements of the paragraph they learned
	The lecturer explains about major and minor supporting sentences and concluding sentence. Then, she gives tasks to identify the elements of the paragraph and write a paragraph based on the topic given. She evaluates the students’ writing results based on the elements existed in the paragraphs)
	performance assessment (it requires students to accomplish complex and significant tasks, while bringing to bear prior knowledge, recent learning, and relevant skills to solve realistic or authentic problems) and the documents are placed as portfolio
	Holistic scoring (it uses a variety of criteria to produce a single score. The specific criteria selected depend on local instructional programs and language arts objectives.) 



F. Source of material: 
- Surya, Satyawati. 2015. Teaching Instructional Model of Wiring II. Samarinda: English Department,College of Education, Mulawarman Univeraity.






















LESSON PLAN


Institution		:  FKIP, Mulawarman University.
Course			: Writing II
Credit/hour		: 2/2
Program		: SI – English Department
Semester		: II
Topic			: 3. Unity and Coherence
Sub topics 		: 3.1 The explanation of the characteristics of a good paragraph
  3.2 The identification of unity paragraph
  3.3 The revision into unity paragraph
  3.4 The identification of coherence paragraph
  3.5 The revision into coherent paragraph.
  3.6 Making Unity and coherent paragraphs

A. General Objective:
3. At the end of the course, the students have practical knowledge to develop their ability to write unity and coherence English paragraphs.

B. Specific Objectives:
3.1 The students have practical knowledge to explain the characteristics of a good paragraph.
3.2 The students have practical knowledge to identify whether the paragraph is unity or not.
3.3 The students have practical knowledge to revise the paragraph into the unity one.
3.4 The students have practical knowledge to identify whether the paragraph is coherence or not.
3.5 The students have practical knowledge to revise the paragraph into the coherence one.
3.6 The students have practical knowledge to make unity and coherence paragraph.

C. Material/Content
3.1 The characteristics of a good paragraph is unity and coherence. Unity means oneness. All sentences in a paragraph should focus on the one thing expressed in the topic sentence; all of the sentences stick together. It is important for a paragraph to have unity, which means that all of the sentences in it discuss only one main idea, which is stated in the topic sentence. If there are sentences in the paragraph that are not directly related to the main idea, the paragraph is said to have no unity. In a unified paragraph, the topic sentence must be explained thoroughly.
Coherence means that the parts of the paragraph are logically connected. One way to achieve coherence is through the use of transitional signal. Every coherent paragraph contains smoothly-connected ideas. Each sentence moves on naturally.
Most common transitional signals are classified based on the usage:
- To list ideas in time order: first, second, then, next, finally, etc.
- To add an-other idea: furthermore, besides, in addition, moreover, etc.
- To add an opposite idea: instead, on the other hand, conversely, however, etc.
- To add a similar idea: similarly, also, likewise, etc.
- To give an example: such as, for example, for instance, etc.
- To give an effect: as a result, therefore, hence, etc.
- To add a conclusion: in conclusion, in brief, etc.
To achieve coherence in writing can also be done through the use of consistent choice of elements such as person (I, he, she, they, we, you, one), voice (active or passive) and register (formal and informal)
3.2 Read the following paragraph. What do you think about the paragraph thoroughly developed or not?
Melisa has chosen five possible future careers. Firstly, she wants to become a journalist for an English magazine. Her friends at campus do much more challenging jobs, anyway. Secondly, she might become a dress designer. Finally, she could possibly be a tourist guide.
3.3 If the paragraph above does not fully explained, develop or elaborate it into the unity paragraph. 
3.4 Identify the following paragraph whether it is coherence or not.
Recently, I went to Temanggung, a lovely small town in Central Java, to visit my penfriend, Betty, for the first time. The bus was full. I was lucky enough to get a comfortable seat and could enjoy the trip. After about a forty-five minutes ride, I got off at the station and began to look for my friend’s address. I failed completely in my attempt. To cheer myself up, I window-shopped downtown. I had a walk in the town square park. I still felt rather disappointed. I decided to go home and said to myself, “certainly, I shall ‘visit’ Betty another time. 
3.5 If the paragraph is not coherence, revise it into the coherence one.
3.6 Assignment:
      Write a paragraph about anything interesting or unforgettable experience. Be sure to apply transitional expressions.

D. Method/Activities:
3.1.1  The lecturer explains the characteristics of a good paragraph: unity and coherence.
3.1.2  The lecturer asks the students mention some transitional signals.
3.2.1  The lecturer asks the students identify whether the paragraph is unity or not
3.2.2 The lecturer asks the students explain why they think the paragraph is unity or not.
3.3  The lecturer asks the students revise the paragraph into unity one.
3.4.1 The lecturer asks the students identify whether the paragraph is coherence or not.
3.4.2 The lecturer asks the students explain why they think the paragraph is coherence or not.
3.5 The lecturer asks the students revise the paragraph into coherence one.
3.6  The lecturer asks the students make a unity and coherence paragraph.
	
 E. Assessment/Evaluation
3.1 What are the characteristics of a good paragraph and explain them.
3.2   Read the paragraph about Melisa. What do you think about the paragraph  thoroughly developed or not? 
3.3 If the paragraph above does not fully explained, develop or elaborate it into the unity paragraph. 
3.4 Identify the paragraph about a trip to Temanggung whether it is coherence or not.
3.5 Revise the paragraph about a trip to Temanggung into coherence one.
3.6 Write a paragraph about anything interesting or unforgettable experience. Be sure to apply transitional expressions.

Focusing on the use of authentic assessment
	Unity and coherence
	The students are asked to identify unity and coherence paragraph. Then, they are asked to write unity and coherence paragraph.
	The lecturer explains about unity and coherence. Then she gives prompts to identify whether the paragraph is unity and coherence or not. After that she gives tasks to make a paragraph by applying unity and coherence aspects of writing. Finally, she asked the other students to evaluate the students’ writing results together with the lecturer.
	performance assessment and portfolio
	Holistic scoring 




F. Source of material: 
- Surya, Satyawati. 2015. Teaching Instructional Model of Wiring II. Samarinda: English Department,College of Education, Mulawarman Univeraity.





LESSON PLAN


Institution		:  FKIP, Mulawarman University.
Course			: Writing II
Credit/hour		: 2/2
Program		: SI – English Department
Semester		: II
Topic                           : 4. Techniques of Titling
Sub topics		: 4.1 The explanation of  the titling techniques
  4.2 Making the examples
  4.3 The explanation of the titling style
  4.4 The Practice of the titling style
  4.5 Creating the titles of the paragraphs
 
A. General Objective:
4. At the end of the course, the students have practical knowledge to create an interesting title to their paragraph.

B. Specific Objectives:
4.1 The students have practical knowledge to explain the techniques of titling
4.2 The students have practical knowledge to make the examples of title of each technique.
4.3 The students have practical knowledge to explain the style of title writing.
4.4 The students have practical knowledge to write titles based on the style of title writing.
4.5 The students have practical knowledge to create the titles for the paragraphs.

C. Material/Content:
4.1 How to entitle
A title gives the reader the first impression of a piece of writing. Below are some suggested techniques for titling:
a. Try to include an action verb in the title.
b. Avoid choosing a lengthy title, let us say not more than seven words. A lengthy one might bore the readers.

c. Choose words starting with the same letter and if possible with the same pronunciation. Apply alliteration for a title. Such a title appears attractive to eyes and sound rhythmical to the ears.
d. Single out a word or a phrase from the piece of writing in questions. The word or   phrase might simply be something that we consider interesting or controversial.
e. Think about the topic of the writing. A title may be similar to or the same as the topic. Although a title must be impressive, it should not promise more than it can give.
f. Use ‘block language’ to make a title. Block language is the typically common language used by the printing media such as: tabloid, newspapers, and magazines. Unlike grammatical sentences, title applying block language do not usually contain determiners or finite verbs. Most vocabulary of this language is relatively shorter than its ordinary counterpart.
4.2 * The examples of  technique on point a : 
- Brought to Trial
- To Live or to Die
- Seek and Destroy
* The examples of technique on point c: 
Look at and pronounce the following titles:
a. Write Well
b. Bloodbath
c. Time to Tame Tigers
d. Tested Tips
e. Honest Hosts
f. Crashed Crime
g. Secrets of Success
h. What Went Wrong?
i. Misunderstood Messages
j. Break Before Becoming Bored


* The examples of technique on point f:
Compare the following pairs (a = block language and b = common style/language):
a. School Fees to Increase
b. School Fees will Increase

a. Envoy Kidnapped
b. An Ambassador was Kidnapped

a. President to Visit Jordan
b. The President is to to Visit Jordan

a. Subsidy Cut
b. Subsidy reduction.

4.3 Style of Title Writing
	There are three major styles of title writing. For this purpose, we had better classify words into two categories, namely: 1. content words and 2. function words. Content words are, for example, noun, verbs, adjectives, and adverbs. Function words are, for instance, prepositions and determiners.
The following figure is a summary of the three title writing styles:
Style One: Bbbbbbbb Bbbbbbb bb Bbbbbbbbbbbb
Style two:  Bbbbbbbb bbbbbbb bb bbbbbbbbbbbb
Style three: BBBBBB BBBBB BB BBBBBBBBB
	To follow style one, we write every word for a title beginning with a capital letter if the word for the title belongs to the content word. The first letters of determiners, except a, an, and the, are also capitalized. In addition, some prepositions, those consisting of more than four letters, such as under, without, and against, may begin with capital letters. The conjunction and and but are not  capitalized if they are not the first words for the titles. Here are some sample titles:
a. From Window to Window
b. Searching for a Soul
c. The Police Plot
d. Living in Misery
e. Stop the Mafia!
Note that the first letter of the word is always capitalized, no matter what part of speech or  what kind of word it is.
		To follow style two, we write a title the way we write a sentence. We normally capitalize only the first letter of the first word. At the end of the title, however, there is no full stop. An exclamation point or a question marks or other punctuation may be used where necessary. It is essential to add that the first letters of the second, third and so on, words must be capitalized too, if they are proper nouns, such as: Michael Widman, Mount Bromo, Mulawarman University, Prime Minister John Major. Now look at the following titles:
a. Try to work it out
b. Lucy loses Lizzy
c. Brazil defeated in the World Cup final 
d. Too late to realize
And to follow style three, every letter is capitalized, as in:
a. NEVER BRAG!
b. CALM DOWN
c. TOO MANY PROMISES
4.4  Assignment:
        Apply style one, two and three of title writing, create interesting titles. 
4.5 Assignment:
        Write a paragraph and then supply a title for the paragraph.	


D. Method/Activities:
4.1  The lecturer explains the techniques of titling.
4.2.1  The lecturer gives the examples of each technique.
4.2.2  The lecturer asks the students make the examples of each technique.
4.3.1 The lecturer explains the styles of title writing
4.3.2 The lecturer gives the examples of each style.
4.4 The lecturer asks students apply style one, two and three of title writing and create interesting titles.
4.5 The lecturer gives assignment to write a paragraph and then supply a title.

E. Assessment/Evaluation
4.1 Describe the techniques of titling.
4.2 Give the examples of each technique.
4.3 Describe the styles of title writing.
4.4 Give the examples of each style of titling
4.5 Write a paragraph and then supply a title for the paragraph.


Focusing on the use of authentic assessment
	Title
	The students are asked to apply techniques of titling 
	The lecturer explains about how to entitle by applying techniques of titling.  The students together with the lecturer evaluate the results.
	Self-assessment
	No scoring




F. Source of material
- Surya, Satyawati. 2015. Teaching Instructional Model of Wiring II. Samarinda: English Department,College of Education, Mulawarman Univeraity
































LESSON PLAN


Institution		:  FKIP, Mulawarman University.
Course			: Writing II
Credit/hour		: 2/2
Program		: SI – English Department
Semester		: II
Topic			: 5. Developing Paragraphs by Narration
Sub topics		: 5.1 The explanation of narrative paragraph
  5.2 The arrangement of narrative paragraph
  5.3 Writing paragraph by narration

A. General Objective:
5. At the end of the course, the students have practical knowledge to develop their ability to write English paragraphs by narration.

B. Specific Objectives:
5.1. The students have practical knowledge to explain what the narrative paragraph means.
5.2. The students have practical knowledge to rearrange narrative paragraphs according to time sequence.
5.3. The students have practical knowledge to write paragraphs by narration.

C. Material/Content
5.1 Narration is telling or relating of occurance or a series of events. It requires us to tell what happened. It is a method used in personal letters, diaries journals, newspapers, biographies and autobiographies. Developing a paragraph by narration means telling a story or relating event by using chronological order or time order. 
 Example:
	One day when I was a little girl, I had a frightening experience during which I was almost drowned. The incident occurred in Toba Lake, North Sumatra, where I spent my vacation last June. One day my brother and I had been sailing a skipper class boat in the lake. As we had gone out quite a distance, we decided to turn back. All of a sudden, while the boat was turning back, I found myself in the water with the boat on top of me. Not knowing how to swim, I grabbed my brother who pulled me from under the boat. After a long period of clinging to the overturned boat, I spotted a rescue boat coming put to help us. We were finally taken ashore. I was reminded of that experience when I saw the movie “jaws”. I know I shall never forget it.
5.2 Assignment: 
a. Number the sentences in the correct order
--------She put the clean dishes away.
--------She removed the dirty dishes from the table.
--------She turned on the dishwasher.
--------She put them in the dishwasher.
--------She pilled them in the sink and rinsed them.
--------It was Sarah’s turn to wash the dishes last night.
--------Finally, the dishes were clean.
b. Rewrite the sentences above into a good narrative paragraph.
5.3 Write a paragraph or more that tells the reader about the most unforgettable event in your life.

D. Method/Activities:
5.1.1  The lecturer explains how to develop a paragraph by narration.
5.1.2  The lecturer gives an example of a narrative paragraph.
5.1.3  The lecturer asks the students identify the time order words or phrases in the paragraph.
5.2.1  The lecturer asks the students number the sentences in the correct order. 
5.2.2 The lecturer asks the students rewrite the sentences into a good narrative paragraph.
5.3  The lecturer asks the students write a paragraph or more that tells the reader about the most unforgettable event in their life.

 E. Assessment/Evaluation
5.1 What is narration?
5.2 Put the number on each sentence according to the sequence of the activities and then arrange them into a paragraph.
5.3 Write a paragraph or more that tells the reader about the most unforgettable event in your life.

Focusing on the use of authentic assessment
	Paragraph writing in narrative
	Students are asked to write narrative writing
	The lecturer explains about narrative writing. Then, she gives prompts to make narrative paragraph. Finally, both the students themselves and their peers evaluate the writing results.
	Self-assessment, performance assessment, and portfolio
	Both holistic scoring and analytic scoring 



F. Source of material: 
- Surya, Satyawati. 2015. Teaching Instructional Model of Wiring II. Samarinda: English Department,College of Education, Mulawarman Univeraity.











LESSON PLAN

Institution		:  FKIP, Mulawarman University.
Course			: Writing II
Credit/hour		: 2/2
Program		: SI – English Department
Semester		: II
Topic			: 6. Developing Paragraphs by Description
Sub topics		: 6.1 The explanation of descriptive paragraphs.
  6.2 Writing paragraph by description of places
  6.3. Writing paragraph by description of persons.
A. General Objective:
6. At the end of the course, the students have practical knowledge to develop their ability to write English paragraphs by description.

B. Specific Objectives:
6.1 The students have practical knowledge to explain what the descriptive paragraph means.
6.2 The students have practical knowledge to write paragraphs by description of places.
6.3 The students have practical knowledge to write paragraphs by description of persons.

C. Material/Content
6.1 When you describe the way something looks i.e. its physical description, you have to describe it according to space. In developing a paragraph by description, you organize the idea in spatial order or according to space. You should arrange your sentences and details according to where the objects being described are located. You have to make clear the location of the objects being described.

6.2 Description of a place.
In describing a room, for example, the following should be taken into consideration: 
(1) the location of the objects in the rooms should be clear, 
(2) the details should be arrange logically and systematically so that it is easy for reader to visualize the description in his mind, and
(3) most importantly is that there should be controlling idea gives the paragraph a focus

 Example of description of a place:
		My dormitory room, on the second floor of Asrama Daksinapati, is small and crowded. The blue walls and rather yellowish ceiling make the room seem dark, and it looks even smaller than it is. My bed occupies about half of the room. The two windows over the bed are covered with heavy blue drapes. Against the wall on your left is a large bookcase which is crammed with paper, books, and other things. Between the bookcase and the wall opposite the bed is a small desk with a chair. Under the desk is a rattan waste paper basket full of paper and debris. The wall above the bookcase and desk is covered with small posters of my favorite rock singers. On the right hand side of the room is a narrow closet with clothes, shoes, badminton rackets, and boxes bulging out of its sliding doors. Can you imagine how cramful my room is? It is like living in a closet.

 Assignment:
- Write a paragraph of description of a place with the topic: my bedroom

6.3  Description of a person.
You can describe a person’s appearance in many ways such as his/her clothes, manner of speaking, color, and style of hair, facial appearance, body shape, and expression.

Example of description of a person:
	Karmila is as beautiful as any Indonesian film star. Her thick, wavy, long black hair gracefully falls down to her shoulders and surrounds her beautiful, diamond shaped face. A golden suntan usually highlights her smooth, clear, complexion. Her slightly arched dark brown eyebrows draw attention to her deep brown eyes. Her eyes are large, but not too large, with thick eyelasher. Her nose is straight and neither too long nor too short. A small black mole on the left side of her mouth adds to her beauty. And her mouth is small and looks delicate and feminine. Her lips are rather thin, but not too thin; her light pink lipstick adds another touch of feminine beauty. When she smiles, which is often, her well-formed and even white teeth brighten up her whole face. There is nothing but extraordinary beauty in the face of Karmila.

Assignment of description of a person:
- Write a paragraph of description of a person that tells about one of your classmate. 

Assignment/homework:
Read books, articles, or other printed materials about :
 a. an interesting place to visit
       b. the description of  an interesting person

D. Method/Activities:
6.1.1  The lecturer explains how to develop a paragraph by description.
6.2.1  The lecturer gives an example of a description of a place.
6.2.2  The lecturer asks the students write a descriptive paragraph of a place.
6.3.1 The lecturer gives an example of a description of a person.
6.3.2  The lecturer asks the students write a descriptive paragraph of a person

 E. Assessment/Evaluation
6.1 What is descriptive paragraph?
6.2 Write a paragraph of description of a place with the topic: my bedroom.
6.3 Write a paragraph of description of a person that tells about one of your classmate.

Focusing on the use of authentic assessment
	Paragraph writing in descriptive
	Students are asked to write descriptive writing
	The lecturer explains about descriptive writing. Then, she gives prompts to make descriptive paragraph. Finally,  the students delegate an exhibition of their writing results and their peers evaluate the results.
	performance assessment and  portfolio
	Analytic scoring (it separates the features of a composition into components that are each scored separately and given weights to reflect their importance in instruction).



F. Source of material: 
- Surya, Satyawati. 2015. Teaching Instructional Model of Wiring II. Samarinda: English Department,College of Education, Mulawarman Univeraity.















LESSON PLAN


Institution		:  FKIP, Mulawarman University.
Course			: Writing II
Credit/hour		: 2/2
Program		: SI – English Department
Semester		: II
Topic			: 7. Developing Paragraphs by Exposition
Sub topics		: 7.1 The explanation of  the expository paragraph
  7.2 The expository paragraph by examples and illustration
  7.3 Writing expository paragraph

A. General Objective:
7. At the end of the course, the students have practical knowledge to develop their ability to write English paragraphs by exposition.

B. Specific Objectives:
7.1 The students have practical knowledge to explain what the expository paragraph means.
7.1 The students have practical knowledge to differentiate between expository paragraphs by examples and illustration. 
7.2 The students have practical knowledge to write paragraphs by exposition.

C. Material/Content
7.1 A paragraph that explains or analyzes a topic is an expository paragraph. Although explaining a topic can be done in several ways, the most common approach to developing an expository paragraph requires using specific details and examples. No matter what type of paragraph you are writing, you will need specific details and examples to support the controlling idea in your topic sentence.

7.2 An example of expository paragraph by examples:
		Going to college can be expensive. Everyone knows that tuition and room and board can cost anywhere from $3,000 to $10,000 per semester, but there are other expenses that make going to college even more expensive. For instance, books typically cost between $150 and $400 each term. Supplies, too, are not cheap, for as any student knows, paper, notebooks, writing utensils, and the many other supplies needed usually cost more at the college bookstore than at a local discount department store. For instance, a package of notepaper costing $1 at a discount store might cost $2 at a college bookstore. In addition, there are all kinds of special fees tacked onto the bill at registration time. A student might have to pay a $30 insurance fee, a $15 activity fee, a $10 fee to the student government association, and anywhere from $20 to $100 for parking. If a student decides to add or drop a course after registration, there is yet another fee. The fees never seem to end.

 Illustration
It is not always necessary to give several examples to support the controlling idea; sometimes one example that is explained in greater detail will suffice to support the controlling idea. 
Study the following paragraph:
		Wherever there are great forests, modern methods of insect control threaten the fishes inhabiting the streams in the shelter of the trees. One of the best-known examples of fish destruction in the United States took place in 1955, as a result of spraying in and near Yellowstone National Park. By the fall of that year, so many dead fish had been found in Yellowstone River that sportsmen and Montana fish-and-game administrators became alarmed. About 90 miles of the river were affected. In one 300-yard length of  shoreline, 600 dead fish were counted, including brown trout, whitefish, and suckers. Stream insects, the natural food of trout, had disappeared.     

7.3 Task/Assignment: 
Make an expository paragraph by choosing one of the following topic:
a. smoking
b. disaster
c. happiness
d. disease
e. media : television/ newspaper/ magazine/ internet
 	
Assignment/homework:
Read books, articles, or other printed materials about crime/ disease/disaster. 

D. Method/Activities:
7.1 The lecturer explains how to develop a paragraph by exposition.
7.2.1 The lecturer gives an example of an expository paragraph of examples.
7.2.2 The lecturer gives an example of an expository paragraph of illustration.
7.3 The lecturer asks the students choose the topics and write expository paragraphs.
                                                                                     
E. Assessment/Evaluation
7.1 What is expository paragraph?
7.2 Can you differentiate between expository paragraph by examples and by illustration?
7.3 Make an expository paragraph by choosing one of the following topic:
f. smoking
g. disaster
h. happiness
i. disease
Focusing on the use of authentic assessment
	Expository paragraph 
	Students are asked to write expository paragraph
	The lecturer explains about expository paragraph. Then, she asks each student to write an expository paragraph. After that, the students should present their writing results orally. The other students evaluate the results.
	performance assessment and portfolio
	Holistic scoring 




F. Source of material: 
- Surya, Satyawati. 2015. Teaching Instructional Model of Wiring II. Samarinda: English Department,College of Education, Mulawarman Univeraity.
























LESSON PLAN


Institution		:  FKIP, Mulawarman University.
Course			: Writing II
Credit/hour		: 2/2
Program		: SI – English Department
Semester		: II
Topic			: 8. Mechanical Aspects of Writing
Sub topics		: 8.1 The explanation of capitalization 
  8.2 The explanation of punctuation
  8.3 The application of mechanical aspects of writing 

A. General Objective:
8. At the end of the course, the students have practical knowledge to use correct mechanical aspects of writing

B. Specific Objectives:
8.1 The students have practical knowledge to explain about the use of capitalization
8.1 The students have practical knowledge to explain about the use of punctuation
8.2 The students have practical knowledge to apply mechanical aspects of writing in sentences.

C. Material/Content
8.1 Capitalization Rules
1. Capitalize the first word of a sentence:  - This is the first word of the sentence.
2. If the first word is a number, write it as a word: - Three of us worked the early shift.
3. Capitalize the pronoun I or the contraction I’m, and the abbreviations B.C. or A.D : 
- The group left when I asked them to go.
- The manuscript was dated 501 A.D.
4. Capitalize the first word of a quotation: - I said, “What’s the name of your dog?”
5. Do not capitalize the first word of a partial quotation:  He called me “the worst excuse for a student” he had ever seen.
Here is an example of a dialogue that illustrates these rules. (A note about paragraphing in dialogue: Each time a speaker finishes, begin a new paragraph for the next speaker’s dialogue.)
“Good afternoon,” said the personal trainer as I walked into the gym.
“Good afternoon!” I replied, excited to get started.
“You must be Ms. Milner. I’m Jennifer Burnett. It’s very nice to meet you.”
“Tell me about your current workout routine, Jennifer. I’m eager to put together a brand-new exercise program for you.”
I smiled and said, “It’s so nice to be working with you. I heard you were a ‘true fitness guru.’” 
6. Days of the week: Friday, Saturday
7. Months: January, February
8. Holidays: Christmas, Halloween
9. Historical events, periods, documents: Civil War (historical event), Dark Ages (historical period), Declaration of Independence (document)
10. Special events, calendar events: Pebble Beach Fall Classic, Renaissance Festival, Green River Days (special events); Labor Day, Father’s Day (calendar events)
11. Names of people and places: John Doe, Lincoln Center, Sears Tower
12. Names of structures and buildings:  Washington Memorial, Empire State Building
13. Names of trains, ships, aircraft, and other modes of transportation:  Queen Elizabeth, Discovery, Sioux Lines, TransWorld Airlines
14. Names of products:  Corn King hams, Dodge Intrepid
15. Names of officials Mayor Daley, President Clinton
16. Works of art and literature: Black Elk Speaks (book), “Mending Wall” (poem), Mona Lisa (painting)
17. Ethnic groups, races, languages, nationalities:  Asian American, Caucasian, French, Indian 
18. Cities, states, and governmental units:  Des Moines, Iowa; Barrow, Alaska; Republic of South Africa
19. Streets, highways, and roads:  Grand Avenue, Interstate 29, Deadwood Road
20. Landmarks and geographical locations: Continental Divide, Grand Canyon
21. Public areas and bodies of water:  Superior Forest, Missouri River
22. Institutions, organizations, and businesses: Dartmouth College, Lions Club, Dodge Trucks 
23. Avoid unnecessarily capitalizing compass directions; however, direction words that refer to a specific area of the country should be capitalized. Examples: We headed west after the Depression. The future of the country was cultivated in the West. 
24. Avoid unnecessarily capitalizing the words referring to family members. Capitalize them only when they are used as names. If a possessive adjective (my, our, your, his, her, their) comes before the word referring to a family member, the family word is not capitalized. Examples: When Uncle Harry visited last winter, none of my other uncles came to see him. After my mother called me for lunch, Father served the entrée.
25. Avoid unnecessarily capitalizing the seasons of the year or parts of the academic year. Example: If the university offers History of Education 405 in the spring semester, Horace can graduate in May.
26.  Avoid unnecessarily capitalizing school subjects. They should be capitalized only if they are part of the name of a specific course. 


8.2 Punctuation Rules
Rules for Using Periods
· Use a period after an initial and after every part of an abbreviation, unless the abbreviation has become an acronym—an abbreviation that is pronounced as a word, such as AIDS—or a widely recognized name (TV, FBI, NATO, NASA).
· Titles—Mr., Ms., Dr., and so on—are also abbreviations that use periods. If the abbreviation comes at the end of a sentence, only one period is needed.
Examples: 
The tour leaves on Mon., Jan. 1, at 3 p.m.
The book was written by C.S. Lewis.
A.J. Mandelli researched brain function for the FBI.
· Use a period as a decimal between numbers and between dollars and cents.
Examples:
A gallon equals 3.875 liters.
The new textbook costs $54.75.
Only 5.6% of our consumers spend over $100.00 per month on our products.
·  Use a period at the end of a sentence that makes a statement.
Examples:
Henry Kissinger served under two U.S. presidents.
Wilson will lecture in the forum after school today.
Many consider P.T. Barnum the best salesman ever to have walked the earth.
· Use a period at the end of a sentence that makes a request, gives an instruction, or states a command.
Examples:
Empty the kitchen trash before you take the garbage out.
Turn right at the fi rst stop light, and then go to the second house on the left.
· Use a period at the end of a sentence that asks an indirect question.
Examples:
My neighbor asked if we had seen his cat. (The direct question was, “Have you seen my cat?”)
Rules for Using Question Marks and Exclamation Points
· Use a question mark after a word or group of words that asks a question, even if it is not a complete sentence.
Examples:
What did you do last night?
Will you put out the trash?
Okay?
May we go to the movies after we’ve finished our homework?
Are we?
· Use an exclamation point after a sentence that expresses strong feeling.
Examples:
Look out for that car!
I just can’t stand the smell in here!
· Use an exclamation point after an interjection—a word or phrase expressing strong feeling—when it is written as a single sentence.
Examples:
Doggone it!
Yikes!
· Use an exclamation point after a sentence that begins with a question word but doesn’t ask a question.
Examples:
What a dunce I am!
How marvelous of you to come! 
COMMAS
· Use a comma to set off introductory words, phrases, and clauses from the main part of a sentence. In other words, commas following introductory elements will save the reader time and reduce the chances of misinterpreting what you write. Examine the following examples to see how introductory words, phrases, and clauses are set off with commas.
Disappointed, we left the movie before it ended.
Annoyed, the manager stomped back into the storeroom.
Amazed, Captain Holland dismissed the rest of the troops.
Expecting the worst, we liquidated most of our inventory.
Badly injured in the accident, the president was gone for two months.
Reluctant to make matters any worse, the doctor called in a specialist.
If we plan carefully for the grand opening, we can increase sales.
While we were eating lunch, an important fax came.
Because we left before the meeting ended, we were not eligible to win a door prize. 
Subordinate clauses after the independent clause:
We can increase sales if we plan carefully for the grand opening.
An important fax came while we were eating lunch.
We were not eligible to win a door prize because we left before the meeting ended.
Comma Splices
· A comma splice is the last kind of sentence fault you will study today. It is actually a special type of run – on sentence in which a comma is used in place of a semicolon to join two independent clauses without a conjunction.
· A comma splice can be corrected by putting a semicolon in place of the comma or by adding a conjunction after the comma.
Wrong:
Henry lives across the street, he has been there for 25 years.
Correct:
Henry lives across the street; he has been there for 25 years.
Henry lives across the street, and he has been there for 25 years.
Wrong:
Mary heads the search committee, John is the recorder.
Correct:
Mary heads the search committee; John is the recorder.
Mary heads the search committee, and John is the recorder.
Wrong:
Sid gave demonstrations all summer long, he returned in the fall.
Correct:
Sid gave demonstrations all summer long; he returned in the fall.
Sid gave demonstrations all summer long, but he returned in the fall.
Commas with Appositives
· An appositive is a word or group of words that immediately follows a noun or pronoun. The appositive makes the noun or pronoun clearer or more definite by explaining or identifying it. 
Rachel Stein won the first prize, an expense-paid vacation to the Bahamas.
New Orleans, home of the Saints, is one of my favorite cities.
One of the most inspiring motivators in college basketball is Dr. Tom Davis, coach of the Iowa Hawkeyes.
Commas and Nonrestrictive Clauses
· Earlier in this lesson, you learned that a subordinate clause at the beginning of a sentence is followed by a comma, but a subordinate clause any other place in the sentence is not set off by a comma. This is true only if the clause is an essential clause. In some sentences, a clause cannot be omitted without changing the basic meaning of the sentences. Omitting such a clause changes the meaning of the sentence or makes it untrue. Such a clause is called an essential or restrictive clause. 
All drivers who have had a drunk driving conviction should have their licenses revoked.
All drivers should have their licenses revoked. 
· However, a nonessential or nonrestrictive clause must be set off by commas. A clause is nonrestrictive if it simply adds information that is not essential to the basic meaning of the sentence. If a nonrestrictive clause is removed, the basic meaning of the sentence is not changed.
Example:
My father, who is still farming, is 74 years old.
My father is 74 years old.
· The highlighted clause is nonrestrictive. If it is removed from the sentence, the basic meaning of the sentence is not changed. Nonrestrictive clauses usually begin with one of these subordinating conjunctions: who, whom, whose, which, or that. 
Commas with Independent Clauses Joined by a Conjunction
Examples:
I went to bed early last night, so I felt rested this morning.
The city’s economic situation has improved, but there are still neighborhoods where many people depend on the generosity of others in order to live.
Susan worked through lunch, and now she is able to leave the office early.
· If independent clauses are joined without a conjunction, they are separated by a semicolon instead of a comma.
I went to bed early last night; I felt rested this morning.
The city’s economic situation has improved; however, there are still neighborhoods where many people depend on the generosity of others in order to live.
Susan worked through lunch; now she is able to leave the office early.
Commas to Separate Items in a Series
· Commas are used to separate items in lists of similar words, phrases, or clauses to make the material easier for a reader to understand.
Examples:
Al, Jane, Herbert, and Willis all applied for the promotion.
The old Tempo’s engine squealed loudly, shook violently and came to a halt.
The instructions clearly showed how to assemble the equipment, how to load the software, and how to boot the system.
Commas to Separate Items in a Date or an Address
· When giving a complete date in the format month- dayyear, put a comma on either side of the year. When giving a date that is only a month and year, no comma is needed.
· Use a comma to separate each element of an address, such as the street address, city, state, and country.
· A comma is also used after the state or country if the sentence continues after the address. 
Examples:
We moved from Fayetteville, North Carolina, on May 16, 2005.
Since November 1994, Terry has lived at 654 36th Street, Lincoln, Nebraska.
Dwana attended Drake University, in Des Moines, Iowa, both fall 2004 and spring 2005. 
Commas to Separate Adjectives
· Use commas to separate two or more equally important adjectives.
Examples:
Alex avoided the friendly, talkative, pleasant boy sitting next to him at school.
The carpenter repaired the floor with dark, aged, oak flooring.
The reporter spoke with several intense, talented high school athletes.
Commas to Separate Other Elements of a Sentence
· Use commas to separate contrasting or opposing elements in a sentence. The comma functions as a signal to the reader: What follows is an opposite idea. It makes the idea easier for the reader to grasp.
Examples:
We searched the entire house, but found nothing.
We need strong intellects, not strong bodies, to resolve this problem.
The racers ran slowly at first, quickly at the end.
We expected to meet the president, not a White House aide. 
· Use commas to separate words or phrases that interrupt the flow of thought in a sentence.
Examples:
The deadline, it seemed clear, simply could not be met.
We came to rely, however, on the kindness and generosity of the neighbors.
The alternative route, we discovered, was faster than the original route. 
· Whenever the name of the person being addressed is included in a sentence, it should be set off by commas.
Examples:
Dave, we wanted you to look at this layout before we sent it to printing.
We wanted you to look at this layout, Dave, before we sent it to printing.
We wanted you to look at this
· Mild exclamations included in a sentence are also set off with commas.
Examples:
Well, that was certainly a pleasant surprise.
Yes, I’ll call you as soon as we get the information.
Heavens, that was a long - winded speaker.
■ Use a comma after the greeting and closing of a personal or friendly letter.
Examples:
Dear Uncle Jon,
Sincerely,
Yours truly


8.3 Task/Assignment: 
1. Which version of the sentence is correctly
capitalized?
a. Since you’re here, you and Denise should plan
to pay a quick visit to aunt Janice, uncle Don,
and your Cousin Ray.
b. Since you’re here, you and Denise should plan
to pay a quick visit to Aunt Janice, Uncle Don,
and your cousin Ray.
c. Since you’re here, you and Denise should plan
to pay a quick visit to Aunt Janice, uncle Don,
and your Cousin Ray.
d. Since you’re here, you and Denise should plan
to pay a quick visit to Aunt Janice, Uncle Don,
and your Cousin Ray.

2. Which of the underlined words in the following
sentence should be capitalized?
The governor gave a speech at the fourth of July
picnic, which was held at my cousin’s farm fi ve
miles east of town.
a. governor
b. fourth
c. cousin’s
d. east

3. Which of the underlined words in the following
sentence should be capitalized?
“Last semester, I wrote my history report on the
Korean war,” my sister told me.
a. semester
b. history
c. war
d. sister

4. Which version uses periods correctly?
a. Dr Harrison will speak at a hotel in Chicago,
IL, on Thurs at 3:00 P.M.
b. Dr. Harrison will speak at a hotel in Chicago,
IL., on Thurs at 3:00 PM.
c. Dr Harrison will speak at a hotel in Chicago,
IL., on Thurs. at 3:00 P.M.
d. Dr. Harrison will speak at a hotel in Chicago,
IL, on Thurs. at 3:00 P.M.

5. Which version uses punctuation correctly?
a. Wow, that was a terrifi c novel? What other
books has this author written!
b. Wow! That was a terrifi c novel. What other
books has this author written?
c. Wow? That was a terrifi c novel! What other
books has this author written?
d. Wow. That was a terrifi c novel? What other
books has this author written?

6. Which of the following is a sentence fragment, or
NOT a complete sentence?
a. Hearing the thunder, the lifeguard ordered us
out of the water.
b. Turn off the lights.
c. Sunday afternoon spent reading and playing
computer games.
d. I was surprised to see that my neighbor had
written a letter to the editor.

7. Three of the following sentences are either runons
or comma splices. Which one is NOT a faulty
sentence?
a. The newspapers are supposed to be delivered
by 7:00, but I am usually fi nished before 6:45.
b. I called the delivery service this morning, they
told me the shipment would arrive on time.
c. Look in the closet you should fi nd it there.
d. I was the fi rst to sign the petition Harry was
second.
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8. Which version is punctuated correctly?
a. Charlotte, who ran in the Boston Marathon
last year will compete in this year’s New York
Marathon.
b. Charlotte who ran in the Boston Marathon,
last year, will compete in this year’s New York
Marathon.
c. Charlotte who ran in the Boston Marathon
last year, will compete in this year’s New York
Marathon.
d. Charlotte, who ran in the Boston Marathon
last year, will compete in this year’s New York
Marathon.

9. Which version is punctuated correctly?
a. The park service will not allow anyone, who
does not have a camping permit, to use this
campground.
b. The park service will not allow anyone who
does not have a camping permit to use this
campground.
c. The park service will not allow anyone, who
does not have a camping permit to use this
campground.
d. The park service will not allow anyone who
does not have a camping permit, to use this
campground.

10. Which version is punctuated correctly?
a. As soon as she fi nished her dinner, Lisa, who
is a volunteer at the hospital, reported for
her shift.
b. As soon as she fi nished her dinner Lisa, who
is a volunteer at the hospital reported for
her shift.
c. As soon as she fi nished, her dinner, Lisa who
is a volunteer at the hospital, reported for
her shift.
d. As soon as she fi nished her dinner, Lisa who
is a volunteer at the hospital reported for
her shift.

11. Which of the underlined portions of the following
sentence is punctuated incorrectly?
My mother was born on (a) December 15, 1944,
in Kingwood, West (b) Virginia, when
she was (c) fi ve, her family moved to (d) 347
Benton Street, Zanesville, OH.
a. December 15, 1944,
b. Virginia, when
c. fi ve, her
d. 347 Benton Street, Zanesville, OH

12. Which version is punctuated correctly?
a. Yes I would like to receive the credit card
application and please send it as soon as you
can to my home address.
b. Yes, I would like to receive the credit card
application and please send it, as soon as you
can to my home address.
c. Yes, I would like to receive the credit card
application and, please send it as soon as you
can to my home address.
d. Yes, I would like to receive the credit card
application, and please send it as soon as you
can to my home address.

13. Which version is punctuated correctly?
a. It seems, Brian, you have not been completely
honest about the amount of time you’ve been
spending on your studies. That is disappointing.
b. It seems Brian you have not been completely
honest about the amount of time you’ve been
spending on your studies that is disappointing.
c. It seems, Brian, you have not been completely
honest about the amount of time you’ve been
spending on your studies, that is disappointing.
d. It seems Brian you have not been completely
honest about the amount of time you’ve been
spending on your studies. That is disappointing.
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14. Which is the correct punctuation for the underlined
portion?
The weather forecasters are predicting 10 inches
of snow tonight therefore the annual chili supper
will be rescheduled for next week.
a. tonight, therefore
b. tonight, therefore,
c. tonight; therefore,
d. tonight, therefore;

15. Which is the correct punctuation for the underlined
portion?
You may choose to read any two of the following
novels The Great Gatsby, Song of Solomon,
Sophie’s Choice, The Color Purple, The Bell Jar,
and The Invisible Man.
a. novels, The
b. novels: The
c. novels; the
d. novels. The

16. Which version is punctuated correctly?
a. One of my complaints—if you really want to
know is that the recycling bins are not clearly
labeled.
b. One of my complaints—if you really want to
know—is that the recycling bins are not
clearly labeled.
c. One of my complaints, if you really want to
know—is that the recycling bins are not
clearly labeled.
d. One of my complaints if you really want to
know is that the recycling bins are not clearly
labeled.

17. Which version is punctuated correctly?
a. Much still needs to be learned about the new
candidate Mr. Clayton, we will continue our
interview with him tomorrow.
b. Much still needs to be learned about the new
candidate, Mr. Clayton; we will continue our
interview with him tomorrow.
c. Much still needs to be learned about the new
candidate. Mr. Clayton; we will continue our
interview with him tomorrow.
d. Much still needs to be learned about the new
candidate, Mr. Clayton we will continue our
interview with him tomorrow.

18. Which version is punctuated correctly?
a. Whose coat is this? Is it yours or Eric’s?
b. Whose coat is this? Is it your’s or Eric’s?
c. Who’s coat is this? Is it your’s or Eric’s?
d. Who’s coat is this? Is it yours or Eric’s?

19. Which version is punctuated correctly?
a. “May I ride with you?” asked Del. “I can’t get
my car started.”
b. May I ride with you? asked Del. “I can’t get my
car started.”
c. “May I ride with you? asked Del. I can’t get my
car started.”
d. “May I ride with you”? asked Del, “I can’t get
my car started.”

20. Which of the following items should be placed in
quotations marks and should NOT be italicized
or underlined?
a. the title of a book
b. the title of a story
c. the title of a movie
d. the title of a newspaper
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21. Which version uses hyphens correctly?
a. The well-known singer-songwriter gave a
three hour concert.
b. The well known singer songwriter gave a
three-hour concert.
c. The well-known singer-songwriter gave a
three-hour concert.
d. The well known singer-songwriter gave a three
hour concert.

22. Which of the following should NOT be
hyphenated?
a. forty-fi ve dollars
b. one-hundredth of an inch
c. a ten-minute break
d. fi ve-pieces of gum

23. Which version uses parentheses correctly?
a. I plan to do my geography report on the
Central American country of Belize
(formerly known as British Honduras).
b. I plan to do my geography report on the
(Central American country of) Belize,
formerly known as British Honduras.
c. I plan to do my (geography) report on the
Central American country of Belize,
formerly known as British Honduras.
d. I plan to do my geography report on the
Central American country (of Belize)
formerly known as British Honduras.
For questions 24 and 25, choose the correct verb form.

24. Last night, Rita a standing ovation
for her performance.
a. has gotten
b. gotten
c. will get
d. got

25. Brandon his camera so he could
photograph the basketball game.
a. brang
b. brought
c. bring
d. had brung

26. Which of the following underlined verbs is NOT
written in the correct tense?
Last year, I (a) vacationed in Jamaica. I (b) sunbathe
on the beach every morning. In the afternoons,
I (c) explored the island, and when
evening came, I (d) couldn’t wait to change my
clothes and try another local restaurant.
a. vacationed
b. sunbathe
c. explored
d. couldn’t wait

27. Choose the version that correctly rewrites the
following sentence in the active voice.
I was taken to the public library by my sister
before I was able to read.
a. Before I was able to read, I was taken to the
public library by my sister.
b. Before learning to read, my sister took me to
the public library.
c. Before I was able to read, my sister took me to
the public library.
d. I was taken to the public library before I knew
how to read, by my sister.
–
28. Which of the following sentences is in the passive
voice?
a. Maya hoped that her party would not be
ruined by the impending thunderstorm.
b. Maya was hoping that her party would not be
ruined by the impending thunderstorm.
c. Maya is hoping that her party won’t be ruined
by the impending thunderstorm.
d. Maya has hoped that her party won’t be
ruined by the impending thunderstorm.
For questions 29 and 30, choose the verb that agrees
with the subject of the sentence.

29. Neither of the boys to basketball
camp.
a. have been
b. were
c. is been
d. has been

30. Christian and Jennifer to go canoeing
next Saturday.
a. are trying
b. is trying
c. tried
d. have tried

31. Choose the subject that agrees with the verb in
the following sentence.
of the customers have complained
about poor service.
a. One
b. Neither
c. Each
d. Some

32. In which of the following sentences is the underlined
verb NOT in agreement with the subject of
the sentence?
a. Where are the forms you want me to fi ll out?
b. Which is the correct form?
c. Here is the forms you need to complete.
d. There are two people who still need to complete
the form.

33. In which of the following sentences is the underlined
pronoun incorrect?
a. Alicia and me want to spend Saturday at Six
Flags Amusement Park.
b. Either Sam or William will bring his CD
player to the party.
c. She and I will work together on the project.
d. Why won’t you let her come with us?

34. In which of the following sentences are the
underlined pronouns correct?
a. Would he or me be a better bowling partner?
b. Would he or I be a better bowling partner?
c. Would him or me be a better bowling partner?
d. Would him or I be a better bowling partner?
For questions 35–38, choose the option that correctly
completes the sentence.

35. Four band members and were chosen
to attend the state competition. One of
will do the driving.
a. me, we
b. me, us
c. I, we
d. I, us

36. Marcus the bags of groceries on the
kitchen table 15 minutes ago.
a. had sat
b. set
c. sit
d. sat
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37. About five minutes after the sun ,
my alarm goes off, and time to
get up.
a. raises, it’s
b. raises, its
c. rises, it’s
d. rises, its

38. Julian ran ________ in the race today, but Kyle
wound up with the ____________ score overall.
a. good, better
b. good, best
c. well, better
d. well, best

39. Which of the sentences is clearly and correctly
written?
a. Driving along the country road, a deer ran in
front of us.
b. A deer ran in front of us while driving along
the country road.
c. As we were driving along the country road, a
deer ran in front of us.
d. Running in front of us, we saw the deer, driving
along the country road.
For questions 40–46, choose the option that correctly
completes the sentence.

40. If we divide this pizza the fi ve
people here, there won’t be pieces
left over.
a. among, any
b. among, no
c. between, any
d. between, no

41. Yesterday, I the campers to the
we had chosen near the river.
a. lead, cite
b. lead, site
c. led, cite
d. led, site

42. As we have done in the , we will
at the coffeehouse at 10:00 A.M.
a. past, meet
b. past, meat
c. passed, meet
d. passed, meat

43. As you can see, there has been a
in the water pipe.
a. planely, brake
b. planely, break
c. plainly, brake
d. plainly, break

44. Do you know Teresa will
to join our organization?
a. weather, choose
b. weather, chose
c. whether, choose
d. whether, chose

45. Did you the team jacket you were
supposed to to the meet this afternoon?
a. loose, wear
b. lose, where
c. loss, wear
d. lose, wear

46. Do you if Serena Williams
the tournament?
a. know, one
b. know, won
c. no, one
d. no, won
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47. Which of the following phrases contains a
redundancy? (It expresses the same idea twice,
with different words.)
a. I did not go to the shopping mall.
b. She always does very well in school.
c. The judges have temporarily delayed the competition
until later.
d. Liz and Lauren have both contributed greatly
to the fundraising campaign.

48. Which of the following sentences contains a cliché?
a. Why not start now? There’s no time like the
present.
b. Just keep trying. You’ll catch on.
c. Whew! I’m tired.
d. I’m as shocked at the news as you are.

49. Which version has a consistent point of view?
a. The history of English is divided into three
periods. You could mark the earliest one at
about the fi fth century a.d.
b. You can say that the history of English could
be divided into three periods, and I know the
earliest one begins about the fi fth century a.d.
c. The history of English is divided into three
periods. The earliest one begins at about the
fi fth century a.d.
d. I learned that the history of English is divided
into three periods and that you begin the earliest
one at about the fi fth century a.d.

50. Which version has a parallel structure?
a. We write for a variety of purposes: in expressing
our feelings, to convey information, to
persuade, or to give pleasure.
b. We write for a variety of purposes: to express
our feelings, convey information, persuasion,
or giving pleasure.
c. We write for a variety of purposes: an expression
of our feelings, conveying information,
persuade, or to give pleasure.
d. We write for a variety of purposes: to express
our feelings, to convey information, to persuade,
or to give pleasure.


D. Method/Activities:
8.1 The lecturer explains about the capitalization rules. 
8.2 The lecturer explains about the punctuation rules.
8.3.1 The lecturer asks the students to work in groups do the exercises. 
8.3.2 The students discuss the answer with the whole class. 
                                                                                     
E. Assessment/Evaluation
8.1 What words are supposed to be capitalized?
8.2 Explain about the punctuations and their function. 
8.3 Choose the correct answers and give the reasons.

Focusing on the use of authentic assessment
	Mechanical aspects of writing
	Students are asked to do exercises on mechanical aspects of writing
	The lecturer explains about mechanical aspects of writing. Then, she asks each student to do some exercises
	Self-assessment) and the documents are placed as portfolio
	Primary trait 




F. Source of material: 
- Surya, Satyawati. 2015. Teaching Instructional Model of Wiring II. Samarinda: English Department,College of Education, Mulawarman Univeraity




LESSON PLAN


Institution		:  FKIP, Mulawarman University.
Course			: Writing II
Credit/hour		: 2/2
Program		: SI – English Department
Semester		: II
Topic                           : 9. Introduction to Academic Writing: making quotation, paraphrase, summary and precis
Sub topics                    : 9.1 Quotation
   9.2 Paraphrase
9.3 Summary
9.4 Precis	 

A. General Objective:
 9. At the end of the course, the students have practical knowledge to develop their ability to make quotation, paraphrase, summary and precis.


B. Specific Objectives:
9.1 The students have practical knowledge to make quotation.
9.2 The students have practical knowledge to make paraphrase.
9.3 The students have practical knowledge to make summary.
9.4 The students have practical knowledge to make precis.


C. Material/Content:
9.1 Quotation
	Quotation is a copy of an exact word, words or phrases, sentences or even paragraphs from the original passage of another to support your point of argument. There are two kinds of quotations, that is: direct quotation and indirect quotation. Direct quotation are quotations in which another person’s words or expressions are quoted exactly. They are often enclosed in quotation marks. Meanwhile, indirect quotations are quotations in which another person’s words or expressions are not quoted exactly. They are often written without using quotation marks and usually put into a ‘that’ clause. Another form of quotation is quotation with ellipsis. Quotation with ellipsis is one which some of the words omitted or deleted because they are not really important. The omission are always signaled with ellipsis dots (…).
	To introduce direct and indirect quotation or any other ideas borrowed, you must use reporting phrase and clause expressions. In this discussion, you will study of the more common ones:
--------------said (that)-----------------------------------------------------------------------------
--------------mentioned (that)----------------------------------------------------------------------
--------------stated (that)----------------------------------------------------------------------------
--------------reported (that)-------------------------------------------------------------------------
--------------repeated (that)-------------------------------------------------------------------------
--------------insist (that) -----------------------------------------------------------------------------
--------------then said (that)-------------------------------------------------------------------------
--------------remind (that)---------------------------------------------------------------------------
--------------maintain (that)-------------------------------------------------------------------------
According to-----------------------------------------------------------------------------------------
As--------------------stated--------------------------------------------------------------------------
As--------------------reported-----------------------------------------------------------------------
As--------------------repeated-----------------------------------------------------------------------
As--------------------expressed----------------------------------------------------------------------
Here are the models of direct and indirect quotation, and also quotation with ellipsis:
Direct quotation     
· John Inggall stated, “All living is learning and all learning is living.”
· According to John Inggall, “All living is learning and all learning is living.”
· As John Inggall stated,” All living is learning and all learning is living.
Indirect Quotation
· John Inggall stated that all living is learning and all learning is living.
Quotation with ellipsis
Full quotation: “Diet and nutrition have been studied by researchers, significantly effect oral health.”
Quotation with ellipsis: “Diet and nutrition … significantly effect oral health”

9.2 Paraphrase
Paraphrase is a writing skill in which essential points/ideas including all details, from a published source is restated in different words without changing the original meaning or restate all information of the quoted passage in different words. In paraphrase writing, you need to read the original passage and then state them by using synonyms, changing the tenses from active to passive or from direct to indirect quotation, shifting the nouns or pronouns from antecedents or vise-verse.
Here are the example of paraphrase:
	Indonesian ethnic had to overcome many obstacles in order to develop writing system in their own languages. The groups that did develop writing are alike in several ways: They maintained their social structure, and they were able to put writing to good use. For example, writing become more common in the Kutai, Dayak, Banjar, and Javanese tribes after they were separated through migration. Tribe members probably wanted to write to relatives they could no longer see regularly.

From the original passage, as follows:
	The Indonesian ethnic groups which, despite all obstacles, have developed traditions of literacy in their own languages seem to share certain characteristics. All of them, of course, have preserved some sort of social organization, at least at the local level. It would seem that such groups have also found one or more functions for their own literacy. Thus, the spread of Kutai, Dayak, Banjar, Bugis, and Javanese literacy occurred at the same time that these several tribes were divided by migration. In all five cases it seems reasonable to suppose that the first individuals to become literate were motivated by a desire to communicate with relatives who had departed for the west or, as the case may be, had lingered behind in the east.  


9.3 Summary
	Summary is a brief compressed version of works in condensed and compact form, stating only the gist/main idea or point of the original materials. You should select the gist or main points and delete minor details. Summary is often shorter than paraphrase but longer than a précis of the same original.
Here is the example of summary:
	The Indonesian ethnic groups still maintain the habit of writing in their own language. Such habit serves two main communication functions. One is to strengthen their social structure and next is to use as a means of communication, especially with their relatives.

From the original passage, as follows: 
The Indonesian ethnic groups which, despite all obstacles, have developed traditions of literacy in their own languages seem to share certain characteristics. All of them, of course, have preserved some sort of social organization, at least at the local level. It would seem that such groups have also found one or more functions for their own literacy. Thus, the spread of Kutai, Dayak, Banjar, Bugis, and Javanese literacy occurred at the same time that these several tribes were divided by migration. In all five cases it seems reasonable to suppose that the first individuals to become literate were motivated by a desire to communicate with relatives who had departed for the west or, as the case may be, had lingered behind in the east.  

9.4  Precis Writing
	Precis (pronounced pray – see) is a brief summary. It retains the basic order of the originals, keeps the same proportion of part to part, and maintains the same tone. Thus the précis has a much closer relation to the original text than the looser summary. The material in the original passage text can be, and quite often should be restated for economy and emphasis. You must select the words carefully and organize them logically to get the maximum amount of information into the minimum space. A précis may be only one fourth as long of the original.

Here is the example of précis:
	The Indonesian ethnic groups developed their own writing systems in order to write letters and keep records.

From the original passage, as follows:
The Indonesian ethnic groups which, despite all obstacles, have developed traditions of literacy in their own languages seem to share certain characteristics. All of them, of course, have preserved some sort of social organization, at least at the local level. It would seem that such groups have also found one or more functions for their own literacy. Thus, the spread of Kutai, Dayak, Banjar, Bugis, and Javanese literacy occurred at the same time that these several tribes were divided by migration. In all five cases it seems reasonable to suppose that the first individuals to become literate were motivated by a desire to communicate with relatives who had departed for the west or, as the case may be, had lingered behind in the east.  

D. Method/Activities:
9.1.1 The lecturer explains about quotation.
9.1.2 The lecturer gives an example how to quote.
9.2.1 The lecturer explains about paraphrase.
9.2.2 The lecturer gives an example how to make paraphrase.
9.3.1 The lecturer explains about summary.
9.3.2 The lecturer gives an example how to make summary
9.4.1 The lecturer explains about précis 
9.4.2 The lecturer gives an example how to make précis 

E. Assessment/Evaluation
9.1 Make quotation from the following passage.
9.2 Make paraphrase from the following passage.
9.3 Make summary from the following passage.
9.4 Make précis from the following passage.
The passage:
English as an international language is used widely around the world. It makes possible to interact and communicate among nations because they have a means of communication to share the ideas and feeling of mutual understanding. One of  the conditions of mutual understanding is if the parties who are involved in the discussion speak the same language. So, the role of language is really important to determine the success of relationship in exchanging information and ideas (Surya, 2010: 1).

F. Source of material: 
- Surya, Satyawati. 2015. Teaching Instructional Model of Wiring II. Samarinda: English Department,College of Education, Mulawarman Univeraity



 



















MIDTERM AND FINAL TEST
	Quiz
	The students are asked to do a test which consists of five items. Overall, the students are asked to write a good paragraph by applying all the elements of writing. 
	The lecturer gives the test which evaluate students’ knowledge and performance of writing. She evaluates the results.
	performance assessment  and  portfolio
	Holistic scoring 




	Final Examination
	The students do the test and final project, they are also asked to submit the portfolio they have collected as the activities during the semester. The lecturer evaluated all the documents.


	The lecturer gives the test, final project and evaluates all the documents including the test results, final projects, and portfolio.

	All authentic assessments are used
	All scoring rubrics are used




Appendix 3 

TEACHING INSTRUCTIONAL MATERIAL OF WRITING II COURSE

CHAPTER I
GOOD WRITING

A.  Five important qualities of good writing 
1) Good writing has a focus: Each paragraph has a clear main point or topic sentence. Topic sentence should be clear, specific, not too general and not too narrow. 
2) Good writing has adequate development (supporting sentences): each paragraph supports the main point with enough specific details. Supporting sentences can be the stories, facts, examples or reasons, and so on. Supporting sentences should be relevant to the topic sentence.
3) Good writing has unity: each paragraph sticks to its main point. They logically related.  
4) Good writing has coherence: each paragraph is organized logically and flows smoothly. To make it coherence we use transitional signals, such as: then, next, furthermore, although, by the way, finally, etc. These transitions should be used to signal the relations among the ideas. 
5) Good writing is correct: each paragraph has complete sentences that are relatively error-free. Free of errors in grammar, spelling, punctuation, and capitalization.

B. Points to Remember about Good Writing
1) Each paragraph should have a focus or topic sentence – a complete sentence that is clear, specific, and that is not too general or too narrow for a paragraph. Here are the examples of topic sentence :


a. My activities (not a complete sentence)
b. These are my activities. (too general)
c. These are my morning activities in my bed before I go to school. (too narrow)
d. These are my morning activities before I go to school. (clear and specific). 
2)  The focus of the paragraph should be developed by appropriate stories, facts, examples, or reasons.
3) Every supporting detail in the paragraph should be relevant to the topic sentence. For example, the topic sentence: These are my morning activities before I go to school. Supporting sentences: I wake up at six o’clock, I take a bath, I brush my teeth, I get dressed, I comb my hair, I have breakfast, I put on the shoes, I say good bye. Concluding sentence: These are all my routine activities that I do in the morning before I go to school.
4) The details should include specific, concrete language and descriptive words that appeal to readers’ five sense.
5) The details should be organized logically in an order that readers can follow.
6) Each sentence should be logically related to the ones precede and follow it.
7) Appropriate transitions should be used to signal the relations among the ideas. For example:  These are my morning activities before I go to school. At first, I wake up at six o’clock every morning. Then, I take a bath and brush my teeth. After that, I get dressed and comb my hair. Next,  I have breakfast with my family. After breakfast,  I put on the shoes and say good bye to my parents. Finally, I go to school. These are all my routine activities that I do in the morning before I go to school.
8) Every paragraph should have complete sentences that are relatively free of errors in grammar, spelling, punctuation, and capitalization.

C. The Writing Process
Here are some of the steps that many writers follow:
Step 1: Think about a topic.
Step 2: Talk to others about your ideas.
Step 3: Use prewriting strategies to develop your ideas.
Step 4: Narrow your focus and develop a topic sentence
Step 5: Write a discovery draft.
Step 6: Rethink and revise your draft.
Step 7: Edit and proof read the final version





















CHAPTER II
PARAGRAPH

A. What is a Paragraph?
A paragraph is a group of sentences which contain relevant information about main or central idea.
Paragraph consists of three parts:
1. introduction (topic sentence)
2. body (supporting sentences)
3. conclusion (concluding sentence)
      Paragraph indentation. The first sentence of a paragraph is always indented. So that the readers will know that the subject is being deal with. The writer indents a paragraph by leaving a blank space at the beginning of a paragraph.
Indent		XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX.

B. Topic Sentence 
Topic sentence is the most general statement of the paragraph. It is the key sentence. The topic sentence must have a subject and an attitude. A topic sentence which has no attitude is like a dead, boring conversation, no clear, no interesting, no useful information to inform the readers. Let us compare the topic sentences below:
1. Newsweek is a magazine. This is not a good topic sentence. The sentence has no attitude.
2. Newsweek is an objective magazine. This sentence contains an attitude,  that is objective.
Which one is interesting? Why? 
 
3. We have a cute cat named Pussy.
4. We have a cat named Pussy.
A topic must have a subject and an attitude. The subject  tells us what to write while the attitude shows or gives reasons for writing.
A topic sentence contains both a topic and controlling idea. It names the topic and then limits the topic to a specific area to be discussed in a single paragraph.
Topic              Controlling idea
Badminton    is now played in many countries (place)
Badminton    has become more popular within the last ten year (time
The position for a topic sentence can be:
 -  at the beginning of the paragraph
- (somewhere) in the middle or
- at the end (the last sentence)
If possible, we should place the topic sentence at the beginning. If we do so, we will have a clear guide to finish the rest of the paragraph. We will have good control over the contents. In addition, the readers will be more prepared to follow and to understand the paragraph.

C. Supporting Sentences
The next part of the paragraph is supporting sentences. They make up the rest of the paragraph. They add details to the topic. Supporting sentences develop and support the topic sentence with enough details. Supporting sentences consist of major supporting sentences and minor supporting sentences. Major supporting sentences develop the topic sentence directly, while minor supporting sentences develop the major supporting sentences directly and the topic sentence indirectly.
Example:
A university cafeteria should be able to provide meals at a lower cost than private restaurants (TS). The students serve themselves and when they have finished, they take their dirty dishes back to a special table (Major SS). In this way, the cost of employing staff is reduced because there is no need for waiters (Minor SS). The same number of students eat in the cafeteria each day (Major SS). As a result, the manager can calculate the exact amount of food to buy and very little is wasted (Minor SS). These are the reasons why the university cafeteria could provide meals much cheaper than the private restaurants (CS).
The last part of a paragraph is concluding sentence. A concluding sentence reminds the readers of the topic sentence and tells the readers that the paragraph is finished. A concluding sentence is like the topic sentence because both are general statement. However, the topic sentence is usually the first sentence, a general statement that introduces the topic to be discussed in the paragraph. The concluding statement is also a general statement, but it is the last sentence and ends the paragraph. In fact, the concluding sentence can be written like the topic sentence but in different words. It summarizes some (or all) of the main points in the paragraph. Begin the concluding sentence with a signal phrase that tell the readers that the paragraph is completed, such as: In conclusion….., In summary…….

D. Unity (oneness)
All sentences in a paragraph should focus on the one thing expressed in the topic sentence; All of the sentences stick together.

E. Coherence
Every coherent paragraph contains smoothly-connected ideas. To achieve coherence, the writer needs to use the transitions, such as however, although, finally and nevertheless.  












CHAPTER III
COMPONENTS OF A PARAGRAPH

	A paragraph is made up of three kinds of sentences that develop the writer’s main idea, opinion, or feeling about a topic. These sentences are (1) the topic sentence, (2) supporting sentences, and (3) the concluding sentence.
      Study the following paragraph 

A University Lecturer
	A university lecturer has many duties. In the classroom, he or she lectures to the students and answer questions. If he or she lectures in science, he or she also conducts laboratory experiments. During office hours, he or she may help students who have difficulties in their studies. In addition, a lecturer may work for many hours in a laboratory doing a research project. Another lecturer may spend his or her time writing a scholarly paper for a professional journal. Still another one may spend time writing a text book. In conclusion a lecturer is always a very busy person (Oshima & Hogue, 1988:55).

In the above paragraph entitled ” A University Lecturer”, the first sentence is the topic sentence. It tells the readers what the paragraph is about: the activities of a university lecturer. The sixth sentences that follow are supporting sentences. They supply the details about a university lecturer’s duties. The seventh sentence is the concluding sentence, which gives a final statement about the topic and tells the reader that the paragraph is finished.
Now let’s study each component of a paragraph in detail.
A. Topic Sentence
The topic sentence is the most general statement of the paragraph. It is the keys sentence because it names the topic and the central idea: the writer’s main idea, opinion, or feeling about the topic. The topic sentence introduces the topic and controls the information given in the other sentences. A topic must have a subject and an attitude. In other words, it consists of a topic or subject matter and a restricting statement. The subject tells us what to write while the attitude shows or gives reasons for writing. A topic sentence which has no attitude is like a dead, boring conversation, no clear, interesting, useful information to inform the readers. We may conclude that the topic sentence is the summary of all information in the paragraph. 
 . 	Let us compare the topic sentences below:
1. Newsweek is a magazine. This is not a good topic sentence. The sentence has no attitude.
2. Newsweek is an objective magazine. This sentence contains an attitude, that is objective. Reading or hearing the sentence, the audience will very likely react, “Really? Are you sure? Could you give us evidence?”
	The position for a topic sentence can be: 1. at the beginning of the paragraph, 2. (somewhere) in the middle, or, 3. at the end (the last sentence).
If possible, we should place the topic sentence at the beginning. If we do so, we will have a clear guide to finish the rest of the paragraph. We will have good control over the contents. In addition, the readers will be more prepared to follow and to understand the paragraph. The readers have a clue or hint from the very beginning so they will know what they can expect from the supporting sentences which follow. In other words, they can understand the contents more easily.
	A topic sentence contains both a topic and a controlling idea. It names the topic and then limits the topic to a specific area to be discussed in a single paragraph. The statement that limits the topic in a topic sentence is called controlling idea.
	Topic
	Controlling idea

	Badminton
	is now played in many countries. (place)

	Badminton
	has become more popular within the last ten years. (Time)

	Badminton
	is a physically demanding sport. (quality)

	Badminton
	is not as heavy as tennis. (showing differences)

	Badminton and tennis
	have several things in common. (showing similarities) 

	Badminton players
	should observe various kinds of rules. (a number of things) 

	The Thomas Cup Championship Games
	create interest from Badminton fans all over the world. (effect) 



Assignment – The topic sentence
1. Which of the following topic sentence are good and which are not? Support your choice!
A. Yasser Arafat is a leader.
B. Bali is a famous tourist island.
C. Dogs bark and tigers roar.
D. Students learn to write.
E. I have never met such an intelligence man before.
F. The novel “Animal Farm” by George Orwell criticizes the military strongly.
G. Fishing is boring.
H. The Pope lives in Italy. 
2. Read the following paragraphs and answer the questions.
· There are many reasons why millions of Americans move every year. Some move to find better jobs or to advance their careers. Others are attached to places with better weather. Still others want to move to a place with less crime. Finally, many people want to move to a place with a lower cost of living. 
· Many men are now employed in what were traditionally women’s job. For example, there are now twice as many male nurses as there ten years ago. Since 1972, the number of male telephone operators has almost doubled and the number of male secretaries is up about 24%. 
· Throughout history garlic has had many uses. The Romans gave garlic to their slaves for strength and to their soldiers for courage. During the Middle Ages, some people used garlic to keep witches away. In the eighteen century, it was used to cure diseases. Even today some people believe that eating garlic can prevent colds. 
3.  Choose the best topic sentence for each of the following paragraphs.
· A. Taxes should be raised.
· B. Many teachers are not paid.
· C. Tax money is used to build new roads.
· The city needs more money and will have serious problems if it is not raised soon. We need money to pay for new roads and the repair of old roads. We also need money to pay teachers ’salaries and to pay for services such as trash collection. In addition, more tax money is needed for financial aid to the poor. 
· A. Shopping is difficult
· B. The stores are crowded at Christmas.
· C. It is better to do your Christmas shopping early.
· It will be more difficult for you if you wait until just before Christmas. Many stores run out of the more popular items, so it will be harder for you to find what you want. The stores are also more crowded, and the lines are much longer. 
· A. Skiing is expensive.
· B. Skiing is a popular sport.
· C. Skiing has many disadvantages.
· Many people enjoy it even though it is expensive  and dangerous. A lot of people spend every winter weekend skiing, and many families go on winter ski vacations. Neither the high cost of equipment nor the severe cold keeps skiers away from the slopes. 
1. Please write a topic sentence in the space provided
------------------------------------------------------------------------------------------------ He has collected stamps and coins ever since he was child. He is very proud of his valuable collections. He also enjoys painting and drawing. Recently, he has become interested in gardening. Out of all his hobbies, Paul’s favorite one is reading. He tries to read at least one book every week. 
------------------------------------------------------------------------------------------------ First of all, the plumbing doesn’t work properly and the landlord refuses to fix it. I also have noisy neighbors who keep me up every night. Furthermore, there are so many bugs in my apartment that I could start an insect collection.
------------------------------------------------------------------------------------------------ To me, books are the most wonderful thing in the world. I can pick a book and be in another place or another time without leaving my room. I could spend my whole life reading books. 
------------------------------------------------------------------------------------------------ I can’t wait to come home from school to eat the delicious meals she has prepared. She always experimenting with different ingredients and recipes. No one in the world can cook the way my mother does. 

2. Write a clear topic sentence about each of the following topics. Remember, the topic sentence is a complete sentence. It must have a subject, a verb, and a controlling idea.
a. A car
b. English
c. A hobby
d. A dormitory
 e. Information
B. Supporting Sentences
The next part of the paragraph is supporting sentences. They make up the rest of the paragraph. They add details to the topic. Supporting sentences develop and support the topic sentence with enough details. There are two kinds of supporting sentences, namely: 1. major supporting sentences and 2. minor supporting sentences. Major supporting sentences develop the topic sentence directly, while minor supporting sentences develop the major supporting sentences directly and the topic sentence indirectly.

Study the sample paragraph below.
(1)The BBC World Service radio broadcasts various highly selected programs (TS). (2)News hour might be worthwhile mentioning first (MASS).(3)Listening to this 60 minutes report from around the world, listeners can catch up with the important latest events (MISS). (4) Good book is another concrete example (MASS). (5) The producer of this program always chooses a new and high quality book to review (MISS).(6) Rock Salad certainly should not be excluded from this list because a great number of listeners enjoy this music show (MASS). (7) Next, we might as well mention drama by Radio (MASS). (8) Finally, we ought to consider in Praise of God as one of the highly assorted programs, too (MASS). (9) Indeed, the BBC in Bush House has been admired far and wide. 
Note:
TS= topic sentence
MASS= major supporting sentence
MISS= minor supporting sentence
Assignment – The Supporting Sentence 
a. Read the following sentences about Springfield Academy, a boarding school for high school students. There is too much information here for one paragraph. Some of the sentences are about the quality of education. Label these Q. Some are about the rules of the school. Label these R. With your classmates read and discuss all of the sentences.  
1. …Springfield Academy is famous for the high quality of its education.
2. …Students are not allowed to leave campus without permission.
3. …Students are required to wear uniforms.
4. …The laboratories have the latest equipment.
5. …Stereos and televisions cannot be played after 7 p.m.
6. …Most of its graduates attend very good universities.
7. …Many of the students at Springfield Academy feel that the rules are too strict and old fashioned.
8. …Students who do not maintain a B average are put on probation.
9. …Teachers assign a minimum of one hour of homework per class. 
One sentence in each group is general enough to be a topic sentence. Find that sentence in each group and circle it.
Write these two groups of sentences in paragraph form in the spaces provided below. Put the topic sentence first.
· Group A				Group B
· Topic Sentence:			Topic Sentence:	
· ……………………….		…………………………
· Supporting Sentences:			Supporting Sentences:
· …………………………………	...............................................
…………………………………	………………………………
B. Choose one of the following topic sentence and write a list of supporting details
a. Exercise is important for good health.
     	 b. Living in a foreign country is expensive.
c. It is important for parents to teach their  children about……
d. -----------is a great place to visit.
e. It is difficult to learn a new language.

C. Concluding Sentence
After you have finished writing the last sentence supporting the main point of a paragraph, you must end the paragraph with a concluding sentence. This sentence tells the reader that the paragraph is finished, and it completes the picture or story about the subject of the paragraph.
The concluding sentence is like the topic sentence because both are general statement. However, the topic sentence is usually the first sentence, a general statement that introduces the topic to be discussed in the paragraph. The concluding statement is also a general statement, but it is the last sentence and ends the paragraph.
The concluding sentence reminds the reader of the topic sentence. In fact, the concluding sentence can be written like the topic sentence but in different words. Begin the concluding sentence with a signal phrase that tells the reader that the paragraph is completed.
In summary,……………..		In conclusion, …………………….
Do you still remember the model paragraph, “A University Lecturer”? The topic sentence is: A University lecturer has many duties.
The concluding sentence is: In conclusion, a lecturer is always a busy person.
Assignment – The concluding sentence
a. Read the paragraph carefully and add a good concluding sentence
There are numerous everyday words in English that have come from other languages. Americans relaxing at home, for example, may put on kimonos, which is a Japanese word. Americans who live in a temperate climate may take an afternoon fiesta on an outdoor patio, without even realizing that these are Spanish words. In their garden, they may enjoy the fragrance of jasmine flowers, a word that came into English from Persian. They may even relax on a chaise lounge while sipping a drink made from vodka, words of French and Russian origins. Respectively,…………………………………… 
b. Write a good topic sentence and underline it. Then, write several supporting sentences that support the topic sentence. Next, write a good concluding sentence and underline it.











CHAPTER IV
CHARACTERISTICS OF A GOOD PARAGRAPH

A. Unity
The world ‘unity’ is synonymous with ‘oneness’. All sentences in a paragraph should focus on the one thing expressed in the topic sentence; all of the sentences stick together. It is important for a paragraph to have unity, which means that all of the sentences in it discuss only one main idea, which is stated in the topic sentence. And every supporting sentence must directly explain or prove the main idea, which is stated in the topic sentence. If there are sentences in the paragraph that are not directly related to the main idea, the paragraph is said to have no unity. 
In a unified paragraph, the topic sentence must be explained thoroughly. Next, read the following paragraph.

Melisa has chosen five possible future careers. Firstly, she wants to become a journalist for an English magazine. Her friend at campus does much more challenging jobs, anyway. Secondly, she might become a dress designer. Finally, she could possibly be a tourist guide. 

This paragraph does not fully explain what it must explain. If the topic sentence states that Melisa has five choices, the paragraph has to inform the readers about the five choices. Furthermore, we need to point out that the third sentence ‘her friends at campus plan to do much more challenging jobs, anyway’ is irrelevant; it does not add useful information to develop the topic sentence. Consequently, we ought to revise the paragraph above. It might then read as follows:

Melisa has chosen five possible future careers. Firstly, she wants to become a journalist for an English magazine. Secondly, she might become a radio announcer. Thirdly, she intends to work as an interpreter. Fourthly, she is also interested in being an English teacher. Finally, she could possibly be a tourist guide. Certainly, Melisa should study hard to prepare herself for the jobs in future.

Assignment – Unity
a. What do you think about the following paragraph thoroughly developed or not?  Elaborate your opinion.
Her younger brother, Bernard, who has studied in Europe for many years, speaks some international languages fluently. German is one of the languages that Bernard has mastered really well; he can speak it practically as well as German do. Because of his language ability, Bernard is considered a young polyglot.
b. If you find that the above paragraph is not thoroughly developed, try to revise the paragraph.

B. Coherence
Every good paragraph must have coherence. Coherence means that the parts of the paragraph are logically connected. One way to achieve coherence is through the use of transitional signal. Coherence plays role in making a paragraph read well. Every coherent paragraph contains smoothly-connected ideas. Each sentence moves on naturally.
To achieve coherence, the writer needs to use the transitions, such as, however, although, finally, and nevertheless. Transitional signals are words or phrases that connect the idea in one sentence with the idea in another sentence.
Read the following and pay attention to the transitions.
Recently, I went to a lovely small town in Cental Java, to visit my penfriend, Betty, for the first time. Although the bus was full, I was lucky enough to get a comfortable seat and could enjoy the trip. After about a forty-five-minute ride, I got off at the station and began to look for my friend’s address. Unfortunately, I failed completely in my attempt. I then window-shopped downtown. Moreover, I had a walk in the town square park. Nevertheless, I still felt rather disappointed. Therefore, I decided to go home and said to myself, “certainly, I shall ‘visit’ Betty another time”.
As we can observe, almost every sentence in the paragraph above begins with a transitional word. As a matter of fact, we can delete some of them. It contains too many transitions.
Below is the list of commonly – used transitions.
	Usage 
	Sentence Connectors 
	Coordinating conjunction 
	Subordinating conjunction 

	To list the idea in time order or order of importance 
	First, second, third, first of all, above all, then, next, finally, in the first place, in particular. 
	
	

	To add an other idea 
	Furthermore, besides, in addition, moreover 
	and 
	

	To add an opposite idea 
	Instead, on the other hand, conversely, however, on the contrary. 
	but 
	Although, even though 

	To add a similar idea 
	Similarly, also, and, likewise, equally. 
	
	

	
	
	
	

	Usage 
	Sentence Connectors 
	Coordinating conjunction 
	Subordinating conjunction 

	To give an example 
	Such as, for example, in other words, for instance, namely. 
	
	

	To give an effect (result) 
	As a result, therefore, accordingly, consequently, hence. 
	
	

	To add a conclusion 
	In conclusion, in brief. 
	
	



To achieve coherence in writing can also be done through the use of consistent choice of elements such as person (I, he, she, they, we, you, one), voice (active or passive) and register (formal or informal).
Assignment – Coherence
a. Write a paragraph about anything interesting or unforgettable experience. Be sure to apply transitional expressions.

















CHAPTER V
TITLING
A.  How to entitle
Before presenting a piece of writing to the readers, we normally need to entitle it. A title can draw or distract attention. An interesting, controversial title  attracts attention, but a wordy, boring one might do the opposite; distract attention or interest. Generally, most people will first glance at the title before they start to read. In other words, a title gives the reader the first impression of a piece of writing. If a title impresses the audience, they will be more curious to find out the rest of the contents. 
In the light of the above, we find it necessary to learn how to entitle. Theoretically, we as writers have freedom to decide on any title. Nevertheless, we do not write just for ourselves; the readers must be taken into account. A title gives the reader the first impression of a piece of writing. Below are some suggested techniques for titling:
1. Try to include an action verb in the title. They seem to challenge the audience. Examples are:
Brought to Trial				Seek and Destroy
 To live or to Die				Shape your Body
When Interview Candidates			To Smile Means to Struggle
Looking for a Scapegoat			How to overcome stress
 Practice What You Preach
 Don’t Stop at the Top 



2. Avoid choosing a lengthy title, let us say not more than seven words. A lengthy one might bore the readers.

3. Choose words starting with the same letter and if possible with the same pronunciation. Apply alliteration for a title. Such a title appears attractive to eyes and sounds rhythmical to the ears. Look at and pronounce the following titles: 
a. Write Well
b. Bloodbath
c. Time to Tame Tigers
d. Tested Tips
e. Honest Hosts
f. Crashed Crime
g. Secrets of Success
h. What Went Wrong?
i. Misunderstood Messages
j. Break Before Becoming Bored
4. Single out a word or a phrase from the piece of writing in questions. The word or   phrase might simply be something that we consider interesting or controversial.
5. Think about the topic of the writing. A title may be similar to or the same as the topic. Although a title must be impressive, it should not promise more than it can give.
6.  Use ‘block language’ to make a title. Block language is the typically common language used by the printing media such as: tabloid, newspapers, and magazines. Unlike grammatical sentences, title applying block language do not usually contain determiners or finite verbs. Most vocabulary of this language is relatively shorter than its ordinary counterpart. Compare the following pairs (a = block language and b = common style/language):
a. School Fees to Increase
b. School Fees will Increase

a. Envoy Kidnapped
b. An Ambassador was Kidnapped

a. President to Visit Jordan
b. The President is to to Visit Jordan

a. Subsidy Cut
b. Subsidy reduction.
Some of these following examples are the use of block language vocabularies (bold):
A. clash (violent disagreement; to disagree violently)
- Strikers Clash with Authority
- Pay Clash Unsettled Yet
B. drive (united effort)
- No Drive to Settle Pay Dispute
- Old Drive Fails Again
C. Split (disagreement)
-Representatives Still in Split
- Opposition Splits


B. Style of Title Writing
There are three major styles of title writing. For this purpose, we had better classify words into two categories, namely: 1. content words and 2. function words. Content words are, for example, noun, verbs, adjectives, and adverbs. Function words are, for instance, prepositions and determiners.
The following figure is a summary of the three title writing styles:
Style One: Bbbbbbbb Bbbbbbb bb Bbbbbbbbbbbb
Style two:  Bbbbbbbb bbbbbbb bb bbbbbbbbbbbb
Style three: BBBBBB BBBBB BB BBBBBBBBB
To follow style one, we write every word for a title beginning with a capital letter if the word for the title belongs to the content word. The first letters of determiners, except a, an, and the, are also capitalized. In addition, some prepositions, those consisting of more than four letters, such as under, without, and against, may begin with capital letters. The conjunction and and but are not  capitalized if they are not the first words for the titles. Here are some sample titles:
a. From Window to Window
b. Searching for a Soul
c. The Police Plot
d. Living in Misery
e. Stop the Mafia!
Note that the first letter of the word is always capitalized, no matter what part of speech or what kind of word it is.
To follow style two, we write a title the way we write a sentence. We normally capitalize only the first letter of the first word. At the end of the title, however, there is no full stop. An exclamation point or a question marks or other punctuation may be used where necessary. It is essential to add that the first letters of the second, third and so on, words must be capitalized too, if they are proper nouns, such as: Michael Widman, Mount Bromo, Mulawarman University, Prime Minister John Major. Now look at the following titles:
a. Try to work it out
b. Lucy loses Lizzy
c. Brazil defeated in the World Cup final 
d. Too late to realize
And to follow style three, every letter is capitalized, as in:
a. NEVER BRAG!
b. CALM DOWN
c. TOO MANY PROMISES
   
Assignment – Titling
a. Create five titles by applying technique three of titling
b. Applying style one of title writing, create four interesting titles.
c. Write a paragraph and then supply a title for the paragraph.






CHAPTER VI
PUNCTUATION

	Using correct punctuation is indispensable to careful writing. Below are concise notes on more commonly-used punctuation.
A. Full Stop or Period (.)
To mark the end of a positive/negative statement, the end of a complete thought, as in:
Their little son is learning to walk.
I still don’t understand it.
To mark the end of initials or abbreviation; sometimes it is optional, as in :
p.m. and a.m.
R.I.P. or RIP
Mr. and Mrs.

B. Question Mark (?)
To signal that a message or an utterance is in direct question form, as in:
Is pink your favorite color?
Why not?
To show doubt/unsure about something.
(?)……..   Doubtful of a sentence, as in:
(?) She seems a selfish girl.
…….(?)……  Doubtful of information, as in:
In December 1980 (?), John Lennon was shot dead.
 
C. Comma (,)
To separate a series of items from the same category:
We are looking forward to buying shirt, shoes, trousers, and skirts.
To separate a transitional expression:
By the way, what do you think about his girlfriend?
To be used after subordinate or dependent clause that precedes a main or independent clause:
If I know you better, I will not misunderstand you.
To introduce a verb phrase beginning with ‘to’:
To succeed in studies, we have to be studious.
To add non defining phrase or clause or a comment clause to a sentence:
Their uncle, a farmer, plants onion in Riau.
To introduce adverb of frequency, place, and time at the beginning of a sentence:
Sometimes, the students just waste their time gossiping. 

D. Exclamation Mark or Exclamation Point (!)
To show strong emphasis:
Do not cheat!
Go away! 

E. Quotation Marks or Inverted Commas (“     “ or ‘   ‘)
To mark quotation or other’s speech. Single mark pair (‘     ‘) is more common in British English. The combination of the two pairs is also possible.
“I don’t care,” he shouted angrily.
To give more attention to a certain word or term.
How ‘clever’ you are to trust me! 

F. Semi colon (;)
To convey closely connected messages:
The children are not tired; they are, in fact, bored.
To replace a comma if the comma is already used in a list of items:
As a senior, he sets a good example; he never comes late or leaves anything in a mess. 


G. Colon (:)
To introduce a long list or a series of things. It is often preceded by in the following, as follows, as in :
Princess Masako Owada speaks four languages: Japanese, French, English, and Russian.
The questions are as follows:
1. What is the main idea of the paragraph?
2. When did the accident happen?
To join closely related sentences. It can be substitute by semi colon or full stop:
The sun rises: a new day begins. 

H. Dash (−)
To make a certain piece of information more stressful or more dramatic:
We − the students of English Department practice speaking the target language intensively.
To introduce additional details in order to make previous piece of information clearer or more vivid:
Indonesia lies between two oceans   − the Pacific and the Indian Oceans. 

I. Hypen (-)
To connect words in order to create or form new words or new phrases:
They try to write every article using easy-to-understand language.
To cut words based on syllables:
Syl-lables. 

J. Apostrophe (‘)
To represents the omitted letter.
How’s life?
To replace the letter o in not to form a contraction:
Ridwan hasn’t replied to her letter.
To mark possession (‘s):
Dewi’s niece.
‘ +s  to form plural abbreviations.
They ordered new TV’s. 

K. Stroke (/)
To show alternatives:
We may write Dear Sir/Madam. 

L. Omission Marks (…)
To quote certain parts or words that somebody else has said or written. The three dots might represent something irrelevant or unnecessary:
“The most important part of speech is the verb …” Hornby said. 

M. Brackets (   )
To indicate something optional:
Linda is more understanding than Alis (is).
To show an after thought or comment:
Finally, I passed the examination (or rather I was passed). 

N. Capitalization Rules
1. Capitalize the first word of a sentence:  - This is the first word of the sentence.
2. If the first word is a number, write it as a word: - Three of us worked the early shift.
3. Capitalize the pronoun I or the contraction I’m, and the abbreviations B.C. or A.D : 
- The group left when I asked them to go.
- The manuscript was dated 501 A.D.
4. Capitalize the first word of a quotation: - I said, “What’s the name of your dog?”
5. Do not capitalize the first word of a partial quotation:  He called me “the worst excuse for a student” he had ever seen.
Here is an example of a dialogue that illustrates these rules. (A note about paragraphing in dialogue: Each time a speaker finishes, begin a new paragraph for the next speaker’s dialogue.)
“Good afternoon,” said the personal trainer as I walked into the gym.
“Good afternoon!” I replied, excited to get started.
“You must be Ms. Milner. I’m Jennifer Burnett. It’s very nice to meet you.”
“Tell me about your current workout routine, Jennifer. I’m eager to put together a brand-new exercise program for you.”
I smiled and said, “It’s so nice to be working with you. I heard you were a ‘true fitness guru.’” 
27. Days of the week: Friday, Saturday
28. Months: January, February
29. Holidays: Christmas, Halloween
30. Historical events, periods, documents: Civil War (historical event), Dark Ages (historical period), Declaration of Independence (document)
31. Special events, calendar events: Pebble Beach Fall Classic, Renaissance Festival, Green River Days (special events); Labor Day, Father’s Day (calendar events)
32. Names of people and places: John Doe, Lincoln Center, Sears Tower
33. Names of structures and buildings:  Washington Memorial, Empire State Building
34. Names of trains, ships, aircraft, and other modes of transportation:  Queen Elizabeth, Discovery, Sioux Lines, TransWorld Airlines
35. Names of products:  Corn King hams, Dodge Intrepid
36. Names of officials Mayor Daley, President Clinton
37. Works of art and literature: Black Elk Speaks (book), “Mending Wall” (poem), Mona Lisa (painting)
38. Ethnic groups, races, languages, nationalities:  Asian American, Caucasian, French, Indian 
39. Cities, states, and governmental units:  Des Moines, Iowa; Barrow, Alaska; Republic of South Africa
40. Streets, highways, and roads:  Grand Avenue, Interstate 29, Deadwood Road
41. Landmarks and geographical locations: Continental Divide, Grand Canyon
42. Public areas and bodies of water:  Superior Forest, Missouri River
43. Institutions, organizations, and businesses: Dartmouth College, Lions Club, Dodge Trucks 
44. Avoid unnecessarily capitalizing compass directions; however, direction words that refer to a specific area of the country should be capitalized. Examples: We headed west after the Depression. The future of the country was cultivated in the West. 
45. Avoid unnecessarily capitalizing the words referring to family members. Capitalize them only when they are used as names. If a possessive adjective (my, our, your, his, her, their) comes before the word referring to a family member, the family word is not capitalized. Examples: When Uncle Harry visited last winter, none of my other uncles came to see him. After my mother called me for lunch, Father served the entrée.
46. Avoid unnecessarily capitalizing the seasons of the year or parts of the academic year. Example: If the university offers History of Education 405 in the spring semester, Horace can graduate in May.
47.  Avoid unnecessarily capitalizing school subjects. They should be capitalized only if they are part of the name of a specific course. 


O   Punctuation Rules
Rules for Using Periods
· Use a period after an initial and after every part of an abbreviation, unless the abbreviation has become an acronym—an abbreviation that is pronounced as a word, such as AIDS—or a widely recognized name (TV, FBI, NATO, NASA).
· Titles—Mr., Ms., Dr., and so on—are also abbreviations that use periods. If the abbreviation comes at the end of a sentence, only one period is needed.
Examples: 
The tour leaves on Mon., Jan. 1, at 3 p.m.
The book was written by C.S. Lewis.
A.J. Mandelli researched brain function for the FBI.
· Use a period as a decimal between numbers and between dollars and cents.
Examples:
A gallon equals 3.875 liters.
The new textbook costs $54.75.
Only 5.6% of our consumers spend over $100.00 per month on our products.
·  Use a period at the end of a sentence that makes a statement.
Examples:
Henry Kissinger served under two U.S. presidents.
Wilson will lecture in the forum after school today.
Many consider P.T. Barnum the best salesman ever to have walked the earth.
· Use a period at the end of a sentence that makes a request, gives an instruction, or states a command.
Examples:
Empty the kitchen trash before you take the garbage out.
Turn right at the fi rst stop light, and then go to the second house on the left.
· Use a period at the end of a sentence that asks an indirect question.
Examples:
My neighbor asked if we had seen his cat. (The direct question was, “Have you seen my cat?”)
Rules for Using Question Marks and Exclamation Points
· Use a question mark after a word or group of words that asks a question, even if it is not a complete sentence.
Examples:
What did you do last night?
Will you put out the trash?
Okay?
May we go to the movies after we’ve finished our homework?
Are we?
· Use an exclamation point after a sentence that expresses strong feeling.
Examples:
Look out for that car!
I just can’t stand the smell in here!
· Use an exclamation point after an interjection—a word or phrase expressing strong feeling—when it is written as a single sentence.
Examples:
Doggone it!
Yikes!
· Use an exclamation point after a sentence that begins with a question word but doesn’t ask a question.
Examples:
What a dunce I am!
How marvelous of you to come! 
COMMAS
· Use a comma to set off introductory words, phrases, and clauses from the main part of a sentence. In other words, commas following introductory elements will save the reader time and reduce the chances of misinterpreting what you write. Examine the following examples to see how introductory words, phrases, and clauses are set off with commas.
Disappointed, we left the movie before it ended.
Annoyed, the manager stomped back into the storeroom.
Amazed, Captain Holland dismissed the rest of the troops.
Expecting the worst, we liquidated most of our inventory.
Badly injured in the accident, the president was gone for two months.
Reluctant to make matters any worse, the doctor called in a specialist.
If we plan carefully for the grand opening, we can increase sales.
While we were eating lunch, an important fax came.
Because we left before the meeting ended, we were not eligible to win a door prize. 
Subordinate clauses after the independent clause:
We can increase sales if we plan carefully for the grand opening.
An important fax came while we were eating lunch.
We were not eligible to win a door prize because we left before the meeting ended.
Comma Splices
· A comma splice is the last kind of sentence fault you will study today. It is actually a special type of run – on sentence in which a comma is used in place of a semicolon to join two independent clauses without a conjunction.
· A comma splice can be corrected by putting a semicolon in place of the comma or by adding a conjunction after the comma.
Wrong:
Henry lives across the street, he has been there for 25 years.
Correct:
Henry lives across the street; he has been there for 25 years.
Henry lives across the street, and he has been there for 25 years.
Wrong:
Mary heads the search committee, John is the recorder.
Correct:
Mary heads the search committee; John is the recorder.
Mary heads the search committee, and John is the recorder.
Wrong:
Sid gave demonstrations all summer long, he returned in the fall.
Correct:
Sid gave demonstrations all summer long; he returned in the fall.
Sid gave demonstrations all summer long, but he returned in the fall.
Commas with Appositives
· An appositive is a word or group of words that immediately follows a noun or pronoun. The appositive makes the noun or pronoun clearer or more definite by explaining or identifying it. 
Rachel Stein won the first prize, an expense-paid vacation to the Bahamas.
New Orleans, home of the Saints, is one of my favorite cities.
One of the most inspiring motivators in college basketball is Dr. Tom Davis, coach of the Iowa Hawkeyes.
Commas and Nonrestrictive Clauses
· Earlier in this lesson, you learned that a subordinate clause at the beginning of a sentence is followed by a comma, but a subordinate clause any other place in the sentence is not set off by a comma. This is true only if the clause is an essential clause. In some sentences, a clause cannot be omitted without changing the basic meaning of the sentences. Omitting such a clause changes the meaning of the sentence or makes it untrue. Such a clause is called an essential or restrictive clause. 
All drivers who have had a drunk driving conviction should have their licenses revoked.
All drivers should have their licenses revoked. 
· However, a nonessential or nonrestrictive clause must be set off by commas. A clause is nonrestrictive if it simply adds information that is not essential to the basic meaning of the sentence. If a nonrestrictive clause is removed, the basic meaning of the sentence is not changed.
Example:
My father, who is still farming, is 74 years old.
My father is 74 years old.
· The highlighted clause is nonrestrictive. If it is removed from the sentence, the basic meaning of the sentence is not changed. Nonrestrictive clauses usually begin with one of these subordinating conjunctions: who, whom, whose, which, or that. 
Commas with Independent Clauses Joined by a Conjunction
Examples:
I went to bed early last night, so I felt rested this morning.
The city’s economic situation has improved, but there are still neighborhoods where many people depend on the generosity of others in order to live.
Susan worked through lunch, and now she is able to leave the office early.
· If independent clauses are joined without a conjunction, they are separated by a semicolon instead of a comma.
I went to bed early last night; I felt rested this morning.
The city’s economic situation has improved; however, there are still neighborhoods where many people depend on the generosity of others in order to live.
Susan worked through lunch; now she is able to leave the office early.
Commas to Separate Items in a Series
· Commas are used to separate items in lists of similar words, phrases, or clauses to make the material easier for a reader to understand.
Examples:
Al, Jane, Herbert, and Willis all applied for the promotion.
The old Tempo’s engine squealed loudly, shook violently and came to a halt.
The instructions clearly showed how to assemble the equipment, how to load the software, and how to boot the system.
Commas to Separate Items in a Date or an Address
· When giving a complete date in the format month- dayyear, put a comma on either side of the year. When giving a date that is only a month and year, no comma is needed.
· Use a comma to separate each element of an address, such as the street address, city, state, and country.
· A comma is also used after the state or country if the sentence continues after the address. 
Examples:
We moved from Fayetteville, North Carolina, on May 16, 2005.
Since November 1994, Terry has lived at 654 36th Street, Lincoln, Nebraska.
Dwana attended Drake University, in Des Moines, Iowa, both fall 2004 and spring 2005. 
Commas to Separate Adjectives
· Use commas to separate two or more equally important adjectives.
Examples:
Alex avoided the friendly, talkative, pleasant boy sitting next to him at school.
The carpenter repaired the floor with dark, aged, oak flooring.
The reporter spoke with several intense, talented high school athletes.
Commas to Separate Other Elements of a Sentence
· Use commas to separate contrasting or opposing elements in a sentence. The comma functions as a signal to the reader: What follows is an opposite idea. It makes the idea easier for the reader to grasp.
Examples:
We searched the entire house, but found nothing.
We need strong intellects, not strong bodies, to resolve this problem.
The racers ran slowly at first, quickly at the end.
We expected to meet the president, not a White House aide. 
· Use commas to separate words or phrases that interrupt the flow of thought in a sentence.
Examples:
The deadline, it seemed clear, simply could not be met.
We came to rely, however, on the kindness and generosity of the neighbors.
The alternative route, we discovered, was faster than the original route. 
· Whenever the name of the person being addressed is included in a sentence, it should be set off by commas.
Examples:
Dave, we wanted you to look at this layout before we sent it to printing.
We wanted you to look at this layout, Dave, before we sent it to printing.
We wanted you to look at this
· Mild exclamations included in a sentence are also set off with commas.
Examples:
Well, that was certainly a pleasant surprise.
Yes, I’ll call you as soon as we get the information.
Heavens, that was a long - winded speaker.
■ Use a comma after the greeting and closing of a personal or friendly letter.
Examples:
Dear Uncle Jon,
Sincerely,
Yours truly

Task/Assignment: 
1. Which version of the sentence is correctly
capitalized?
a. Since you’re here, you and Denise should plan
to pay a quick visit to aunt Janice, uncle Don,
and your Cousin Ray.
b. Since you’re here, you and Denise should plan
to pay a quick visit to Aunt Janice, Uncle Don,
and your cousin Ray.
c. Since you’re here, you and Denise should plan
to pay a quick visit to Aunt Janice, uncle Don,
and your Cousin Ray.
d. Since you’re here, you and Denise should plan
to pay a quick visit to Aunt Janice, Uncle Don,
and your Cousin Ray.

2. Which of the underlined words in the following
sentence should be capitalized?
The governor gave a speech at the fourth of July
picnic, which was held at my cousin’s farm fi ve
miles east of town.
a. governor
b. fourth
c. cousin’s
d. east

3. Which of the underlined words in the following
sentence should be capitalized?
“Last semester, I wrote my history report on the
Korean war,” my sister told me.
a. semester
b. history
c. war
d. sister

4. Which version uses periods correctly?
a. Dr Harrison will speak at a hotel in Chicago,
IL, on Thurs at 3:00 P.M.
b. Dr. Harrison will speak at a hotel in Chicago,
IL., on Thurs at 3:00 PM.
c. Dr Harrison will speak at a hotel in Chicago,
IL., on Thurs. at 3:00 P.M.
d. Dr. Harrison will speak at a hotel in Chicago,
IL, on Thurs. at 3:00 P.M.

5. Which version uses punctuation correctly?
a. Wow, that was a terrifi c novel? What other
books has this author written!
b. Wow! That was a terrifi c novel. What other
books has this author written?
c. Wow? That was a terrifi c novel! What other
books has this author written?
d. Wow. That was a terrifi c novel? What other
books has this author written?

6. Which of the following is a sentence fragment, or
NOT a complete sentence?
a. Hearing the thunder, the lifeguard ordered us
out of the water.
b. Turn off the lights.
c. Sunday afternoon spent reading and playing
computer games.
d. I was surprised to see that my neighbor had
written a letter to the editor.

7. Three of the following sentences are either runons
or comma splices. Which one is NOT a faulty
sentence?
a. The newspapers are supposed to be delivered
by 7:00, but I am usually fi nished before 6:45.
b. I called the delivery service this morning, they
told me the shipment would arrive on time.
c. Look in the closet you should fi nd it there.
d. I was the fi rst to sign the petition Harry was
second.
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8. Which version is punctuated correctly?
a. Charlotte, who ran in the Boston Marathon
last year will compete in this year’s New York
Marathon.
b. Charlotte who ran in the Boston Marathon,
last year, will compete in this year’s New York
Marathon.
c. Charlotte who ran in the Boston Marathon
last year, will compete in this year’s New York
Marathon.
d. Charlotte, who ran in the Boston Marathon
last year, will compete in this year’s New York
Marathon.

9. Which version is punctuated correctly?
a. The park service will not allow anyone, who
does not have a camping permit, to use this
campground.
b. The park service will not allow anyone who
does not have a camping permit to use this
campground.
c. The park service will not allow anyone, who
does not have a camping permit to use this
campground.
d. The park service will not allow anyone who
does not have a camping permit, to use this
campground.

10. Which version is punctuated correctly?
a. As soon as she fi nished her dinner, Lisa, who
is a volunteer at the hospital, reported for
her shift.
b. As soon as she fi nished her dinner Lisa, who
is a volunteer at the hospital reported for
her shift.
c. As soon as she fi nished, her dinner, Lisa who
is a volunteer at the hospital, reported for
her shift.
d. As soon as she fi nished her dinner, Lisa who
is a volunteer at the hospital reported for
her shift.

11. Which of the underlined portions of the following
sentence is punctuated incorrectly?
My mother was born on (a) December 15, 1944,
in Kingwood, West (b) Virginia, when
she was (c) fi ve, her family moved to (d) 347
Benton Street, Zanesville, OH.
a. December 15, 1944,
b. Virginia, when
c. fi ve, her
d. 347 Benton Street, Zanesville, OH

12. Which version is punctuated correctly?
a. Yes I would like to receive the credit card
application and please send it as soon as you
can to my home address.
b. Yes, I would like to receive the credit card
application and please send it, as soon as you
can to my home address.
c. Yes, I would like to receive the credit card
application and, please send it as soon as you
can to my home address.
d. Yes, I would like to receive the credit card
application, and please send it as soon as you
can to my home address.

13. Which version is punctuated correctly?
a. It seems, Brian, you have not been completely
honest about the amount of time you’ve been
spending on your studies. That is disappointing.
b. It seems Brian you have not been completely
honest about the amount of time you’ve been
spending on your studies that is disappointing.
c. It seems, Brian, you have not been completely
honest about the amount of time you’ve been
spending on your studies, that is disappointing.
d. It seems Brian you have not been completely
honest about the amount of time you’ve been
spending on your studies. That is disappointing.
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14. Which is the correct punctuation for the underlined
portion?
The weather forecasters are predicting 10 inches
of snow tonight therefore the annual chili supper
will be rescheduled for next week.
a. tonight, therefore
b. tonight, therefore,
c. tonight; therefore,
d. tonight, therefore;

15. Which is the correct punctuation for the underlined
portion?
You may choose to read any two of the following
novels The Great Gatsby, Song of Solomon,
Sophie’s Choice, The Color Purple, The Bell Jar,
and The Invisible Man.
a. novels, The
b. novels: The
c. novels; the
d. novels. The

16. Which version is punctuated correctly?
a. One of my complaints—if you really want to
know is that the recycling bins are not clearly
labeled.
b. One of my complaints—if you really want to
know—is that the recycling bins are not
clearly labeled.
c. One of my complaints, if you really want to
know—is that the recycling bins are not
clearly labeled.
d. One of my complaints if you really want to
know is that the recycling bins are not clearly
labeled.

17. Which version is punctuated correctly?
a. Much still needs to be learned about the new
candidate Mr. Clayton, we will continue our
interview with him tomorrow.
b. Much still needs to be learned about the new
candidate, Mr. Clayton; we will continue our
interview with him tomorrow.
c. Much still needs to be learned about the new
candidate. Mr. Clayton; we will continue our
interview with him tomorrow.
d. Much still needs to be learned about the new
candidate, Mr. Clayton we will continue our
interview with him tomorrow.

18. Which version is punctuated correctly?
a. Whose coat is this? Is it yours or Eric’s?
b. Whose coat is this? Is it your’s or Eric’s?
c. Who’s coat is this? Is it your’s or Eric’s?
d. Who’s coat is this? Is it yours or Eric’s?

19. Which version is punctuated correctly?
a. “May I ride with you?” asked Del. “I can’t get
my car started.”
b. May I ride with you? asked Del. “I can’t get my
car started.”
c. “May I ride with you? asked Del. I can’t get my
car started.”
d. “May I ride with you”? asked Del, “I can’t get
my car started.”

20. Which of the following items should be placed in
quotations marks and should NOT be italicized
or underlined?
a. the title of a book
b. the title of a story
c. the title of a movie
d. the title of a newspaper
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21. Which version uses hyphens correctly?
a. The well-known singer-songwriter gave a
three hour concert.
b. The well known singer songwriter gave a
three-hour concert.
c. The well-known singer-songwriter gave a
three-hour concert.
d. The well known singer-songwriter gave a three
hour concert.

22. Which of the following should NOT be
hyphenated?
a. forty-fi ve dollars
b. one-hundredth of an inch
c. a ten-minute break
d. fi ve-pieces of gum

23. Which version uses parentheses correctly?
a. I plan to do my geography report on the
Central American country of Belize
(formerly known as British Honduras).
b. I plan to do my geography report on the
(Central American country of) Belize,
formerly known as British Honduras.
c. I plan to do my (geography) report on the
Central American country of Belize,
formerly known as British Honduras.
d. I plan to do my geography report on the
Central American country (of Belize)
formerly known as British Honduras.
For questions 24 and 25, choose the correct verb form.

24. Last night, Rita a standing ovation
for her performance.
a. has gotten
b. gotten
c. will get
d. got

25. Brandon his camera so he could
photograph the basketball game.
a. brang
b. brought
c. bring
d. had brung

26. Which of the following underlined verbs is NOT
written in the correct tense?
Last year, I (a) vacationed in Jamaica. I (b) sunbathe
on the beach every morning. In the afternoons,
I (c) explored the island, and when
evening came, I (d) couldn’t wait to change my
clothes and try another local restaurant.
a. vacationed
b. sunbathe
c. explored
d. couldn’t wait

27. Choose the version that correctly rewrites the
following sentence in the active voice.
I was taken to the public library by my sister
before I was able to read.
a. Before I was able to read, I was taken to the
public library by my sister.
b. Before learning to read, my sister took me to
the public library.
c. Before I was able to read, my sister took me to
the public library.
d. I was taken to the public library before I knew
how to read, by my sister.
–
28. Which of the following sentences is in the passive
voice?
a. Maya hoped that her party would not be
ruined by the impending thunderstorm.
b. Maya was hoping that her party would not be
ruined by the impending thunderstorm.
c. Maya is hoping that her party won’t be ruined
by the impending thunderstorm.
d. Maya has hoped that her party won’t be
ruined by the impending thunderstorm.
For questions 29 and 30, choose the verb that agrees
with the subject of the sentence.

29. Neither of the boys to basketball
camp.
a. have been
b. were
c. is been
d. has been

30. Christian and Jennifer to go canoeing
next Saturday.
a. are trying
b. is trying
c. tried
d. have tried

31. Choose the subject that agrees with the verb in
the following sentence.
of the customers have complained
about poor service.
a. One
b. Neither
c. Each
d. Some

32. In which of the following sentences is the underlined
verb NOT in agreement with the subject of
the sentence?
a. Where are the forms you want me to fi ll out?
b. Which is the correct form?
c. Here is the forms you need to complete.
d. There are two people who still need to complete
the form.

33. In which of the following sentences is the underlined
pronoun incorrect?
a. Alicia and me want to spend Saturday at Six
Flags Amusement Park.
b. Either Sam or William will bring his CD
player to the party.
c. She and I will work together on the project.
d. Why won’t you let her come with us?

34. In which of the following sentences are the
underlined pronouns correct?
a. Would he or me be a better bowling partner?
b. Would he or I be a better bowling partner?
c. Would him or me be a better bowling partner?
d. Would him or I be a better bowling partner?
For questions 35–38, choose the option that correctly
completes the sentence.

35. Four band members and were chosen
to attend the state competition. One of
will do the driving.
a. me, we
b. me, us
c. I, we
d. I, us

36. Marcus the bags of groceries on the
kitchen table 15 minutes ago.
a. had sat
b. set
c. sit
d. sat
LE_WritingSkills4ed_[fin].indd 9 3/11/09 10:12:37 AM
10

37. About five minutes after the sun ,
my alarm goes off, and time to
get up.
a. raises, it’s
b. raises, its
c. rises, it’s
d. rises, its

38. Julian ran ________ in the race today, but Kyle
wound up with the ____________ score overall.
a. good, better
b. good, best
c. well, better
d. well, best

39. Which of the sentences is clearly and correctly
written?
a. Driving along the country road, a deer ran in
front of us.
b. A deer ran in front of us while driving along
the country road.
c. As we were driving along the country road, a
deer ran in front of us.
d. Running in front of us, we saw the deer, driving
along the country road.
For questions 40–46, choose the option that correctly
completes the sentence.

40. If we divide this pizza the fi ve
people here, there won’t be pieces
left over.
a. among, any
b. among, no
c. between, any
d. between, no

41. Yesterday, I the campers to the
we had chosen near the river.
a. lead, cite
b. lead, site
c. led, cite
d. led, site

42. As we have done in the , we will
at the coffeehouse at 10:00 A.M.
a. past, meet
b. past, meat
c. passed, meet
d. passed, meat

43. As you can see, there has been a
in the water pipe.
a. planely, brake
b. planely, break
c. plainly, brake
d. plainly, break

44. Do you know Teresa will
to join our organization?
a. weather, choose
b. weather, chose
c. whether, choose
d. whether, chose

45. Did you the team jacket you were
supposed to to the meet this afternoon?
a. loose, wear
b. lose, where
c. loss, wear
d. lose, wear

46. Do you if Serena Williams
the tournament?
a. know, one
b. know, won
c. no, one
d. no, won
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47. Which of the following phrases contains a
redundancy? (It expresses the same idea twice,
with different words.)
a. I did not go to the shopping mall.
b. She always does very well in school.
c. The judges have temporarily delayed the competition
until later.
d. Liz and Lauren have both contributed greatly
to the fundraising campaign.

48. Which of the following sentences contains a cliché?
a. Why not start now? There’s no time like the
present.
b. Just keep trying. You’ll catch on.
c. Whew! I’m tired.
d. I’m as shocked at the news as you are.

49. Which version has a consistent point of view?
a. The history of English is divided into three
periods. You could mark the earliest one at
about the fi fth century a.d.
b. You can say that the history of English could
be divided into three periods, and I know the
earliest one begins about the fi fth century a.d.
c. The history of English is divided into three
periods. The earliest one begins at about the
fi fth century a.d.
d. I learned that the history of English is divided
into three periods and that you begin the earliest
one at about the fi fth century a.d.

50. Which version has a parallel structure?
a. We write for a variety of purposes: in expressing
our feelings, to convey information, to
persuade, or to give pleasure.
b. We write for a variety of purposes: to express
our feelings, convey information, persuasion,
or giving pleasure.
c. We write for a variety of purposes: an expression
of our feelings, conveying information,
persuade, or to give pleasure.
d. We write for a variety of purposes: to express
our feelings, to convey information, to persuade,
or to give pleasure.







CHAPTER VII
TYPE OF PARAGRAPHS AND PARAGRAPHS WRITING


There are several ways to develop a paragraph or to organize sentences in paragraph: by narration, by description and by exposition.
A. Developing a Paragraph by Narration (The narrative paragraph)
Narration is telling or relating of occurance or a series of events. It requires us to tell what happened. It is a method used in personal letters, diaries journals, newspapers, biographies and autobiographies. Developing a paragraph by narration means telling a story or relating event by using chronological order or time order. Some points to be remembered in developing paragraphs in narration are: 
· You would arrange your ideas according to the time in which they occurred.
· You would begin by explaining what to do first and finish by explaining what to do last.
· Ordering your sentences and ideas in order of time is called chronological development (chronological order) 
Narrative paragraph needs adverbial of time and sequence to show time relationship. By putting them at the beginning of the sentence make the paragraph coherent.
Adverb of time:
· By + time: By nine o’clock, the avenue is lined with people.
· At + time: At around ten o’clock, many people are crowded in the street.
· After + time: After eleven o’clock, the game is over. 
· Before + time: Everyone gets there before nine o’clock.
· After + noun: after about an hour, the parade passed by.
· Before + noun: Before the parade, everyone is excited.
· During + noun: During the morning, the people gather in the avenue.
Sequence:
· First, second, next, then, last, finally, etc.
· First, there is a welcome sound of sirens. Then, it is followed by the parade of cars and people.
The experience may be written in the past tense (past narration) or in the present tense (present narration). Present narration can be typical experience (what people usually do) or it may be going on now.
 Example:
	One day when I was a little girl, I had a frightening experience during which I was almost drowned. The incident occurred in Toba Lake, North Sumatra, where I spent my vacation last June. One day my brother and I had been sailing a skipper class boat in the lake. As we had gone out quite a distance, we decided to turn back. All of a sudden, while the boat was turning back, I found myself in the water with the boat on top of me. Not knowing how to swim, I grabbed my brother who pulled me from under the boat. After a long period of clinging to the overturned boat, I spotted a rescue boat coming put to help us. We were finally taken ashore. I was reminded of that experience when I saw the movie “jaws”. I know I shall never forget it.

As you can see from the previous paragraph, the writer tells the reader a series of event in the order in which they happened by using time order words and phrases such as: one day, last June, all of sudden, after a long period of time, and finally. 

 Assignment – Developing a paragraph by narration 
a. Number the sentences in the correct order
--------She put the clean dishes away.
--------She removed the dirty dishes from the table.
--------She turned on the dishwasher.
--------She put them in the dishwasher.
--------She pilled them in the sink and rinsed them.
--------It was Sarah’s turn to wash the dishes last night.
--------Finally, the dishes were clean.
b. Rewrite the sentences above into a good narrative paragraph.
c.  Write a paragraph or more that tells the reader about the most unforgettable event in your life.
d. Write a single paragraph (narrative paragraph) and try to make your paragraph run smoothly (coherent) by using time order, compound verb, and also change nouns to pronouns.
You can choose the title/topic:
- Cinderella
- Doraemon 

B. Developing a Paragraph by Description (Descriptive Paragraph)
When you describe the way something looks i.e. its physical description, you have to describe it according to space. In developing a paragraph by description, you organize the idea in spatial order or according to space. You should arrange your sentences and details according to where the objects being described are located. You have to make clear the location of the objects being described. So, we need adverb of place to show the location of the objects.

Description of a place and an object
	Some points to be remembered in developing a paragraph by description of a place and an object are:
a. The description must be organized so that the reader can vividly imagine the scene being described.
b. The arrangement of the details in a descriptive paragraph depends on the subject. The selection and the description of details depend on the describer’s purpose. You can begin from left to right, from right to left, from top to bottom, or from bottom to top. In this case, it may be desirable to focus on that object and describe it first, since it is the first thing noticed. In the paragraph describing a room, the first thing the writer describes is the first thing the viewer sees: the wall, ceiling, and the bed.
c. Describing what can be perceived with the senses – sights, sounds, smells, touch, taste – it can make the scene even more vivid and interesting.
 	In describing the objects we need adjectives, adjective clauses, and also prepositional phrases to make the description of those things.
For example: How to describe a book.
A red book: ‘red’ is an adjective.
A red paperback book: ‘red paperbook’ is an adjective phrase.
A red paperback book that has a torn in the middle: ‘that has a thorn’ is an adjective clause. ‘in the middle’ is prepositional phrase.
In describing a room, for example, the following should be taken into consideration: 1) the location of the objects in the rooms should be clear, 2) the details should be arrange logically and systematically so that it is easy for reader to visualize the description in his mind, and 3) most importantly is that there should be controlling idea gives the paragraph a focus

Study the following paragraph:
		My dormitory room, on the second floor of Asrama Daksinapati, is small and crowded. The blue walls and rather yellowish ceiling make the room seem dark, and it looks even smaller than it is. My bed occupies about half of the room. The two windows over the bed are covered with heavy blue drapes. Against the wall on your left is a large bookcase which is crammed with paper, books, and other things. Between the bookcase and the wall opposite the bed is a small desk with a chair. Under the desk is a rattan waste paper basket full of paper and debris. The wall above the bookcase and desk is covered with small posters of my favorite rock singers. On the right hand side of the room is a narrow closet with clothes, shoes, badminton rackets, and boxes bulging out of its sliding doors. Can you imagine how cramful my room is? It is like living in a closet.

 Assignment:
- Write a paragraph of description of a place with the topic: my bedroom
Spatial order used in the story:
· The spatial expressions are called adverb of place; usually they are prepositional phrases: prepostion + noun phrase.
· Some expressions used in the paragraph:
On the second floor, under the windows, on your left, next to the bookcase, opposite the bed, on the right-hand side, against the wall, above the bookcase, underneath the desk.
·  Special sentence construction:
   Adverb of place + verb phrase + subject
   Under the desk             is               a basket (or a basket is          under the desk)
In descriptive writing it is common to place the adverb of place in the subject position at the beginning of the sentence to achieve coherence.
 
2. Description of a person.
You can describe a person’s appearance in many ways such as his/her clothes, manner of speaking, color, and style of hair, facial appearance, body shape, and expression. You could describe the person’s physical appearance, behavior or both. What you select depend on your topic and purpose. To make description more vivid is by making comparison between unlike things. You can use this pattern: like + noun phrase. This type of comparison is called simile. For example: Her eyes look like the forest after a rainstorm – dark, green, brown, and moist. It means the person had just been crying.

Let’s study the following paragraph written by a young man describing his girl friend:

	Karmila is as beautiful as any Indonesian film star. Her thick, wavy, long black hair gracefully falls down to her shoulders and surrounds her beautiful, diamond shaped face. A golden suntan usually highlights her smooth, clear, complexion. Her slightly arched dark brown eyebrows draw attention to her deep brown eyes. Her eyes are large, but not too large, with thick eyelasher. Her nose is straight and neither too long nor too short. A small black mole on the left side of her mouth adds to her beauty. And her mouth is small and looks delicate and feminine beauty. When she smiles, which is often, her well-formed and even white teeth brighten up her whole face. There is nothing but extraordinary beauty in the face of Karmila.

Assignment – Descriptive Paragraph
1. Write a paragraph of description of a room that tells about your campus.
2. Write a paragraph of description of an object that tells about your favorite thing.
3. Write a paragraph of description of a person that tells about one of your classmate. 


C. Developing a Paragraph by Exposition (Expository Paragraph)
A paragraph that explains or analyzes a topic is an expository paragraph. It supports the controlling idea with information, explanation, facts or illustrations. For example:
-  Smoking is a bad habit  
      topic          controlling idea
Smoking is a bad habit. It will cause many bad effects to your life. For example, it makes you live in an unhealthy way. By doing this, it will cause cough and lung cancer. Furthermore, it is an expensive habit. Can you tell me how much is a pack of cigarettes? How many packs does the smoker use in a day, a week, a month, and even a year? I still do not understand why those people like smoking. 

The most common approach to develop an expository paragraph requires using specific details and examples. You need specific details and examples to support the controlling idea in your topic sentence. It is necessary to add an explanation of that example. It is not always necessary to give several examples to support the controlling ideas, sometime one example that is explained in greater details will suffice to support the controlling idea. It is called illustration. 

A paragraph that explains or analyzes a topic is an expository paragraph. Although explaining a topic can be done in several ways, the most common approach to developing an expository paragraph requires using specific details and examples. No matter what type of paragraph you are writing, you will need specific details and examples to support the controlling idea in your topic sentence.

Another example of expository paragraph by using examples:
		Going to college can be expensive. Everyone knows that tuition and room and board can cost anywhere from $3,000 to $10,000 per semester, but there are other expenses that make going to college even more expensive. For instance, books typically cost between $150 and $400 each term. Supplies, too, are not cheap, for as any student knows, paper, notebooks, writing utensils, and the many other supplies needed usually cost more at the college bookstore than at a local discount department store. For instance, a package of notepaper costing $1 at a discount store might cost $2 at a college bookstore. In addition, there are all kinds of special fees tacked onto the bill at registration time. A student might have to pay a $30 insurance fee, a $15 activity fee, a $10 fee to the student government association, and anywhere from $20 to $100 for parking. If a student decides to add or drop a course after registration, there is yet another fee. The fees never seem to end.

 Illustration
It is not always necessary to give several examples to support the controlling idea; sometimes one example that is explained in greater detail will suffice to support the controlling idea. 
Study the following paragraph:
		Wherever there are great forests, modern methods of insect control threaten the fishes inhabiting the streams in the shelter of the trees. One of the best-known examples of fish destruction in the United States took place in 1955, as a result of spraying in and near Yellowstone National Park. By the fall of that year, so many dead fish had been found in Yellowstone River that sportsmen and Montana fish-and-game administrators became alarmed. About 90 miles of the river were affected. In one 300-yard length of  shoreline, 600 dead fish were counted, including brown trout, whitefish, and suckers. Stream insects, the natural food of trout, had disappeared.     

How to order your details or examples depends on the subjects and often on the author’s logic. The common patterns:
1. Order of importance: saving the best for last.
2. Order of familiarity: from the more familiar to the less familiar.
3. Order of time: from the past to the present. 
How to make the expository paragraph coherent?
By using the transitional signals that are suitable for the expository paragraph:
- for example, for instance: to introduce example.
- first, second, next, then, last, finally: to indicate chronological order, to signal examples in time order.
- also, furthermore, moreover, in addition, besides that: to include more information.
- finally, in conclusion: signal the last example or the conclusion. 

Assignment – Expository Paragraph
Write the expository paragraph of the following topic sentences:
1. Soccer is a bad sport.
2. Television has many bad program.
3. jogging is good for our health.
4. Living in a village is more enjoyable than in a city. 




























CHAPTER VIII
QUOTATION, PARAPHRASE, SUMMARY AND PRECISE


	In academic writing, from term papers to thesis, you often present information of another from the printed source you incorporate in your writing. The presentation of the information can be any of these forms:

Quotation
	Quotation is a copy of an exact word, words or phrases, sentences or even paragraphs from the original passage of another to support your point of argument. There are two kinds of quotations, that is: direct quotation and indirect quotation. Direct quotation are quotations in which another person’s words or expressions are quoted exactly. They are often enclosed in quotation marks. Meanwhile, indirect quotations are quotations in which another person’s words or expressions are not quoted exactly. They are often written without using quotation marks and usually put into a ‘that’ clause. Another form of quotation is quotation with ellipsis. Quotation with ellipsis is one which some of the words omitted or deleted because they are not really important. The omission are always signaled with ellipsis dots (…).
	To introduce direct and indirect quotation or any other ideas borrowed, you must use reporting phrase and clause expressions. In this discussion, you will study of the more common ones:
--------------said (that)-----------------------------------------------------------------------------
--------------mentioned (that)----------------------------------------------------------------------
--------------stated (that)----------------------------------------------------------------------------
--------------reported (that)-------------------------------------------------------------------------
--------------repeated (that)-------------------------------------------------------------------------
--------------insist (that) -----------------------------------------------------------------------------
--------------then said (that)-------------------------------------------------------------------------
--------------remind (that)---------------------------------------------------------------------------
--------------maintain (that)-------------------------------------------------------------------------
According to-----------------------------------------------------------------------------------------
As--------------------stated--------------------------------------------------------------------------
As--------------------reported-----------------------------------------------------------------------
As--------------------repeated-----------------------------------------------------------------------
As--------------------expressed----------------------------------------------------------------------
Here are the models of direct and indirect quotation, and also quotation with ellipsis:
Direct quotation     
· John Inggall stated, “All living is learning and all learning is living.”
· According to John Inggall, “All living is learning and all learning is living.”
· As John Inggall stated,” All living is learning and all learning is living.
Indirect Quotation
· John Inggall stated that all living is learning and all learning is living.
Quotation with ellipsis
Full quotation: “Diet and nutrition have been studied by researchers, significantly effect oral health.”
Quotation with ellipsis: “Diet and nutrition … significantly effect oral health”

Paraphrase
Paraphrase is a writing skill in which essential points/ideas including all details, from a published source is restated in different words without changing the original meaning or restate all information of the quoted passage in different words. In paraphrase writing, you need to read the original passage and then state them by using synonyms, changing the tenses from active to passive or from direct to indirect quotation, shifting the nouns or pronouns from antecedents or vise-verse.
Here are the example of paraphrase:
	Indonesian ethnic had to overcome many obstacles in order to develop writing system in their own languages. The groups that did develop writing are alike in several ways: They maintained their social structure, and they were able to put writing to good use. For example, writing become more common in the Kutai, Dayak, Banjar, and Javanese tribes after they were separated through migration. Tribe members probably wanted to write to relatives they could no longer see regularly.

From the original passage, as follows:
	The Indonesian ethnic groups which, despite all obstacles, have developed traditions of literacy in their own languages seem to share certain characteristics. All of them, of course, have preserved some sort of social organization, at least at the local level. It would seem that such groups have also found one or more functions for their own literacy. Thus, the spread of Kutai, Dayak, Banjar, Bugis, and Javanese literacy occurred at the same time that these several tribes were divided by migration. In all five cases it seems reasonable to suppose that the first individuals to become literate were motivated by a desire to communicate with relatives who had departed for the west or, as the case may be, had lingered behind in the east.  

 Summary
	Summary is a brief compressed version of works in condensed and compact form, stating only the gist/main idea or point of the original materials. You should select the gist or main points and delete minor details. Summary is often shorter than paraphrase but longer than a précis of the same original.
Here is the example of summary:
	The Indonesian ethnic groups still maintain the habit of writing in their own language. Such habit serves two main communication functions. One is to strengthen their social structure and next is to use as a means of communication, especially with their relatives.

From the original passage, as follows: 
The Indonesian ethnic groups which, despite all obstacles, have developed traditions of literacy in their own languages seem to share certain characteristics. All of them, of course, have preserved some sort of social organization, at least at the local level. It would seem that such groups have also found one or more functions for their own literacy. Thus, the spread of Kutai, Dayak, Banjar, Bugis, and Javanese literacy occurred at the same time that these several tribes were divided by migration. In all five cases it seems reasonable to suppose that the first individuals to become literate were motivated by a desire to communicate with relatives who had departed for the west or, as the case may be, had lingered behind in the east.  

9.4  Precis Writing
	Precis (pronounced pray – see) is a brief summary. It retains the basic order of the originals, keeps the same proportion of part to part, and maintains the same tone. Thus the précis has a much closer relation to the original text than the looser summary. The material in the original passage text can be, and quite often should be restated for economy and emphasis. You must select the words carefully and organize them logically to get the maximum amount of information into the minimum space. A précis may be only one fourth as long of the original.

Here is the example of précis:
	The Indonesian ethnic groups developed their own writing systems in order to write letters and keep records.

From the original passage, as follows:
The Indonesian ethnic groups which, despite all obstacles, have developed traditions of literacy in their own languages seem to share certain characteristics. All of them, of course, have preserved some sort of social organization, at least at the local level. It would seem that such groups have also found one or more functions for their own literacy. Thus, the spread of Kutai, Dayak, Banjar, Bugis, and Javanese literacy occurred at the same time that these several tribes were divided by migration. In all five cases it seems reasonable to suppose that the first individuals to become literate were motivated by a desire to communicate with relatives who had departed for the west or, as the case may be, had lingered behind in the east.  
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