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Предисловие
В задачу курса английского академического письма входит обучение умениям и навыкам написать выступление, тезисы, доклад
с использованием наглядности (графиков и таблиц), резюме (summary) или отзыв на статью (review) с учетом существующих норм
английской письменной речи для академических (научных) целей.
Очевидно, что знания английской орфографии и грамматики для
этого недостаточно.
При составлении любого письменного текста, который, безусловно, является элементом коммуникации, необходимо четко
представлять себе следующие моменты:
- кому он адресован;
- цель высказывания и его структуру;
- к какому из функциональных стилей он должен относиться
(официально-деловому, нейтральному, непринужденному);
- какова степень логической связи частей текста;
- насколько правильно текст структурирован и представлен
(деление на абзацы, орфография, грамматика, ссылки, сноски, общий вид).
Только учет всех этих факторов академического письма позволит студентам, магистрантам и аспирантам заявить о себе как о
зрелых специалистах и успешно представить по-английски свой
проект или результаты исследования.
Основная часть курса английского академического письма разработана в Институте английского языка Мичиганского университета (the University of Michigan at Ann Arbor, USA), где один из
авторов-составителей и редактор данного издания проходил стажировку по программе Фулбрайта. Сотрудникам этого института
адресованы наши слова признательности за рекомендации и разрешение использовать материалы из главного источника (John M.
Swales and Christine B. Feak. Academic Writing for Graduate Students.
A Course for Nonnative Speakers of English. – Ann Arbor: The University of Michigan Press, 1994).
Авторы пособия считают продуктивным сочетание обучения
навыкам английского академического письма с обучением устному
академическому выступлению на английском языке. В связи с этим
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в конце работы над тем или иным форматом текста (problem-solution, general-specific, summary, data commentary, review) рекомендуется практиковать устные выступления студентов с последующей
их оценкой участниками процесса обучения на занятии.
Курс английского академического письма и говорения прошел
апробацию в процессе преподавания на протяжении более десяти
лет на факультете международных экономических отношений и в
группах магистрантов и аспирантов Белорусского государственного экономического университета с использованием следующих
публикаций:
Слепович В. С. Academic Writing Course Pack = Сборник материалов по курсу английского академического письма. – Минск:
БГЭУ, 2000. – 160 с.
Слепович В. С. Basics of Academic Speaking = Устное выступление на английском языке. – Минск: БГЭУ, 2000. – 72 с.
Слепович. В. С. Деловой английский язык = Business English. –
6-е изд., доп. – Минск: ТетраСистемс, 2010. – 272 с.
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UNIT ONE

BASICS OF ACADEMIC WRITING AND SPEAKING
I
II
III
IV
V
VI
VII
VIII

Audience
Purpose
Organization
Style
Flow
Presentation
Positioning
Checklist

Academic writing/speaking is a product of many considerations:
audience, purpose, organization, style, flow, and presentation
(Based on: John M. Swales and Christine B. Feak. Academic Writing
for Graduate Students. A Course for Nonnative Speakers of English. –
Ann Arbor: The University of Michigan Press, 1994.)
I. AUDIENCE
First of all you should analyze the audience for which you are writing or going to speak. Three essential aspects should be taken into consideration here: the audience’s interests, knowledge (background)
and attitudes.
A subject that would be of interest to an adult education class of
part-time students might not interest a class of freshmen.
In addition to interests, the audience’s knowledge of a subject is a
critical factor in choosing and developing the topic. For example, if your
listeners are thoroughly informed on a subject, there is no need to cover
what they already know. Instead, pick a topic that allows you to present
something new. On the other hand, if your audience is not knowledgeable on the subject, be sure to include enough background information
to help them understand the main ideas you are discussing.
6

Finally, you need to consider the attitude of your audience to your
subject, i.e. their predisposition to respond to your viewpoint in a favourable or unfavourable way. It will help you determine whether or
not they will be inclined to support or oppose your ideas. The stronger
the opposition, the stronger should be your logical reasoning and your
supporting evidence.
One very informative means of understanding your audience better is getting demographic information on them, namely, their age, sex,
education, occupation, economic status and ethnic background.
● Task 1
Study the following definitions. For whom were they written? What
are the differences between the two?

1a. Market economy is an economic system in which companies
are not controlled by the government but decide what they want to produce or sell, based on what they believe they can make a profit from.
1b. Market economy is a free market system in which decisions
regarding resource allocation, production, and consumption, and price
levels and competition are made by the collective actions of individuals
or organizations seeking their own advantage.
● Now study the following definitions. For whom were they written?
What are the differences between the two?

2a. Inflation is an abnormal increase in available currency and credit, resulting in a rise in price levels.
2b. An abnormal increase in available currency and credit, resulting
in a rise in price levels is called inflation.
● Task 2
Compose a one-sentence definition of a term in your field for two
different audiences: one will be students in a totally unrelated field,
while the other consists of fellow-students in your own program. Discuss in class how your definitions differ.
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II. PURPOSE
Audience and purpose are interconnected.
After you have determined what kind of audience you are going
to deal with, you should determine the general purpose, which means
whether the speech/text is to display familiarity, expertise, and intelligence, to inform (if you limit your goal to teaching or explaining
something so that the audience understands it) or to persuade (if you
are trying to make people change their opinions).
Depending on your purpose, you should choose the appropriate
supporting material. The supporting material in an informative speech
needs to clarify, to make the material interesting, and to make the
speech memorable. Supporting material in a persuasive speech needs
to establish the truth of your claim in the minds of your audience (so
choose evidence carefully and be sure to cite sources, as this adds to
your credibility)
● Task 3
Determine the intent of the speaker in the following two purpose
statements. Which speech has the intent to inform? Which has the
intent to persuade?

1) “At the close of my speech, my audience will understand the mechanism of a free market economy.”
2) “At the close of my speech, my audience will believe that market
economy is better than command economy.”
● Task 4
Read the texts below and identify the author’s purpose. Is the purpose to inform or persuade the audience?

I
A market is any one of a variety of different systems, institutions,
procedures, social relations and infrastructures whereby people trade,
and goods and services are exchanged, forming part of the economy.
8

It is an arrangement that allows buyers and sellers to exchange things.
Competition is essential in markets, and separates market from trade.
Two persons may trade, but it takes at least three persons to have a market, so that there is competition on at least one of its two sides. Markets
vary in size, range, geographic scale, location, types and variety of human communities, as well as the types of goods and services traded.
Some examples include local farmers’ markets held in town squares or
parking lots, shopping centers and shopping malls, international currency and commodity markets, legally created markets such as for pollution permits, and illegal markets such as the market for illicit drugs.
In mainstream economics, the concept of a market is any structure
that allows buyers and sellers to exchange any type of goods, services
and information. The exchange of goods or services for money is a
transaction. Market participants consist of all the buyers and sellers of
a good who influence its price. This influence is a major study of economics and has given rise to several theories and models concerning
the basic market forces of supply and demand. There are two roles in
markets, buyers and sellers. The market facilitates trade and enables the
distribution and allocation of resources in a society. Markets allow any
tradable item to be evaluated and priced. A market emerges more or less
spontaneously or is constructed deliberately by human interaction in
order to enable the exchange of ownership of services and goods.
II
Infant industries must be protected in order to allow them to grow
to a point where they can fairly compete with the larger mature industries established in foreign countries. Without this protection, infant
industries will die before they reach a size and age where economies of
scale, industrial infrastructure, and skill in manufacturing can allow the
industry to compete in the global market.
For example, say that investors in Ethiopia would like to start a
car company. Assuming the investors were smart, educated people with
knowledge of how to produce cars, an Ethiopian firm would still face
practically insurmountable barriers to entering the global auto industry. Ethiopia lacks the infrastructure of parts suppliers. It lacks workers
skilled in the specifics of building cars. And, an infant auto industry
would have to compete for steel, glass, and other raw materials with
9

established firms such as Toyota and Mercedes who purchase materials
in quantities that allow established companies to receive a better price
and therefore allow them to produce cars at a lower cost than the infant
company.
Some might argue that trying to start an auto industry in Ethiopia is
simply a bad business decision and that is certainly true, but what is true
for the auto industry is true for every other industrial segment. Ethiopia
would face the same barriers in trying to enter the appliance industry,
the textile industry, the pharmaceutical industry, or any other established
manufacturing segment. Such barriers to entry are anti-competitive in
the same way as monopolies and trusts are anti-competitive. Ethiopia
has a right to become an industrialized nation and its government has a
right to pass protectionist legislation to ensure that its infant industries
have a chance to mature.
III. ORGANIZATION
Most academic texts have regular, predictable patterns of organization. Their different parts are linked, arranged and organized together
to build a clear, easily perceivable structure. This structure generally
includes three main areas: an introduction, the development of the
main idea, and a conclusion. Each part will include sentences and
paragraphs that are linked together by words or phrases (connectors,
linking words, transitional words).
A text is structured by its different paragraphs. However, it is important that its structure is outlined in the introduction part of the text
and that the text follows this outline. For each point stated in the outline
there should be a corresponding paragraph in the text. Each paragraph
should be logically connected to the next, which then creates a smooth
flow of reading from one part to the next. It is important that the outline
in the introduction should match the body and conclusion of the text.
Information in your academic text is presented in a structured format.
You follow certain patterns when working on your text to make it more
reader/listener friendly. The type of text, its special purpose (argumentative, problem-solution, compare/contrast, general-specific, sum10

marizing, etc.) and the nature of the topic will determine the organizational pattern you will follow.
For example, in a problem-solution text you will generally follow
a 4-component pattern:
1.
2.
3.
4.

Description of a situation;
Identification of a problem;
Description of a solution;
Evaluation of the solution.

Problem-solution texts tend to be more argumentative and evaluative. How you communicate your information and organize your text
will greatly influence both the audience’s interest and understanding.
The purpose of an argumentative academic text is to present your
idea or point of view and to defend it. You want to convince, persuade
or change your audience’s mind. In stating your idea, opinion, or point
of view, you need to support it with evidence, such as facts, statistics,
further information, and examples.
Although there may be more than one organization pattern to follow in argumentative essays, one pattern may be as follows:
1. An introduction (the claim or opinion that you want your reader
to accept as the truth);
2. Arguments in favor of your statement followed by supporting
information (examples, explanations, statistics, and facts);
3. Counterarguments against your statement/opinion followed by
refuting arguments to the counterarguments;
4. A conclusion which recaps your main arguments and conclusions.
When you want to examine two ideas/topics/issues/subjects in your
work and to show the similarities and/or differences between them, you
will produce a comparison/contrast text. It may be used to persuade,
explain or inform. Comparison/contrast essays can follow two different
patterns of presentation. You can explain each subject one at a time or
you may discuss them point-by-point, one aspect at a time. In compar11

ing, you focus on how the two are similar; in contrasting, your essay
focuses on how the two are different.
A cause-and-effect text is produced when you want to discuss why
something has happened (cause) and what happens as a result (effect).
For example, the cause of poverty may be low wages, unemployment,
and lack of education which then has the following effects: inadequate
accommodation, no food, and no opportunities.
When you create a classification text, you organize ideas or items
into classes, categories or groups. The classification is generally completed according to a specific standard or principle. The key to a classification text is to organize the items or ideas into logical categories
and to support each category division with examples, facts, further information.
Problem-solution, general-specific, contrast-comparison and causeeffect texts as well as summaries are dealt with in the further units of
the book.
● Task 5
Here is a problem-solution text with a typical structure. Label its four
parts.

(1) Madagascar has one of the world’s oldest systems of natural
reserves. (2) This system, established during the early 1900s, was designed to protect lemurs and other animal species unique to the island.
(3) However, due to severe economic hardship, this island country lacks
the funds to properly manage the reserves; as a result, many species risk
extinction. (4) One recent solution to this problem has been offered by
the international community. (5) If Madagascar begins to better protect
its reserves, its foreign debt will be reduced. (6) This incentive should
lead to some level of improvement.
1. For what type of audience was this written?
2. What assumptions does the author make about the audience’s
knowledge background?
3. What is the author’s general purpose?
4. What does the author think of the solution?
5. If the writer had thought that the solution would not work, what
12

might he have written for the last sentence? In such a case, would this
last sentence be enough to complete the text? If not, what would need
to be added?
IV. STYLE
Academic writers/speakers need to be sure that their communications are presented in the appropriate style. One difficulty in using it is
knowing what is considered academic and what is not. Academic style
is not used in all academic settings. Lectures are generally delivered in
a relatively non-academic style (using neutral and informal words and
phrases). This is not appropriate for academic writing.
Usually, five levels of formality are distinguished in any language.
They refer to vocabulary and grammar.
Level 5
Level 4
Level 3
Level 2
Level 1

Very formal
Formal
Neutral
Informal
Rude and vulgar

In oral presentations, you will likely use less formal speech; however, in writing you should use a more formal form.
Language Focus: The Vocabulary Shift

A distinctive feature for academic style is choosing the more formal
alternative when selecting a verb, noun, or another part of speech.
In general, words of Latin and French origin suggest formality;
shorter, often Germanic, words and phrasal verbs are more informal:
demonstrate/show; surrender/give in; dehydrated/dry; interval/gap.
● Task 6
Which of the words in italics would be more suitable for an academic
paper?

1. The government has made good / considerable progress in solving environmental problems.
2. We got / obtained encouraging results.
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3. The results of a lot of / numerous different projects have been
pretty good / encouraging.
4. A loss of jobs is one of the things that will happen / consequences
if the process is automated.
● Task 7
Choose a verb from the list that reduces the informality of each sentence. Note that you may need to add tense to the verb from the list.

a) assist
b) raise

c) reduce
d) establish

e) create
f) increase

g) investigate
h) determine

i) eliminate
j) fluctuate

1. Expert Systems can help out the user in the diagnosis of problems.
2. This program was set up to improve access to medical care.
3. Research expenditures have gone up to nearly $3,500 million.
4. Researchers have found out that this drug has serious side effects.
5. Building a nuclear power plant will not get rid of the energy
problem completely.
6. Researchers have been looking into this problem for 15 years
now.
7. This issue was brought up during the investigation.
8. The emission levels have been going up and down.
● Task 8
Supply a more academic word or phrase for the one in italics.

1. The reaction of the officials was sort of negative.
2. The economic outlook is mighty nice.
3. The future of Federal funding is up in the air.
4. America’s major automakers are planning to get together on the
research needed for more fuel efficient cars.
5. The implementation of computer-integrated-manufacturing
(CIM) has brought about serious problems.
6. The process should be done over until the desired results are
achieved.
7. Plans are being made to come up with a database containing
detailed environmental information for the region.
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8. Subtle changes in the earth’s crust were picked up by these new
devices.
9. Proposals to construct new nuclear reactors have met with great
resistance from environmentalists.
● Task 9
Match the verbs on the left with a more formal alternative. Then match
each pair of verbs with a phrase on the right to make a complete expression. The first example has been done for you.

WE REALLY NEED TO set up/establish a sister company in Hamburg.
1. set up
2. carry out
3. strengthen
4. look into

a. conduct
b. investigate
c. establish
d. consolidate

1. the problem of distribution.
2. a sister company in Hamburg.
3. our position in South America.
4. more research in this area

5. buy
6. think about
7. move
8. combine

e. re-locate
f. purchase
g. amalgamate
h. explore

5. the possibility of selling
direct.
6. our headquarters to Lyon.
7. our raw materials at source.
8. the two departments

9. show
10. work out
11. speed up
12. break into

i. penetrate
j. accelerate
k. calculate
1. demonstrate

9. the development of new
product.
10. the importance of the project
11. new markets in Eastern
Europe.
12. exactly what our margins are.

13. pay
14. send
15. work together
16. make use
of

m. collaborate
n. exploit
o. remunerate
p. dispatch

13. the goods within the
month.
14. staff according to performance.
15. our cross-cultural expertise.
16. on the design of the product.
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17. use
18. build in
19. think up
20. take advantage of

q. formulate
r. capitalize on
s. incorporate
t. utilize

17. all our resources.
18. several new product features.
19. new opportunities in the
CIS countries.
20. an immediate plan of action.

● Task 10
Write the following sentences in plain English.

1. He was so surprised that he couldn’t verbalise anything.
2. She utilised the telephone continuously.
3. The closing of the factory impacted negatively on the whole
town.
4. While waiting in the line at the bookstore, I interacted with a
couple of sophomores.
5. Before making her decision, the coach invited input from all
members of the team.
6. The defective toys led to a barrage of negative input from dissatisfied customers.
7. If enrolment is successful in terms of numbers, then we shall be
able to implement a reduction in fees.
8. The committee has the recruitment situation under active consideration at the present moment.
Language Focus: Formal Grammar and Style

The following are some grammar recommendations for maintaining a formal (academic) style in writing.
1. Avoid contractions and shortenings:
won’t → will not
didn’t → did not
can’t → cannot
plane → airplane
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2. Use the more appropriate formal negative one-word forms:
not ... any → no
(The analysis didn’t yield any new results. → The analysis yielded
no new results.)
not ... much → little
(The government didn’t allocate much funding for the program →
The government allocated little funding for the program)
not ... many → few
(This program doesn’t have many viable solutions. → This problem has few viable solutions.)
3. Limit the use of ‘run on’ expressions, such as ‘and so forth’ and
‘etc.’:
These semiconductors can be used in robots, CD players, etc. →
These semiconductors can be used in robots, CD players, and other
electronic devices.
4. Avoid addressing the reader as ‘you’:
You can see the results in Table 1 → The results can be seen in Table 1.
5. Limit the use of direct questions:
What can be done to lower costs? → We now need to consider what
can be done to lower costs, or We now need to consider how costs may
be lowered.
6. Place adverbs within the verb (in mid-position):
(It is characteristic of informal English to place adverbs at the beginning or end of sentences.)
Then the solution can be discarded → The solution can then be
discarded.
The inflation rate decreased slowly → The inflation rate slowly decreased.
7. Avoid overusing exaggerative and emphatic adjectives (e.g. unbelievably, strongly, amazingly, etc.)
8. Do not drop the object pronoun in relative clauses:
The man I saw told me to come today → The man whom (who/that)
I saw told me to come today.
17

9. Use the Passive Voice:
They tested each component to destruction. → Each component
was tested to destruction.
● Task 11
Reduce the informality of each sentence.

1. If you fail the exam, you can’t enter the university.
2. OK, what are the causes of deformation? Many possibilities exist.
3. You can clearly see the difference between these two processes.
4. A small bit of ammonium dichromate is added to the gelatine
solution gradually.
5. These special tax laws have been enacted in six states: Illinois,
Iowa, Ohio, etc.
6. The subjects didn’t have much difficulty with the task.
7. We do not expect anyone to find a cure for the common cold.
8. The workers he employs are dissatisfied.
● Task 12
Using the words given, make these presentation extracts more informal:

1. It is a well-known fact that the Internet is the information channel
of the future.
(Everybody) …
2. It is been proved that direct mailing gees a less than 1% response
rate.
(They) …
3. It is being suggested that the so-called smart drugs can actually
increase intelligence.
(They) …
4. It is generally agreed that the number of new cases of AIDS is
falling.
(Almost everyone) …
5. It is widely believed that Thailand and Malaysia will continue to
outgrow Taiwan.
(A lot/us) …
18

6. It is not known whether a mile-high building is technically possible.
(We /not know) …
7. It is a little-known fact that more people die of tuberculosis every
year than were killed in both world wars.
(A lot / people / nor realize) …
8. It is a popular misconception that Total Quality originated in Japan.
(People often / mistake / thinking) …
9. It is debatable whether such an ambitious objective can be
achieved in two years.
(We can’t /sure / we) … .
V. FLOW
Another important consideration of academic writing and speaking
is flow — moving from one statement in a text to the next one.
Transition words and phrases are used in a text to show relationships between ideas and to pass from one part to the next. Transition
words and phrases also help your audience in following your shift in
ideas or thoughts; from time, location, sequence, and importance of
your topics to clarifying and reinforcing your ideas.
When ideas, sentences and paragraphs fit smoothly together, the
text is coherent – easily understandable. At a paragraph level, having a
clearly stated topic sentence at the beginning of each new paragraph
as well as using transition words or phrases linking the new paragraph to what was stated before it, creates coherence (= cohesion) in
your text.
Repetition of the key terms or phrases, using linking words, synonyms and demonstratives are all ways of creating coherence in your
written or oral text.
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● Task 13
Consider the following passages. What parts in passage B differ from
those in passage A? Why does B have a better ‘flow’ than A?

A. Lasers have found widespread application in medicine. Lasers
play an important role in the treatment of eye disease and the
prevention of blindness. The eye is ideally suited for laser surgery. Most of the eye tissue is transparent. The frequency and
focus of the laser beam can be adjusted according to the absorption of the tissue. The beam ‘cuts’ inside the eye with minimal
damage to the surrounding tissue — even the tissue between
the laser and the incision. Lasers are effective in some causes
of blindness. Other treatments are not. The interaction between
laser light and eye is not fully understood.
B. Lasers have found widespread application in medicine. For example, they play an important role in the treatment of eye disease and the prevention of blindness. The eye is ideally suited
for laser surgery because most of the eye tissue is transparent.
Because of this transparency, the frequency and focus of the
laser beam can be adjusted according to the absorption of the
tissue so that the beam ‘cuts’ inside the eye with minimal damage to the surrounding tissue — even the tissue between the
laser and the incision. Lasers are also more effective than other
methods in treating some causes of blindness. However, the
interaction between laser light and eye tissue is not fully understood.
Language Focus: Linking Words and Phrases

Time connectors: as soon as, at last, immediately, meanwhile,
then, when, while, then, afterwards
Adversative: although, even though, despite the fact that, however,
nevertheless, despite, in spite of, (and) yet, whereas, while, nonetheless
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Cause and Effect: as, because, since, therefore, as a result, consequently, hence, thus, because of, due to, as a result of, so
Addition: furthermore, in addition, moreover, in addition to, what
is more, also, besides, apart from, not to mention the fact that
Clarification: in other words, that is, i.e., specifically
Contrast: while, whereas, in contrast, however, on the other hand,
unlike
Illustration: for example, for instance
Intensification: on the contrary, as a matter of fact, in fact
Opinion giving: in my opinion, as I see it, from my perspective, as
far as I can tell, it seems to me that, as I understand it
Introducing difficult issues: frankly speaking, realistically, the
real problem/trouble is, to put it bluntly, the real issue here is
Summarizing: in conclusion, in summary, to sum up, as was previously stated, on the whole, all in all, altogether, in short, to put it
briefly
(See more of transition or linking phrases in: Слепович В. С. Деловой английский язык = Business English. – 6-е изд., доп. – Минск:
ТетраСистемс, 2010. – С. 158–172).
● Task 14
The following sentences make a short text. However, they have been
mixed up. The linking words will help you to put them in correct order.
The first sentence below is the first sentence of the text.

1.
2.

3.
4.

Recruitment is one area in which line and staff co-operation is essential, for several reasons.
The personnel specialist might also want to visit the work site and
review the job description with the supervisor to insure that the job
has not changed since the description was written.
Furthermore, the supervisor may be able to supply additional insight into the skills and talents the new workers will need.
Firstly, the personnel specialist who recruits and does the initial
screening for the vacant job is seldom the one responsible for supervising its performance.
21

5.
6.
7.

8.

For instance, is it a ‘tough’ group to get along with?
In general, personnel planning thus requires close co-operation
between line and staff personnel.
He or she must therefore have as clear a picture as possible of
what the job entails, and this, in turn , means speaking with the
supervisor involved.
For example, the personnel specialist might want to know something about the behavioural style of the supervisor and members of
the work group.

● Task 15
Fill the gaps with time connectors given below.

А as soon as, at last, immediately, meanwhile, then, when, while
The aeroplane had only been in the air for about twenty minutes
1) ... suddenly it began to dive towards the ground. 2) … the passengers
began to panic. 3) ... the flight attendants realised what was happening,
they did their best to calm everyone down, 4) ... the plane continued to
lose altitude. 5) ... , in the cockpit, the pilot was struggling to control
the plane. 6) ... it righted itself and he sighed with relief. The flight 7) ...
continued without any further problems.
В after, before, finally, since, then, when
There had never been a storm like it 1) ... - at least not 2) ... the great
flood in 1962. Kevin was trying to steer his car through the pouring rain
3) … all of a sudden his car stopped. The engine continued to run for a
few seconds, 4) … coughed twice and fell silent. Reluctantly, Kevin got
out of his car and watched it sink slowly into the mud at the side of the
road. 5) … staring at his useless car for a few minutes, he 6) … stuck his
hands into his pockets, bent his head and began the long walk home.
● Task 16
Match the complaints with the justification using adversative linking
words (though, although, even though, despite the fact that, however,
nevertheless, despite, in spite of).
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1
2
3
4
5
6
7

Complaint
My 2-year-old daughter cut
herself on the toy.
When we received the bill we
realized we had been charged
the full price.
I had to share a bathroom with
other guests.
The top rack of the dishwasher
has broken.
You still keep delivering equipment to the wrong address.
The shirt’s bright red collar
has turned pink.
I received a letter saying my
license has expired.

1
2
3
4
5

6
7

Justification
I informed you of my
change of business address.
I sent you a cheque to renew it a month ago.
I booked a room with a private bathroom.
We were told there would
be a 20% discount if we ordered before June.
The label states that it can
be washed at high temperatures without the colors
fading.
You claim it is safe for children over 18 months.
I have only used it three
times.

● Task 17
Combine the following sentences using cause and effect connectors
(because, since, therefore, as a result, consequently, hence, thus,
because of, due to, as a result of).

1. Janice got home late. She missed her TV program.
2. Alvin missed the bus. He woke up late.
3. My brother does not sleep very well. The neighbourhood is
noisy.
4. A blizzard hit the town. The schools were closed.
5. The weather was cold. Sally put on her scarf.
● Task 18
Replace the linking words with similar ones.

“Are you in favour of or against exams being abolished?”
Is too much emphasis placed on examination results today? In my
view, their role needs to be re-examined if they are to continue to play
a part in the educational system.
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In the first place, exams do not actually test a person’s knowledge
of a subject but rather how much they can remember on the day of the
exam. In addition, facts such as students feeling unwell or suffering
from a case of nerves on the day of the exams are not taken into consideration.
Furthermore, the exam system is unfair to people who have studied
hard but have a poor memory for facts and figures. Also, it is often the
case that people who have not studied can copy from someone else who
has.
It is argued that exams are the most efficient way of comparing the
abilities of a group of people and that an exam will often encourage
people to compete to get better grades. Making grades and exam results
the main point of learning though, gives students the wrong idea of
what education is all about.
In conclusion, it seems to me unfair to give a person only one
chance to show what they are capable of. I think that the whole educational system needs to be changed so that exams are not the only way of
assessing a student’s knowledge.
● Task 19
Below is a memo on the subject of office reorganization. Choose the
correct linking word.

From J.K. King
To: A. Tolsen

Date 5 October
Re: Staffing

I have several suggestions concerning office reorganization.
1 (First/ As a result/ Nevertheless) I propose that we move Mrs Sinclair
into the account department to help Mr Banks 2 (consequently/ since/
although) there have been a number of complaints from staff that pay
slips have been late and certain payments have not been processed as
soon as they should have been. 3 (In addition/ secondly/ despite this)
Mr Banks has been requesting extra staff for some time. 4 (Secondly/
consequently/ however) I suggest we take on a temp over the summer
period to handle incoming telephone calls and enquiries in the main order section. 5 (Owing/ moreover/although) the volume of orders has not
increased the new computerized system has proved to be more timeconsuming than anticipated. 6 (Consequently/ For example/ Next) Mrs
Kereasky and Mrs Davies were made to do more work than they can
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cope with. 7 (However/ Thirdly/ Thus) I recommend that we take on a
new order clerk in the sales department. A number of errors have been
made recently 8 (owing to/ despite/ while) a lack of available staff at
peak times. I am aware that these changes will involve extra expense.
9 (Finally/ On the other hand/ Furthermore) they will, I believe, save
money in the long run in terms of increased efficiency.
● Task 20
Rewrite the following text by linking the sentences in each paragraph.
Use appropriate linking words or phrases.

The advantages and disadvantages of being famous
People who are famous are usually financially secure. They are often given free designer clothes, cars and jewellery by manufacturers
who receive free advertising when these items are worn or used. They
receive first-class service wherever they go. They have the power to
influence other people and are even role models to many. They have
domestic help and employ staff to take care of their business. They are
confident and secure as they are successful professionals.
They seldom have privacy and often have to go out in public wearing a disguise so that they will not be recognized. Many people take
advantage of them and they often lead lonely lives as they never know
who their real friends are. Many end up having nervous breakdowns
because of stress. Some live in fear of being or having members of their
family kidnapped. People expect them to look glamorous and happy at
all times, which is hard for celebrities to do.
● Task 21
Supply linking words or phrases that enhance the flow of the passage. Look carefully at the punctuation to help you make an appropriate choice.

(1) Many modern artists are using computers in their work because
these machines enable them to be more creative. (2) Some artists believe computers will gain in popularity; ____, others feel they will have
at best a fleeting presence in the art world. (3) The computer is not a
conventional art tool exactly like a brush, pencil, or hammer; ____, it is
a tool that provides greater flexibility. (4) ____ the use of computers for
artistic purposes seems somewhat unusual, researchers believe their use
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will indeed become more widespread in the next century. (5) Changes
can be made quickly and easily when artists use computers. (6) ____,
copying portions of painting, drawing, or musical composition can be
done with a keystroke, ____ saving the artist considerable time. (7)
____ some initial resistance, the artistic community is beginning to realize that technology can indeed play a role in creativity.
Language Focus: this + summary word

Another way to maintain flow is to use this/these + a noun to join
ideas, e.g.:
The English language instructors know that students need to understand the difference between formal and informal language. However,
this understanding cannot usually be acquired quickly.
What does this understanding refer to?
● Task 22
Choose a summary word from the list to complete each sentence.

Number
decrease

improvement
risk

reduction
assurance

1. In the United States, the levels of harmful substances have fallen
considerably. Despite this ____, the air is still contaminated.
2. The EPA has revealed that 20 of the 320 known toxic chemicals
in the air probably cause more than 2,000 cases of cancer annually.
While this ____ may not seem high, it is a cause of concern.
3. The EPA states that individuals living near chemical plants have
a higher than normal chance of developing cancer. This ____ has been
substantiated by numerous studies.
4. The Chemical Manufacturers Association has decided it will
more strongly support the pollution control efforts of the EPA. This
____ was a major factor in the drafting of new regulations.
5. Nowadays, laptop computers are lighter, more powerful, and
easier to use than they were five years ago. These ________ have led to
an increase in the sales of these machines.
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6. According to a recent survey, 26% of all American adults, down
from 38% thirty years ago, now smoke. This ________ can be partly
attributed to the mounting evidence linking smoking and cancer.
● Task 23
Provide summary words to improve the flow of the passage.

1. A study of 7,000 recovering alcoholics showed that 3% were
under age 20 and 18% were between 21 and 30.
2. Moreover, the study revealed that the average age of alcoholics
seems to be falling.
3. This ____ worries health officials.
4. In the past, alcohol addiction was considered a social problem
closely related to criminal or immoral behaviour.
5. However, today this ____ is no longer widely held.
6. Many alcoholics have lived through difficult childhoods, divorces, and professional disappointment.
7. Even so, these ____ are not good predictors of who will become
an alcoholic.
8. In a recent study, children of alcoholics were found to be four
times as likely as children of non-alcoholics to become addicted. This
____ has led researchers to believe there is a genetic link in alcoholism.
VI. PRESENTATION
Your presented work is more likely to receive a positive response if
you perform the following tasks.
1. Consider the overall format of your written work.
- Does your paper look carefully prepared? Are there clear paragraphs?
- Is the line spacing appropriate? (Remember to write / type ‘double space’!)
2. Proofread for careless grammar mistakes.
- Do subjects and predicates agree?
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- Have the appropriate verb tenses been used?
- Have the articles a, an, and the been used when necessary?
3. Check for misspelled words, even if you have spell-checked your
work on the computer.
● Task 24
What type of visual impression would the page in the following figure
give a reader? What advice would you give the student who turned
in such a paper?

_________________________________
______________________________________________________
______________________________________________________
______________________________________________________
______________________________________________________
______________________________________________________
______________________________________________________
______________________________________________________
______________________________________________________
______________________________________________________
______________________________________________________
______________________________________________________
______________________________________________________
______________________________________________________
______________________________________________________
______________________________________________________
______________________________________________________
______________________________________________________
______________________________________________________
______________________________________________________
______________________________________________________
______________________________________________________
______________________________________________________
______________________________________________________
______________________________________________________
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● Task 25
The following short passage has been spell-checked. Although all
the words are spelled correctly as far as the spell-check program is
concerned, seven usage and spelling errors remain. Can you identify
and correct them?

Their is considerable doubt weather this solution will be affective. The
initial reaction too the report has not been complementary. In fact,
many observers belief that collapse of the system is eminent.
B Now try to correct this poem
I have a spelling checker,
It came with my PC.
It plainly marks four my revue
Mistakes I cannot sea.
I’ve run this poem threw it,
I’m sure your please to no.
It’s letter perfect in it’s weigh,
My checker tolled me sew. (Source unknown)
● Task 25
Study the requirements for an oral presentation

1) Your TOPIC should be interesting, relevant and appropriate for
the audience.
2) In your INTRODUCTION you should get the audience’s attention and give the outline of your speech.
3) The ORGANIZATION of your speech should be clear and easy
to follow; it should have at least 3 parts which will meet the
requirements for the given type of text.
4) There should be clear TRANSITIONS between the parts of
your presentation.
5) You should maintain proper EYE CONTACT (by looking at
everyone, not focusing on the ceiling, windows or one person).
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6) Your VOICE should be enthusiastic, confident and of good volume.
7) You should make sure that your PRONUNCIATION is easy to
understand and you pronounce key words correctly.
8) The PACE of your speech shouldn’t be too fast (then it will be
difficult to understand what you are saying) or too slow (the
audience will get bored).
9) You should INTERACT with the audience: check if they are
following you and encourage some feedback.
10) You should use the board, handouts or power point to provide
enough VISUAL SUPPORT.
VII. POSITIONING
Now that you are familiar with the most important characteristics
of Academic Writing and Speaking, you are ready to ‘position’ or establish yourself as a junior member of your chosen field:
Audience * Purpose * Organization * Style * Flow * Presentation
POSITIONING
VIII. CHECKLIST
● Do you agree with the following characteristics of academic writing? Discuss them in class in case you disagree with some.

1. Choosing any writing style that you like
2. Expressing enthusiasm and commitment
3. Writing in a formal academic style
4. Making broad generalizations
5. Being cautious about generalizations
6. Using references
7. Writing only from experience and personal knowledge
8. Re-evaluating the work of authorities in the field
________________________________________________________
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UNIT TWO

PUNCTUATION
I
1)
2)
3)
II
1)
2)
3)
4)
5)
III
1)
2)
3)
4)
5)
6)

Marks Primarily to End a Sentence
Full Stop (American English: Period )
Exclamation mark
Question mark
Marks Primarily to Separate Parts of a Sentence
Semi-colon
Colon
Comma
Dash
Parentheses
Other Punctuation Marks
Brackets
Quotation Mark
Italics
Ellipses
Apostrophe
Hyphen

I. MARKS PRIMARILY TO END A SENTENCE
1) Full stop (Period) [ . ]
1. Use a period to end a sentence (in most cases it coincides with the
Russian punctuation. No examples are given).
2. Use a period for an abbreviation: Mr., Mrs., Dr. If the letters of
an abbreviation form a word (an acronym), omit the periods: UNICEF,
NATO.
3. With some common abbreviations that don’t form a word, you
have the option of omitting periods: 3 pm or 3 p.m. Whatever form you
choose, be consistent.
4. Use a period (point) in decimal fractions: 5.6 or 9.96.
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2) Question Mark [ ? ]
Use a question at the end of a direct question. (Do not use it for an
indirect one.)
Sometimes a question mark is used in addressing a person:
Betty? Are you going with us?
In a polite request, when you do not expect a verbal answer, use a
period instead of question mark:
Will you please send me the form next week.
3) Exclamation Mark [ ! ]
Use an exclamation mark for an exclamatory statement. Try to
avoid it in academic or business writing.

I. MARKS PRIMARILY TO SEPARATE PARTS OF A SENTENCE
1) Semi-Colon [ ; ]
1. Use a semi-colon between closely related independent clauses,
especially before thus, however, therefore. Don’t overdo with it.
Preparing the lunch took 4 hours; eating it took ten minutes.
I realize I need exercise; however, I’ll first think about it.
2. Use a semi-colon between items in a series if there are already
commas within each of them:
(–) The honored employees were Helen Smith, the controller, Jean
Hardy, her assistant, and Dr. Jack Hansford.
(+) The honored employees were Helen Smith, the controller; Jean
Hardy, her assistant; and Dr. Jack Hansford.
(The semi-colons in the second sentence get rid of confusion about
the number of employees.)
2) Colon [ : ]
A colon is a sign that something is to follow.
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1. Use a colon after an independent clause, to introduce an explanation:
This is his advice: hire an accountant.
2. Use a colon before a list, especially if the list is arranged vertically:
We transferred three employees to new branches: Mary Aster to
Victoria; John Foster to Calgary; Max Cohen to Toronto.
If the list runs horizontally, use a colon only if the part preceding it
is a complete sentence:
(–) We want: three chairs, two desks, a bookcase.
(+) We want three chairs, two desks, and a bookcase.
or
(+) We want the following furniture: three chairs, two desks, and a
bookcase.
3. Use a colon before a formal quotation (just like in Russian).
4. Use a colon after a salutation in a formal business letter:
Dear Professor Hummel:
5. Use a colon between numerals when giving the time:
3:20 a.m. or 16:00
6. Use a colon between a title and subtitle:
Managing Change: A Guide for the Nineties.
3) Comma [ , ]
1. Use a comma between items in a simple series:
Give me some pens, paper, and an aspirin.
Although a comma before the final conjunction (‘or’, ‘and’) is optional, it will often avoid confusion:
(–) The company suffered from old machines, inefficient manufacturing processes and increased competition.
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(+) The company suffered from old machines, inefficient manufacturing processes, and increased competition.
2. Use a comma between adjectives that precede and modify the
same noun:
her interesting, diverse responsibilities
but:
favorite little restaurant (here favorite modifies not restaurant, but
little restaurant; therefore, no comma is needed. A simple test is to see
if you can reverse the adjectives. If you can, use a comma.)
3. Use a comma before a coordinating conjunction (and, or, but,
nor, yet) connecting two independent clauses (just like in Russian):
The pizzas arrived, and we ate them immediately.
Note: However, therefore, and thus are not coordinating conjunctions, since they can go in various places other than between two independent clauses:
(–) I felt like shouting, however I managed to stay calm.
(+) I felt like shouting; however, I managed to stay calm.
(+) I felt like shouting; I managed to stay calm, however.
4. Use a comma to separate an independent clause from a preceding one:
When he had arrived, we toured the plant.
Since it’s late, let’s have dinner.
(When the dependent clause follows the independent one, a comma
is often omitted: We found the lost ticket after the train had left.)
5. Use a comma after a long introductory phrase:
In the middle of the coldest winter on record, the pipes froze.
6. Use a comma to set off a naming phrase:
My boss, Enid Miller, is on holiday.
or
Mr. Hunter, our Vice-President, will make the decision.
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7. Use a comma on both sides of an interruptive phrase:
We suspect, as you have guessed, that the letter is lost.
Mr. Jones, who comes from Halifax, will join the firm in June.
NB! If a relative clause is essential to the meaning of the noun
phrase it modifies, DO NOT use commas to set it off, or it will cause
serious muddles, as suggested by these two sentences:
All part-time employees, who aren’t in the regular benefits plan,
should obtain this insurance.
All part-time employees who aren’t in the regular benefits plan
should obtain this insurance.
In the first sentence, all part-time employees are directed to buy
insurance. In the second sentence, only those who aren’t in the regular
benefits plan are told to get it.
8. Use a comma before a short, direct quotation:
He said, ‘Let’s take a break’.
Do not use it before an indirect quotation:
He said we should take a break.
9. Use a comma before a tag [disjunctive] question:
She is a good organizer, isn’t she?
10. Use a comma before parts of
— an address (1910 Hill Street, Ann Arbor, Michigan);
— a date when the name of the day precedes it (Monday, May 3);
— large quantities (3,000,000).
4) Dash [ — ]
Use a dash to emphasize the phrase that follows or an interrupting
phrase:
We got their approval — at last.
The cheque was late — as usual — but at least it didn’t bounce.
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5) Parentheses [ ( ) ]
These are always drawn as curved enclosures, to be distinguished
from brackets, which are square:
In his speech, Fraser predicted increased activity (Empire Club,
May 10, 1985).
Despite the gloomy economic forecast (see Figure 2), sales revenues are up 10% from the forecast. Or:
(1) xxx
(2) xxx
(3) xxx (to enclose numbers when listing material)
III. OTHER PUNCTUATION MARKS
1) Brackets [ [ ] ]
1. Use brackets to mark any additions you make to a quotation:
Jones said, ‘The costs of indexed pensions are more than they [taxpayers] realize.
2. Use brackets around the word sic, to show that any misspelling
or misuse of the preceding word or phrase is in the original quotation:
Their sign said, ‘Ban all the missies [sic]. Ban the bomb.’
2) Quotation Marks [ “ ” ] or inverted commas [‘ ’]
Use quotation marks in quotations or to emphasize the word, just
like in Russian.
3) Italics [ Italics ]
Italics are cursive letters, as opposed to ordinary letters. They are
used to emphasize the idea or a word, for foreign words, or titles of
books.
The word parameters has become a part of business jargon.
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4) Ellipses [ ... ]
Use ellipses (three periods) to show that part of a quotation is missing, or that a series of numbers continues indefinitely:
He maintained that ‘Kelso is a profitable business ... with a great
future.’
2, 4, 6, 8 ...
5) Apostrophe [ ’ ]
Use the apostrophe in the possessive case (Mark’s pen, Chaikovsky’s music) and to show contraction of words or numbers (isn’t, I’m,
summer vacation’2011, Olympics’2012).
If the word ends in s, you have the option of simply adding an apostrophe: Dickens’ life, Mary Poppins’ umbrella, Belarus’ capital (but Belarus’s economy is also correct).
Caution: Don’t confuse it’s — a short form of it is or it has — with
its, which never has an apostrophe.
6) Hyphen [ - ]
Use a hyphen to separate compound words: father-in-law, passerby, governor-general.
Use a hyphen to separate compound numbers: twenty-one.
Use a hyphen after prefixes self, all, ex, anti, and any prefix if it aids
clarity: ex-President, self-sufficient, pro-government.
Use a hyphen between compound modifiers: a two-day seminar, a
second-year student, one-half full.
● Task 1
1. Put commas where needed in the following sentences:

a) We need a new blue covering for that horrid uncomfortable
chair.
b) When I was away the office had a fire in its new board room.
c) I asked him to call my accountant Susan Hansford but he forgot
to my dismay.
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d) Students who are caught plagiarizing will fail the course.
e) Last Thursday June 4th I held a meeting with Bill Hines Reg
Hawkes and Sarah Rykert our new research Director.
f) The prospects are not good however despite our early optimism.
g) Last week she said “Consumers are more confident.” but this
week she is predicting that the economy will soon be “sluggish.”
h) Your forecast is shocking needless to say but you are a pessimist
aren’t you?
i) My boss who is always supportive suggests that I apply for the
job in Washington D.C.
j) I recommended therefore that we leave the machines buy the
furniture and restore the old panelling and wood trim.
● Task 2
Add apostrophes where needed.

a) Mr. Coates secretary is having lunch with the other bosses secretaries.
b) Its a challenging job, and Ill keep my fingers crossed that Marys
application succeeds.
c) The Hawkins house is located next to the Jennings property.
d) A new womens club has opened downtown, but its entrance fees
are high.
e) The fact that John Erasers little shoe store has grown into the
Frasers huge chain of stores restores ones confidence in the countrys
spirit of entrepreneurship.
● Task 3
In the places marked by an asterisk (*) add a semi-colon, a colon, a
comma, or no mark.

a) We think * however, that the proposal is sound.
b) I like Susie * however, she doesn’t like me.
c) For my presentation next Friday please arrange for * a flip chart,
an overhead projector * and a tape recorder.
d) He invited three guests * Mr. Jones, Mrs. Hunter, and Mr. Dale.
e) My new book is called Interaction * A Guide to Productivity.
f) My reason is simple * it’s too costly.
g) I called Arthur Hennings, the lawyer who works for us * but he
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was at a conference with Ted Gray * our accountant, and won’t be back
for a week.
h) Please notice of the meeting to our lawyer, Jane Higgins * and
her junior, Dan Smith. (Assume the notice goes to two people.)
i) A prompt reminder of their overdue accounts should go to our
clients * who have not paid their December bills.
● Task 4
Add semi-colons, colons, and commas where needed.

a) We bid on the contract nevertheless we didn’t get it.
b) We invited three influential lawyers Harold Stark Melvin Thomas and Sylvia Ronald.
c) We plan to give long-term service pins to Ann Atkins our accounting supervisor George Smith our sales manager and Pete Stuart
head of maintenance.
d) Last night I stayed up until 3 30 since I was engrossed in reading
Murder on the Metro A Tale of High Finance.
e) The plant will likely not need chemical engineers you should
however check with Jim Jackson the general manager.
f) Please paint the ante-room the manager’s office and the computer
room by next weekend one coat [layer] should be enough.
g) The woman who gave me the job is the aunt of my best friend
who lives in Charlottetown Prince Edward Island (Canada).
● Task 5
Punctuate the following sentences.

a) on Friday June 10 at 9 30 a m the premier will meet the union
leaders however he is not expected to make an announcement afterwards.
b) Jeffs article magnum Corporation A Study in Entrepreneurship is
a good one but its not likely to be published.
c) When the Lewis car lost its muffler Sam had to take it to Susans
fathers garage.
d) Thats a nineteenth century attitude Ann said but at least its not
hypocritical.
e) People who are shy often have spouses who do most of the talking for them or so it seems.
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f) The treasurers report see Appendix A gives details of our finances
and unfortunately we still have a large debt to be paid off.
● Task 6
Punctuate the following sentences.

1. The new regulations will prove to be to everyones disadvantage.
2. All of these books are to be catalogued the ones on geology
natural history philosophy and scientific method.
3. As well as being an excellent basketball player the girl was also
a member of the winning squash team.
4. The point is according to my understanding that we should
move quickly.
5. Instead Chambers 1988 suggests the importance of the genetic
influence in determining the antecedents.
6. It was found however that most of the liquid could not be absorbed.
7. The miner his face covered in mud climbed slowly out.
8. The trend toward specialization is very clear particularly in the
professions see Table 2.
9. Once daylight came we thought we were safe however this was
not to be.
10. Keats poem ‘To Autumn’ is possibly the greatest evocation of
that season ever written.
11. After their long walk the boys noses were red with cold.
12. Its not easy to isolate its cause but we think its due to the torrential rain we had recently.
13. The car left the road rolled down the bank turned over several
times hit a free and then burst into flames.
14. Gourmets and arent we all gourmets will particularly enjoy the
marinated quail.
15. It was a rather hit or miss affair we found to our horror that we
were expected to provide the entertainment as well.
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UNIT THREE
GENERAL GUIDELINES ON ESSAY WRITING
I
II
III
IV

Definition
Parts of an essay
Essay analysis
Checklist

I. DEFINITION
An essay is a short literary composition dealing with a specific subject analytically or speculatively.
● Task 1
Read again the definition of an essay, pay attention to the underlined
words and explain their meaning.

II. PARTS OF AN ESSAY
An essay begins with an introductory paragraph which tells the
reader what it is about.
The body of the essay is made up of paragraphs that support the
introduction.
A concluding paragraph completes an essay.
● Task 2
Study the following model essay.

Question: Some people believe that a mother should not work.
Others argue against it. Consider the problems that a working mother
faces. Do you believe a mother should work? Support your opinion.
Ask yourself: What is the question about? What is it asking me to
do? Underline and number the key parts of the question.
The question is about working mothers. It asks me
1) to analyse problems a working mother might encounter;
2) to give my own opinion on the problem.
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ESSAY
Introductory Nowadays it is very common for mothers to work
outside the home. Whether a woman should stay
paragraph
at home or join the work force is debated by many
people. Some argue that the family, especially small
children, may be neglected. The fact is, however,
that many women need to work because of economic reasons or want to work to maintain a career. I
believe that every mother has the right to work, and
the decision to work should be one that a woman
makes on her own. But first she should carefully
consider the many problems that affect mothers who
work.
Supporting
(developmental)
paragraph 1

The major problem a working mother faces concerns her children. She must either find a reliable
person who will be loving toward the children or a
good day-care centre where the children can go. If
a child gets sick, the mother must make special arrangements for the child to be cared for at home,
or she must stay home from work. While at work,
the mother may worry about her children. She may
wonder if they are safe, if they are learning the values she wants them to have, and if her absence is
hurting them emotionally. She may also regret not
to be able to take them to after-school activities or
participate in family activities with them.

Supporting
(developmental)
paragraph 2

Even though a mother is frequently forced into
working for economic reasons, she soon discovers
that there are added expenses. Her biggest expense
is child care. Another expense is transportation. This
may include purchasing and maintaining a car. Yet
another expense is clothing, such as uniform or stylish suits to maintain a professional appearance. Finally, if her company does not have a subsidized cafeteria, she will have to pay for food in restaurants.
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Conclusion

After a mother takes into account all of the above
problems and perhaps other problems unique to her
situation, she must decide if a job is worth it. I believe
that even though she faces major obstacles, these
obstacles are not insurmountable. Many mothers
do work and manage a family very successfully. To
conclude, it is a woman’s right to make this choice,
and only a woman herself should decide this matter.
Analysis

Introductory paragraph

Notice that the essay has an introductory topic which states the general topic “working mothers”. It restates the information in the question about people being in disagreement. It states the opinion that every
mother has the right to work and that the decision to work should be
a mother’s choice. It then tells the reader that the essay will focus on
controlling idea - the problems that a woman must first consider before
making this decision. The sentence containing the controlling idea of
the essay is called the thesis statement. The thesis statement is usually
the last sentence of the introductory paragraph.
Second paragraph

The second paragraph in this essay is the first paragraph of the body
of the essay. It is called the first developmental paragraph. It supports
the controlling idea of problems that was identified in the introduction.
The topic sentence (the first sentence) of this paragraph states the idea
of “problems concerning children”. All the sentences in this paragraph
describe either a problem concerning children or a detail explaining a
problem concerning children.
Third paragraph

The third paragraph, or second developmental paragraph, in this
essay also supports the controlling idea of problems that was identified
in the introduction. The topic sentence of this paragraph states the idea
of “problems of added expenses”. All the sentences in this paragraph
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describe either an added expense or a detail explaining the added expense.
Conclusion

The last paragraph in this essay is the conclusion. The conclusion
restates the topic of working mothers. Again, the controlling idea of
problems which face a working mother is repeated. Also, the opinion
that it should be a woman’s choice is restated. All of these restatements
are in different words. The last statement is the concluding statement.
It completes the essay.
Practice
● Task 3

Now write an introductory paragraph. The topic suggested is
‘Living in an apartment instead of a university dormitory has
advantages and disadvantages’. Discuss some of the advantages and disadvantages of apartment living and then defend
your preference.
Preparatory work

First brainstorm your ideas about advantages of apartment living.
Then make a list of disadvantages. Second, combine the related ideas
and organize them into an outline. Add details. Next, write an introductory paragraph.
● Task 4
Compare your introductory paragraph with the one suggested below.

The first sentence in the introductory paragraph introduces the general topic of university living. E.g. When a person decides to enter a
university away from home , he/she must also consider living accommodations.
The second sentence narrows the topic down to apartment living.
E.g.:Although most universities offer students dormitories, students frequently opt to live in an apartment.
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The third sentence restates the specific question.
E.g.: While there are many advantages to apartment living, there
are also many disadvantages.
The fourth sentence is the thesis statement. It gives the controlling
idea of the essay.
E.g.: Before a student decides to live in an apartment, all aspects
of that kind of accommodation should be reviewed.
● Task 5
Answer the question: Is your introductory paragraph better than the
one suggested or worse (if so, think of the improvements) or very
much the same?
● Task 6
The body of your essay should consist of at least two developmental paragraphs. Each developmental paragraph should have a topic
sentence that supports the controlling idea mentioned in the thesis
statement of your introduction. All the ideas in each paragraph should
support the topic sentence. Study the following developmental paragraphs of the essay about apartment living.

Living in an apartment has many advantages. First, students can
choose to live in a quiet neighborhood. A quiet neighborhood is conducive to studying. Away from the distractions of campus life, students can be more serious about their studies. Second, apartment life
allows students to be more independent. For example, they can cook
whatever they want to eat and have their meals whenever they want
them. Third, students living in an apartment have more privacy and
they don’t need to adapt to other people’s habits and life styles.
However, living in an apartment also has disadvantages. Being
away from campus life can make students feel isolated. Another disadvantage is that apartments close to campus are usually expensive,
and those farther away are not within walking distance. Therefore,
transportation must be considered. Finally, students who live in apartments must cook their own meals, shop for food, perhaps carry their
laundry to a Laundromat, and clean their entire apartment – not just
a room.
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The first developmental paragraph in the body of the essay addresses the question of advantages. The second developmental paragraph
addresses the question of disadvantages. Both paragraphs consider aspects of apartment living, which is the controlling idea or the thesis
statement.
● Task 7
Now write the body of the essay yourself.
Conclusion:

To end the essay, you need to write a concluding paragraph. For
the essay question, your concluding paragraph will:
1 Restate the thesis statement.
2 Restate the topic sentence from developmental paragraph.
3 State your opinion or preference, make a prediction, or give a
solution.
4 Conclude with a statement that sums up the essay.
● Task 8
Read the following conclusion to the above-mentioned topic.

Even though there are many advantages to apartment living, I
would prefer to live in the university dormitory for the following reasons. First, I will be new at the university and meeting people will be
easier in a dormitory setting. Second, I won’t have to worry about purchasing and cooking food or cleaning up afterwards. Consequently, I
would have more time for my studies. Finally, I will be within walking
distance of my classes and university library. In conclusion, living on
campus is more advantageous for me than living in an apartment.
Notice that this conclusion restates the topic and gives personal
preference. The writer lists the reasons for the preference and concludes
with a summary statement.
● Task 9
Now write your own conclusion on the above-mentioned topic.
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III. ESSAY ANALYSIS
● Task 10
Read the following checklist. Keep this list in mind as you write your
outline and essay. Analyse the essay you have written with regard to
these questions.

1. Is there an introductory paragraph?
2. Does the introductory paragraph restate the question?
3. Does the introductory paragraph have a controlling idea?
4. Does each paragraph have a clear topic sentence?
5. Do the topic sentences of the developmental paragraph support
the thesis statement?
6. Do the ideas in each developmental paragraph support the topic
sentence of the paragraph?
7. Are the details (examples, facts, descriptions, personal experiences) clear?
8. Is there a concluding paragraph?
9. Does the concluding paragraph give A) an opinion, preference,
prediction, or solution and B) reasons?
10. Does the essay end with a concluding statement?
11. Does the essay answer all parts of the question?
12. Have the grammar and spelling been corrected? (Incorrect
grammar, spelling, punctuation, and word usage count against you if
those errors lead to a lack of clarity. Your essay will be clearer if you
correct as many of these errors as you can find in the limited time that
you have.)
Scoring essays
● Task 11
Give the following student essays a score: 6 is for the essays that
indicate strong writing abilities, 5 indicates average writing abilities, 4
indicates minimal writing abilities. Scores of 3, 2 or 1 indicate a lack
of writing abilities. Read the analysis of the essays to understand the
given score.
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Question: Some people claim that reading novels is a waste of time.
They say that reading non-fictional works is more beneficial. Do you
agree? Support your opinion.
1 Score ____________
The main point is whether it is better to read fiction or non-fictional.
The questions about this depend on the people who read. I am going to
talk about both people.
The people who read the novels like to emphasize with the characters of the book. They can feel what to be another people. They can do
things like traveling to the moon in their imagines during the read.
On the other hand, the people who read the non-fictional novels
like to learn about facts. For these people, it solves problems and makes
them happy.
As you can see, I have discussed both novels and non-fictional work
is very important in our living.
2 Score_______________
Some people claim that reading non-fictional works is beneficial
whereas reading novels is a waste of time. Those who think this way
do not realize the importance of the novel. The fictional worlds affect
mankind in several ways.
When people read a novel, they are entering into a new world. Frequently, the story takes place in a real part of the world at a particular
time in history. The reader then learns about this place and time. Also,
the reader learns new words or about something unfamiliar. For example, someone who lives in the mountains might learn ship terms and
how to sail a schooner.
Reading also stimulates the imagination. In our complex society,
we need people who can find ways of solving problems. People who
have been reading a lot of fiction have developed good imaginations.
They can use their imaginations creatively to solve problems in ways
that other people could never dream of.
Sometimes novels can change world events. For example, Harriet
Beecher Stowe’s antislavery novel may have helped end slavery in the
United States. Sometimes novels can help us to see things in a different
way.
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In conclusion, reading novels is not a waste of time. It provides
readers with many satisfying hours that teaches them about life, stretches their imaginations, and focuses their minds on today’s problems.
Reading novels is and should always be an important activity for the
people in the world.
3 Score____________
I think that reading novels is not a waste of time. In many years ago,
people can’t read. Therefore, grandfathers told their little boy about the
stories. That is how knowledge about things that happen. For example,
Helen of Troy. In these days, our grandfather don’t tell stories. Most
people in the life know how to read. We read the stories that in before
times grandfathers say them. We can read about many adventures. It is
very good to read. But people who don’t want to read novels not having
a big adventure.
4 Score____________
I agree with the people who claim that reading novels is a waste
of time. It is silly to spend the time reading about things that never can
happen or that are not real such as science fiction is. But nonfictional
works are beneficial.
There are many demands on our living these days. We must know
about a lot of math and science. We must know more about computers and computer technology. Also, it is important to learn about other
people and cultures. These are real things that we learn about them from
nonfictional books.
People used to read novels for entertainment. We do not need to
read fiction any more because of the television set. Now when people
need to relax themselves, they can watch TV or to go to the movies.
In conclusion, we need to read nonfictional works to improve our
mental. Novels are no longer needed because things are not real, we
can see on TV. Therefore, reading nonfictional books is the more beneficial.
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5 Score _______________
Nowadays people read non-fictional works is better. Because it gave
technology. Also, gave too much information the many things in the
world. People need know too much nowadays can have a good life.
6 Score ________________
Nonfictional works refer to those books which are informative.
Novels are books which tell a story. Sometimes a story is completely
made-up. Sometimes it has real facts inside it. Reading either kind of
books is beneficial.
Non-fiction works are not a waste of time. They are beneficial because they teach us things about our world. The things they teach us
may be interesting information such as the history of our city. Sometimes the information is necessary for our lives such as a book on firstaid techniques.
Novels are not a waste of time either. They are beneficial because
they help us enjoy our lives. We can do things vicariously with the people in the book that we would never experience unreal life. Sometimes
true events in history are more interesting because of the viewpoint of
the fictional character in the story.
Since learning about life is necessary and since both kinds helps
us understand our world better, we should read both kinds of books.
Therefore, the people who claim that reading novels is a waste of time
are wrong about that. But they are right that reading nonfictional books
is beneficial.
● Task 12
Now compare your scores with the suggested ones.

1 Score 3 This essay demonstrates some development, but the writer focuses on people who read instead of supporting his or her agreement or disagreement with the given statement. There are insufficient
details and noticeably inappropriate choice of words or word forms.
(e.g.: “emphasize, imagines, the read “)
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2 Score 6 This essay demonstrates competence in writing. It gives
a thesis statement which all the paragraphs support. It uses details to
illustrate ideas. There is unity, coherence, and progression. Syntactic
variety and appropriate word choices are demonstrated.
3 Score 2 This essay contains serious errors in sentence structure.
It states an opinion but does not give enough information to support that
opinion. There are few details. The specifics are irrelevant. ( e.g. Helen
of Troy)
4 Score 4 This paper demonstrates minimal competence. It lacks
a strong thesis statement to give it a direction. The first developmental paragraph supports the opinion that reading nonfictional works is
beneficial. The second developmental paragraph supports (with only
one detail) an implied opinion that reading novels is no longer beneficial. That detail is unnecessary repeated (TV has taken the place of the
novel). There are a number of mistakes in syntax and usage.
5 Score 1 This is not an essay. There is no development of ideas.
There are writing errors that make the meaning difficult to understand.
6 Score 5 This paper demonstrates a generally well-organized and
well-developed essay. The paper shows unity, coherence, and progression. There are some grammatical errors, but they do not impede understanding. Although the essay is well-developed, it does not have the
details and the syntactic variety seen on a score 6 paper.
● Task 13
Now practise your writing skills. Write a 250 to 300–word essay. Select the topic from the list below. Try to complete and check your
essay within 30 minutes.

1. Compare and contrast the advantages of city living and country
living. Defend your preference.
2. “A universal language should replace all languages”. Discuss the
advantages and disadvantages of a universal language.
3. Do you agree or disagree with the following statement? The best
teacher is one who is very knowledgeable about the subject matter. Use
reasons and examples to support your opinion.
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4. Do you agree or disagree with the following statement? People
today are slaves, not masters, of the automobile. Use reasons and examples to support your opinion.
5. Many people believe that parents are too permissive with their
children nowadays. Do you agree that this a problem? Defend your
answer.
6. There are many people who wish to ban smoking in public places. Others don’t agree. Give reasons for both opinions. Do you agree
with ban or not? Defend your answer.
7. Billions of dollars go into space exploration projects yearly.
Some people feel that this money should be used to solve problems
on Earth. Discuss reasons supporting both opinions. State and support
your opinion.
8. Do you agree with the following statement? The best things in
life are free. Use reasons and examples to support your opinion.
9. Drug abuse has become a major social problem in many parts
of the world. Discuss the consequences of drug abuse and ways to deal
with the problem.
10. Do you agree or disagree with the following statement? Schools
should not require students to do their homework. Use reasons and examples to support your opinion.
11. Compare and contrast the way of life you have with that of your
parents. What experiences from both your life and that of your parents
would you like your children (future children) to have?
12. Some people believe that young should work for their spending
money. Other people believe that young people should be given an allowance (spending money given at a regular interval) without having to
work for it. State your opinion concerning allowances and defend it.
13. The first Olympic Games were held at Mount Olympus in
Greece. Nowadays each time they are held, they take place in a different part of the world. Many people would like the games to be held at
one specific place each time. Some people believe Greece would be the
best place. Many other people believe that the games should continue
being held in different places. State what you think should be done and
give your reasons for your opinion.
14. Compare and contrast the advantages of marrying at a young
age to marrying at an older age. State and support your preference.
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IV. CHECKLIST
1. Is there an introductory paragraph in your essay?
2. Does the introductory paragraph restate the question?
3. Does the introductory paragraph have a controlling idea?
4. Does each paragraph have a clear topic sentence?
5. Do the topic sentences of the developmental paragraph support
the thesis statement?
6. Do the ideas in each developmental paragraph support the topic
sentence of the paragraph?
7. Are the details (examples, facts, descriptions, personal experiences) clear?
8. Is there a concluding paragraph?
9. Does the concluding paragraph give A) an opinion, preference,
prediction, or solution and B) reasons?
10. Does the essay end with a concluding statement?
11. Does the essay answer all parts of the question?
12. Have the grammar and spelling mistakes been corrected? (Incorrect grammar, spelling, punctuation, and word usage count against
you if those errors lead to a lack of clarity. Your essay will be clearer if
you correct as many of these errors as you can find in the limited time
that you have.)
13. Have you done the final proofreading?
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UNIT FOUR

GENERAL-SPECIFIC TEXTS
I
II
III
IV
V

Shape of general-specific texts
One-sentence definitions
Extended definitions
Generalizations
Checklist

This unit deals with a type of text called general-specific (GS) because its structure involves general-to-specific movement. (Based on:
John M. Swales and Christine B. Feak. Academic Writing for Graduate
Students. A Course for Nonnative Speakers of English. – Ann Arbor:
The University of Michigan Press, 1994.)
You may need to produce a GS text for:
(a) an answer to an examination question,
(b) an opening paragraph of an assignment, or
(c) a background (or scene-setting) paragraph to an analysis or discussion.
GS texts usually begin with one of the following:
(a) a short or extended definition,
(b) a contrastive or comparative definition
(c) a generalization
I. SHAPE OF GENERAL-SPECIFIC TEXTS
GS texts move from broad statements to narrower ones. However,
they often widen out again in the final sentence. The shape is similar to
that of a glass or cup (see Fig. 4.1).
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Fig. 4.1. Shape of GS texts
● Task 1
Here is a short example of a GS text. Read the text and answer the
questions that follow.

Writing
(1) Writing is a complex socio-cognitive process involving the construction of recorded message on paper or on some other material, and,
more recently, on a computer screen. (2) The skills needed to write
range from making the appropriate graphic marks, through utilizing the
resources of the chosen language, to anticipating the reactions of the intended readers. (3) The first skill area involves acquiring a writing system which may be alphabetic (as in European languages) or non-alphabetic (as in many Asian languages). (4) The second skill area requires
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selecting the appropriate grammar and vocabulary to form acceptable
sentences and then arranging them in paragraphs. (5) Third, writing involves thinking about the purpose of the text to be composed and its
possible effects on the intended readership. (6) One important aspect
of this last feature is the choice of a suitable style. (7) Because of these
characteristics, writing is not an innate natural ability like speaking, but
has to be acquired through years of training or schooling.
1. The ‘shape’ of this passage is something like this. Complete the
diagram.
1)___________________________________________________
2) Main skills involved
3) Skill area 1
4)___________________________________________________
5) Skill area 3
6)___________________________________________________
7)___________________________________________________
2. The author of this passage has decided it is too short. Here are
three additional statements. Where would you place them?
a. Although writing systems have been in existence for about 5,000
years, even today only a minority of the world’s population know how
to write.
b. Mandarin, for example, uses an ideograph system that is particularly difficult to learn.
c. Because of its complexity, the study of writing has become a
multidisciplinary activity.
As in many GS texts, the above ‘Writing’ passage began with a
definition. Definitions are a common way of getting started. GS paragraphs typically open with full-sentence definitions. Textbooks, in contrast, often introduce the definitional information as a minor part of the
sentence, as in the following example:
The majority of corporate profits, or earnings after all the operating
expenses have been deducted, are subject to tax by the government.
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II. ONE-SENTENCE DEFINITIONS
A sentence definition is often a useful starting point for a GS paragraph. When defining something, you can use the methods listed next:
1. Defining by analysis. You can define a term by assigning it to the
class or group to which it belongs and then distinguishing it from other
terms in the class.
A blueprint

is a plan

Crude

is oil

which shows what can be achieved and
how it can be achieved.
in its natural state, before it has been
treated with chemicals.

2. Defining by comparison, contrast or analogy.
The plover is a bird that lives on the shore, like the sandpiper. But
the plover is usually fatter, and unlike the sandpiper, it has a short, hardtipped bill.
While burglary is the stealing of property from a place, robbery is
the stealing of property from a person. (See more information on contrast/comparison in Unit 6)
A lien on a piece of property is like a leash on a dog. It’s a way of
legally attaching the property to someone who has a claim against the
property owner.
3. Defining by function. If the word denotes a person or an object, you
can define it by saying what the person or the object does:
A consumer buys goods or uses services.
A psychiatrist studies and treats mental illnesses.
4. Defining by etymology. You can sometimes define a word by giving
its root meaning and thus showing where it came from:
Intuition comes from the Latin words in (meaning “in” or ”into”)
and tueri (meaning “look” or “gaze”) Literally, therefore, it means
“looking inward”.
5. Defining by example. You can define a word by giving examples
after naming the class of the person or thing it denotes:
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A crustacean is a shelled creature such as a lobster, a shrimp, or a
crab.
A planet is a heavenly sphere as Jupiter, Mercury, Mars, or Earth.
6. Defining by synonym.
Apathetic means “indifferent”.
Prevaricate means “lie”.
Clandestinely means “secretly”.
A definition may use more than one of these methods, especially if
it runs to a paragraph or longer.
The most precise method is defining by analysis. Its structure is
as follows:
term
class
specific detail
(A) ____________ is (a) ____________ wh -word ____________
(that, who, which)
Language Focus: The Grammar of Definitions

Notice the use of the indefinite articles a and an in the first part of
the definitions.
In most definitions the indefinite article is used before both the term
and the class (in the latter case it indicates that you are classifying a
term). No article (or, zero article) is used before uncountable nouns.
You may ask why the is not used in a formal sentence definition.
Take a look at the following sentences:
a. A disinfectant is an agent capable of destroying disease-causing
microorganisms.
b. A disinfectant is the agent capable of destroying disease-causing
microorganisms.
Sentence a classifies the term; it does not refer to a particular representative. Sentence b, however, identifies or describes the term. Further,
in b, it is implied that there was some previous mention of other agents
that are not capable of destroying disease-causing micro organisms.
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● Task 2
Insert article a or an where necessary in the following definitions.

1. Helium is gas which consists of one proton and one neutron.
2. Labour union is organization of workers formed to improve their
economic status and working conditions.
3. Rice is cereal grain that usually requires subtropical climate and
abundance of moisture for growth.
4. Heat is form of energy which can be transmitted through solid
and liquid media by conduction.
Now let us turn to the grammar of the second part of a sentence
definition. The distinguishing information in the subordinate clause can
be introduced either in a full or in a reduced form. There are two ways
of reducing a relative clause: a simple deletion and changing in word.
Deletions

1. Enamel, in dentistry, is a hard, white inorganic material that /
which is on the crown of a tooth. → Enamel, in dentistry, is a hard,
white inorganic material on the crown of a tooth. [the verb to be]
2. A theater is a building which has been specifically designed for
dramatic performances. → A theater is a building specifically designed
for dramatic performances. [passive verb + additional information]
3. A robot is a device which is capable of performing the work of a
human. → A robot is a device capable of performing the work of a human. [an adjective in -ble + additional information]
Change in Word

1. A parliament is a governing body which has the highest level of
legislative power within the state. A parliament is a governing body
with the highest level of legislative power within a state, [which and
have can both be dropped and replaced by with]
2. Pollution is a form of contamination that often results from human activity. Pollution is a form of contamination often resulting from
human activity.
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● Task 3
Edit the following by reducing the relative clauses

1. Aluminium is a lightweight metal that is often used for high-tension power transmission.
2. Heat is a form of energy which can be transmitted through solid
and liquid media by conduction.
3. A brake is a device that is capable of slowing the motion of a
mechanism.
4. A dome is generally a hemispherical roof which is on top of a
circular, square, or other-shaped space.
5. A piccolo is a small flute that is pitched an octave higher than a
standard flute.
6. A black hole is a celestial body which has approximately the
same mass as the sun and a gravitational radius of about 3 km.
Notice that when there is a preposition before which in a relative
clause (this is common in formal academic writing), this clause cannot
be reduced, e.g.: A foundation is a base on which a structure can be
built.
● Task 4
Complete the following definitions by inserting an appropriate preposition.

1. A thermometer is an instrument ____ which temperature is measured.
2. Photosynthesis is a process ____ which sunlight is used to manufacture carbohydrates from water and carbon dioxide.
3. A credit bureau is an organization ____ which businesses can apply for financial information on potential customers.
4. An anhydrite is a compound ____ which the elements of water
have been removed.
5. An eclipse is a celestial event ____ which one body, such as a
star, is covered by another, such as a planet.
6. An axis is an imaginary line ____ which a body is said to rotate.
Whereby is commonly used in formal writing instead of by which,
by means of which, and through which, e.g.:
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Collective bargaining is a process whereby employers agree to discuss work-related issues with employee representatives.
When giving a one-sentence definition, it is important to find the
precise word or phrase for the class:
A microscope is an object ...,
A microscope is an instrument...

is less precise than

A vowel is a sound ...,
A vowel is a speech sound...

is less precise than

● Task 5
Choose a word or a phrase that assigns the following terms or phrases
to a precise class. Use an English-English dictionary, if necessary.

1. a consonant
2. an ellipse
3. an amplifier
4. neon
5. a parasite
6. an electric motor
7. a myth
8. (one of your own)

Class

Here are two final pieces of advice about writing formal definitions:
1. Avoid using any form of your term in the definition (you cannot
explain the unknown through the unknown):
Erosion is a process during which the surface of the earth erodes. →
Erosion is a process during which the surface of the earth is degraded
by the effects of the atmosphere, weather, and human activity.
2. Avoid using when and where in formal definitions:
Pollution is when the environment becomes contaminated as a result of human activity → Pollution is a form of environmental contamination resulting from human activity.
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● Task 6
Write out definitions using the following notes:

1. multinational – company – operate – several different countries,
especially a large and powerful company
2. itinerary - plan – journey – include – the route and the places that
you visit
3. retailing – business – sell – goods to the public, usually through
shops
4. programmer - person – job – write programs for computers
5. consumer durables – goods – expect – to last for a long time after
they have been bought
6. advertisement – notice, picture or film – tell – people about a
product, job or service
7. protectionism – principle or practice – protect – a country’s own
industry by taxing foreign goods
● Task 7
Now write a one-sentence definition for three terms in your field.
Provide enough specific details to distinguish your term from other
members of its class. Exchange and discuss your definition with a
partner.

III. EXTENDED DEFINITIONS
In some cases, one sentence may be enough before continuing with
your GS passage. However, in others, it may be relevant and important
to expand your definition. In this way you can demonstrate your knowledge of a concept more fully. An extended definition usually begins with
a general, one-sentence definition and then becomes more specific as
additional details are provided, e.g.:
Pollution is a form of environmental contamination resulting from
human activity. Some common forms of pollution are wastes from the
burning of fossil fuels and sewage running into rivers. Even litter and
excessive noise can be considered forms of pollution because of the
impact they can have on environment.
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● Task 8
Read the following extended definition and answer the questions after it.

(1) Navigation is a process by which means of transport can be
guided to their destination when the route has few or no landmarks.
(2) Some of the earliest navigators were sailors who steered their ships
first by the stars, then with a compass, and later with more complicated
instruments that measured the position of the sun. (3) We are reminded
of this by the fact that the word navigation comes from the Latin word
navis for ‘ship.’ (4) However, the history and importance of navigation
changed radically in the 20th century with the development of aircraft
and missiles, which fly in three dimensions. (5) Today, both ships and
aircraft rely heavily on computerized navigational systems that can provide a continuous, immediate, and accurate report of position.
Questions:

1. What type of information is included in each of the sentences in
the definition?
2. How is the passage organized?
3. What tenses are used for which sentences? Why?
4. Sentence (3) begins with we. Is this appropriate here?
Notice how the paragraph moves from a very general statement
at the beginning to specific details, then ‘widens out’ again in the final
sentence to describe the current status of navigation. This pattern is
quite common in paragraphs of this type.
● Task 9
Here are the sentences of a GS passage on an unusual, but interesting topic. Work with a partner to put them back in the correct order.

Palindromes
____ a. The term itself comes from the ancient Greek word palindromes meaning ‘running back again.’
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____ b. Another good and more recent example is ‘If I had a hi-fi.’
____ c. Some very common English words are palindromes, such
as noon.
____ d. A palindrome is a word or phrase that results in the same
sequence of letters no matter whether it is read from left to right or from
right to left.
____ e. One of the classic long palindromes is ‘A man, a plan, a
canal, Panama.’
____ f. Long palindromes are very hard to construct, and some
word puzzlers spend a lot of time trying to produce good examples.
● Task 10
1. Write an extended definition of a term in your field of study as if you
were taking an examination. You will have 10 to 15 minutes.
2. For homework, write an extended definition of another term.

In order to be able to write contrastive/comparative definitions, study
Unit 6 Contrast/Comparison Texts
IV. GENERALIZATIONS
It is also possible to start a general-specific text with a factual generalization. For example, if the topic assigned is ‘The English Language’, we would start with a generalization if our audience were without a special, linguistic background:
a. In comparison to many of the world’s better-known languages,
English is relatively new. Indeed, the English of 600 years ago can be
understood only by specialists.
b. Although Chinese has the greatest number of speakers, English is
the most widely distributed language in the world today. This position
derives from the fact that English is widely taught as a second language
in schools and widely used in international communication.
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● Task 11
Below you will find three pairs of sentences, each consisting of a definition and a generalization. When would it be better to begin a text
with the first sentence in each pair rather than the second one?

A 1. Russian is the first language of about 150 million inhabitants
of the former Soviet Union.
2. Russian is a language belonging to the East Slavic subgroup of
the Indo-European language family.
B 1. AIDS has emerged as a devastating infectious disease for
which there is presently no cure.
2. AIDS is a disease caused by a virus that attacks the immune
system.
C 1. A catalyst is a substance which increases the rate of a chemical reaction.
2. Catalyst technology has progressed quickly as researchers better
understand the complex interactions of molecules.
● Task 12
Do you find the generalisations below generally acceptable or generally unacceptable?

1. Hitchhikers are potential robbers and murderers.
2. Approximately one half of the married persons in the USA are
women.
3. Poor people are happier than rich people.
4. If a person gets material things without having to work for them,
his morals will be destroyed.
5. What the majority prefers in music, art, literature and drama must
be the best.
6. Most people brush their teeth two times a day.
7. Red Cross workers are unpaid volunteers.
8. Anybody who really wants to work hard can become financially
secure.
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● Task 13
Write a one-page GS text on a topic from your field of study. Begin
with either a definition or a generalization.
For reference, study the following example of a GS text written by a
graduate student majoring in finance:

FINANCIAL ANALYSIS
Financial analysis is a substantial element of financial management
and audit. The main goal of financial analysis is to obtain a number of
key parameters, which could evaluate a firm’s performance, as well as
objectively and precisely describe its financial condition.
In the course of financial analysis, a great amount of diverse statistical information is used. Book-keeping data, including a balance sheet
and an income statement, serve as a basic source of information for the
analysis.
A balance sheet contains abstract figures reflecting the firm’s value
at a particular period or date. The left side shows the assets of an enterprise which are listed in order of the time necessary to convert them
into money; and the right side shows the liabilities which are grouped
depending on their repayment urgency.
The income statement includes information representing financial
results of a firm’s activity over a particular time period. A typical income statement can be divided into two sections: the operating and
non-operating ones.
The results obtained in the process of financial analysis are registered in a financial statement, which can be interesting and useful for
different groups of people. They study it carefully, interpreting the information that relates to their particular interest in the company.
A well-done financial analysis shows how efficiently the firm uses
its assets, how it finances them, how risky and profitable the firm is. It
allows to reveal the causes of success achieved and to expose serious
shortcomings in the firm’s activity. It also helps to work out a number
of measures for improving the firm’s financial condition and economic
activity on the whole.
(Lena K.)
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● Task 14
Include a general-specific paragraph with a definition into your oral
presentation and be ready to present it to your peers in class. Make
use of the evaluation sheet when working on your presentation and
try to be an active listener when evaluating others:

EVALUATION FORM
Name of presenter: ____________________________
Needs work
(give comments)

Good

Okay

Introduction
(got audience attention)
Organisation
(clear, easy to
follow)
Transition
words (their effective use to
connect ideas)
Hand gestures
(expressive, appropriate)
Eye contact
(looked at everyone)
Information
(interesting, appropriate)
Voice (confident)
Pronunciation
(easy to understand)
Pace (not too
fast or slow)
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V. CHECKLIST
1. Your text starts with either a definition or a generalization.
2. After you have made a general statement you support it with
specific details.
3. The grammar of your definition is correct (pay special attention
to the use of articles).
4. In your definition you avoid using any form of your term (the
unknown can’t be explained through the unknown).
5. In formal definitions, you avoid using when and where.
6. You use proper transition words to make the text coherent (cohesive).
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UNIT FIVE
PROBLEM-SOLUTION TEXTS
I
II
III
IV
V
VI

Structure of problem-solution texts
Problem statements
Introducing solutions
Presenting and comparing solutions
Procedures and processes
Checklist

As we have seen, general-specific passages tend to be descriptive
and expository. In contrast, problem-solution texts tend to be more
argumentative and evaluative. In the former, then, students will most
likely position themselves as being informed and organized; in the latter as questioning and perceptive.
I. STRUCTURE OF PROBLEM-SOLUTION TEXTS
● Task 1
Study the structure of a standard problem-solution text

Parts of a Problem-Solution Text
1.
2.
3.
4.

Situation
Problem
Solution
Evaluation of the solution

● Task 2
The following passage consists of four short paragraphs, which deal
in turn with four parts of the standard problem-solution text. Read the
text and do the task that follows:

There are numerous health problems in shanty towns.
Firstly, because the sites are illegal the government does not pro69

vide piped water. As a result, drinking and bathing water is usually dirty
and this causes diseases such as dysentery, typhoid and hepatitis, as
well as skin and eye diseases. Secondly, houses are often overcrowded
and have poor air circulation. This makes it easier to catch diseases
like flu, TB and diphtheria where infection enters through the throat.
Thirdly, there are no drains, sewers or rubbish collection services. The
resulting pools of stagnant water and heaps of household waste attract
rats and insects, which can pass on diseases.
The government could do a lot to solve these problems. For example, they could supply clean, piped water to individual houses or, at
least, to neigbourhoods. This would make drinking water safe and reduce infections. In addition, the authorities could provide householders
with building materials to improve their conditions and educate them
about the importance of ventilation. Lastly, the city council could construct drains and provide a rubbish collection service to reduce the risk
of infections spread by rats and insects.
If the government took these steps, the result would be a safer,
healthier environment. Furthermore, the improvements would also lead
to increased employment opportunities in areas such as construction,
plumbing and rubbish disposal. It is time for politicians to come to the
aid of the people who elected them!
1. Mark the section of the text that introduces the situation.
2. Mark the section of the text that outlines the problems. (How
many are there?)
3. Mark the section that proposes solutions. (How do you know
where this section begins?)
4. Mark the section that evaluates the solutions and calls for action.
5. Find all the linking words/phrases in the text. (Firstly, For example, etc.)
II. PROBLEM STATEMENTS
Many problems can be described in terms of too much or too little
of something. The following expressions are useful. Those marked (C)
can only be used with countable nouns (schools, cars, etc.) and those
marked (U) only with uncountables (rice, oil, etc.)
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too much (U)
an excess of
too many (C)
an excessive amount of
too little (U)
not enough
too few (C)
inadequate, insufficient
a shortage of
a lack of
● Task 3
Study these data on a developing country. Then list some of the problems of this country.

For example:
the birth rate is too high
the literacy rate is too low
Exports

Imports

Birth
rate

Infant
mortality

Life expectancy

literacy

$350 m
(rice,
timber,
fruit)

$420 m
(oil, defence
equipment,
cars)

100/1000

30%

Men – 48
years;
women –
52 years.

M e n
– 50%;
women –
10%.

When you examine problems and suggest solutions, you must often say what will happen if the problem is not solved. When describing these consequences, you can use the following expressions to show
how certain you are. The grater the number of stars * on the table, the
higher the degree of certainty.
Degree of certainty

Positive

Negative

****

will,
certainly

will not,
impossible that
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***

likely that,
probable that,
probably

unlikely that,
improbable that

**

may,
might,
possible that,
possibly

may not,
might not

*

could

● Task 4
Study the problems in a car. A number of possible consequences of
these problems are given. Decide about the probability of these consequences. For example:
Problems

Possible consequences

hole in the silencer

noise, engine damage, accidents

A hole in the silencer

will certainly cause noise.
is unlikely to lead to engine damage.
will not cause accidents.

Problems
1) worn tyres
2) leaking radiator
3) worn windscreen wipers
4) air in the brakes
5) almost flat battery

Possible consequences
skids, punctures, noise
dangerous steering, engine overheating
vision problems in rain, serious accidents, increased petrol use
tyre damage, slow braking, serious
accidents
starting problems, accidents, loss
of speed

III. INTRODUCING SOLUTIONS
The following words and phrases are commonly used in a problemsolving paper:
I (strongly) suggest
One should, ought to
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I (strongly) recommend
I advise you to
It would be a good idea to, for
I propose
Also commonly used in a problem-solving paper are these phrases:

One

idea
solution
suggestion
plan
proposal
strategy
piece of advice
recommendation

is

EXAMPLES
I strongly recommend that you and your professor try to work out
your problems before going to the Dean.
It would be a good idea for you and your professor to work out your
problems before going to the Dean.
It would be a good idea to work out your problems before going to
the Dean. One solution is to hire a person to paint the house and do the
lawn work. This would give you more free time.
One piece of advice is to hire a person to paint the house and do the
lawn work. This would give you more free time.
● Task 5
Practise writing sentences using the problem-solving vocabulary.
Write your sentences using the topics in parentheses.

EXAMPLE
(a problem with credit cards)
I advise you to cut up all of your credit cards and never use them
again.
1. (a problem with a job)
2. (a friend is ill)
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3. (flunked a test)
4. (a problem with the police)
5. (receiving obnoxious phone calls every night)
6. (bought something defective from a furniture store
7. (a problem with a spouse or boyfriend or girlfriend)
8. (someone is homesick)
9. (a friend has started telling lies)
● Task 6
There is another possible structure of problem-solution texts. Read
each of the groups of information that follow and arrange them in the
logical order. Identify each group as being one of the following:

• Statement of the Problem
• Definition of the Problem
• Possible Solutions to the Problem
• Evaluation and Comparing of the Solutions
• Recommendation of the Best Solution to the Problem
1. One solution might be to ask my coworker not to smoke. Another
solution might be to move my desk so that I don’t sit as near to my
smoking coworker. Another solution might be to ask to move to another
office where people don’t smoke. A final, but not very practical, way to
resolve this problem would be to start smoking myself.
2. A major problem at the office is that workers who don’t smoke
must share offices with people who do.
3. Let me give you some background on this problem. My coworker
and I share an office that is about ten feet by twelve feet in size. Because
of the nature of our jobs, we must work together from time to time. My
coworker says that she needs to smoke because it makes her feel less
nervous. I can’t stand to breathe cigarette smoke because I have asthma.
Cigarette smoke makes it difficult for me to breathe. As of yet, our company has no policy that prohibits smoking in the offices.
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4. After looking at all the possible solutions, I feel that the best
one is to ask if I can move to another office to work. If my coworker
is forced to quit smoking, her ability to work will be hurt. If I have to
continue to smell smoke, my ability to work will be lessened. We can
agree to meet at a “neutral location” for short periods of time when
we need to work together. My coworker will not smoke during those
times. In this way we can both do our jobs and be happy in our working
environments.
5. Of course, it is not possible to assume that my coworker will quit
her job just because I don’t like the fact that she smokes. I am not prepared to quit my job either. I am certainly not going to take up smoking,
since I am an asthmatic. So, let’s look now at the more workable solutions. I could ask my coworker not to smoke. This doesn’t seem to be
the best solution. It would probably make her angry. Even if she agreed
to try, there is no guarantee that she would be successful. We work in a
high-pressure job, and she says that she smokes to help relieve tension.
I considered moving my desk to a different corner in the room so that I
was no longer facing my coworker’s desk. This doesn’t seem like a very
good solution because I will still be able to inhale the smoke no matter
where I am in the room. This would also probably make my coworker
angry because I would constantly be reminding her that I don’t like her
smoking.
IV. PRESENTING AND COMPARING SOLUTIONS
● Task 7
Study this problem situation.

Fluoristan is a small, land-locked, Central Asian state. In the past its
economy was based on the export of rice, animal by-products and the
money sent home by those who found work in neighbouring countries.
Now tourism is expanding rapidly as the magnificent mountains and the
unique Fluoristan temples, unfortunately in very poor repair, become
better known.
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Although her people are cheerful and hard-working, Fluoristan has
many problems. Infant mortality is 50%. In spite of this, the population
is increasing rapidly. Farming techniques are very old-fashioned and
food now has to be imported. Much of the land is badly-eroded hillside
and semi-desert. This is due partly to cutting down forests to provide
wood for heat and cooking fires. Illiteracy is above 90%. Fluoristan is
a non-aligned state but has a dispute with her much bigger southern
neighbour over her use for irrigation of the River Danda, which forms
the frontier between the two countries.
● The main items in Fluoristan’s Five-Year Development Plan are
given below. Predict the consequences of each proposal.
Make your own proposals for each of the Ministries and predict their
consequences. Education has been completed for you.

Ministry

Plan

Education

Establish a
university

Tourism

Build 5-star
hotels

Power

Construct a
dam across
the Danda to
generate electricity

Health

Sterilise all
parents with
more than
three children

Agriculture

Extend the
Danda irrigation scheme

Defence

Buy fighter
aircraft

76

Consequences

Alternative
proposals

Consequences

Will bring
little benefit
to the country

Build more
primary
schools

Illiteracy
reduced

V. PROCEDURES AND PROCESSES
The ‘classic’ problem-solution texts tend to be technical in nature
and may describe procedures and processes.
● Task 8
Read the following passage and answer the questions that follow.

CLOUDS AND FOG AS A SOURCE OF WATER IN CHILE
(1) Many of Chile’s northern coastal villages have suffered in recent years from water shortages, despite the abundance of cloud cover
and fog in the region. (2) When the cold air form the Pacific Ocean
mixes with the warm coastal air, a thick fog forms along with clouds.
(3) However, rather than developing into rains, the clouds and fogs are
evaporated by the hot sun. (4) This absence of rainfall has imposed severe hardships on communities. (5) They cannot grow crops and must
carefully ration their water, which has to be delivered by trucks.
(6) An interesting solution to this problem is now being tested in
one of the villages. (7) Using conventional technology, researchers
have redevised a centuries-old method to capture the water droplets
of the fog. (8) In this method, nets are attached to wooden posts on El
Tofo Mountain to serve as water collectors. (9) Each of these nets can
collect approximately 40 gallons of water every day. [1 gallon=3.8 liters]. (10) When the fog develops, droplets of water are trapped in the
nets and then flow down the nets into a trough. (11) From the trough,
the water drains through filters into underground tanks. (12) The water
is then piped to a 25,000-gallon storage tank, where it is chemically
treated to kill disease-causing organisms. (13) Finally, the water flows
to individual households, just as in traditional water systems. (14) This
collection system can supply as much as 2,500 gallons per day, enough
for the entire community to drink, wash, and water small gardens.
(15) The water is not only clean, but far less expensive than that
delivered to the area. (16) Moreover, it is collected at no apparent cost
to the environment. (17) It is likely that this system could be successfully implemented in other areas around the world with similar condi77

tions. (18) Researchers are investigating how this new water collection
system could be adapted for non-coastal regions as well.
1. This passage has three paragraphs, not four. Why?
2. Make a sketch of the process from paragraph 2
3. What is the predominant verb tense used in sentences from 6 to
14? Why?
4. What are the instances of the Passive Voice in paragraph 2?
5. What are the adverbs in paragraph 2? How many of them are
mid-position adverbs?
6. Identify the two this + summary word phrases in the text. Where
do they occur in the paragraph? Does this placement tell us anything?
7. How is the solution introduced?
● Task 9
Rewrite the following nine sentences as a short process description.
Use first, then, next, finally, etc. as you wish.
Before you start, you should note that putting verbs together in this
way can sometimes lead to an ambiguity. How are the following sentences ambiguous? What can you do about it?

1. The liquid is collected and kept for 24 hours.
2. The sample is collected and stored in a sterile container.
3. In consumer research, individuals are selected and interviewed
by telephone.
Now do the rewriting of the following sentences as a process description:
1. A specimen is collected.
2. The specimen is labeled.
3. The specimen is analyzed.
4. The results are recorded.
5. A report form is completed.
6. The report is dispatched.
7. The report is read.
8. The report is acted upon.
9. The report is filed.
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● Task 10
Now write a process description of your own choice. If possible,
choose a topic that you can later incorporate into a full problem-solution text.
● Task 11
Read the following short problem-solution texts.
What differences do you see between (a) and (b)? Think of such
matters as length, audience, amount of background knowledge assumed, amount of detail in each part of the problem-solution text, use
of examples, etc. Which text do you prefer? Why?

(a) All people need to eat, and they eat a variety of foods — rice,
fruits, vegetables, and meat. However, the problem is that sometimes
people can become ill after eating spoiled or contaminated food. Each
year millions of people become sick or even die. Meat can be particularly dangerous because it is difficult to determine whether it has been
contaminated by simply looking at it. Fruit and vegetables at least have
obvious signs of spoilage. One solution to this problem is to slow the
process of spoilage by irradiation. Irradiated food lasts longer, tastes
better, and in some cases may be cheaper. Since irradiated foods are
completely safe, consumer now need to be convinced to buy them.
(b) Each year millions of people suffer from foodborne illnesses.
Some health problems and even death can result from eating either
spoiled fruit and vegetables or contaminated meat. Although in many
countries strict regulations must be followed by meat producers, experts
estimate that in the USA, for example, more than half the poultry sold is
contaminated with salmonella. Some pork may harbor trichinella. For
the last three decades, much research has focused on whether it might
be possible to eliminate potentially harmful bacteria before meat is sent
to market. Many possibilities have been investigated, but one of the
most promising is irradiation. Irradiation is a process that kills many
harmful bacteria without affecting the food itself. As a result, irradiated
food does not spoil as quickly as unirradiated one and also tastes better.
Food safety specialists agree that if irradiation were used, there would
be a sharp decrease in the rate of foodborne illnesses. Food costs might
even be lower because the costs of spoilage would be reduced. While
irradiation is being used on a relatively small scale, there is some public
concern over its safety when used on a wide-scale basis.
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Task 12
Write your own problem-solution text that includes a process description, and, if possible, a definition.
Be prepared to make a problem-solution presentation in your field of
studies in class.

Please find below a few samples of problem-solution texts that
were written by students of international business at the Belarus State
Economic University. They might help you in working on your own,
more extended ones.
Sample 1.

The Effect of the Chernobyl Accident in Belarus
As a result of the Chernobyl nuclear power station’s explosion
in 1986, the Republic of Belarus has been facing a serious ecological
problem.
After the Chernobyl accident, almost 23% of the country’s territory is now badly contaminated with Cesium-137. Most of the Gomel
region was affected by the radioactive Iodine contamination. This has
led to a sharp increase of the number of people suffering from thyroid
gland cancer.
In addition to that, the air pollution makes the situation more complicated. Various harmful substances once discharged into the atmosphere cause even more mutations than radiation does. For example,
only in Minsk 20% of all the infants are born with serious health problems. Unfortunately, the government does not seem to be very helpful.
In this situation, people should take care of themselves and not
wait for external assistance. First, badly contaminated areas should be
closed, and agricultural activities in all the other regions contaminated
with radioactive elements should be restricted and strictly controlled.
Second, much higher fines should be imposed on the enterprises polluting the air, water and land. It is also important to instruct and inform the
population, for example, about the use of medications and consumption
of food.
The above measures, combined with a number of others, in my
opinion, might give us a better chance for survival.
(Anna F.)
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Sample 2.

The Impact of Foreign Financing in Belarus
Foreign financing is a kind of financial activity concerning financial
funds or assets transferred across state borders.
Normally, a state tends to attract this kind of financing when its
economy is short of its own financial resources. The Republic of Belarus, however, due to its policy in the sphere of macroeconomic reorganization, is experiencing lack of negotiable assets. At the moment, a
certain amount of foreign financing is badly required for the country.
There are three main levels of foreign financing. The first one is
that of international financial organizations, such as the International
Monetary Fund or the World Bank. These organizations were established in order to accumulate financial resources of developed countries
and distribute them among the less developed ones. The second source
of foreign financing is an inter-government agreement on credits. And
finally, the third level is direct foreign investments. It is obvious that
the latter has the biggest potential. At the same time, they are the most
difficult to attract.
In Belarus, for the reasons mentioned above, the IMF and the World
Bank are very reluctant to deal with the government. As a result, it is
almost impossible to attract direct foreign investments. Moreover, the
international prestige of the country is not the highest at the moment.
To improve the situation, in my opinion, Belarus needs to have legislation that makes it attractive for investors to come to local market and
will enable us to overcome the economic crisis and implement market
reforms.
My understanding is that the above solution will hardly be realistic
in the near future. As a result, the level of foreign financing will not
substantially increase, which is sad to state...
(Sergey Y.)
Sample 3.

International Business Activities in Belarus
Since the collapse of the Soviet Union, when Belarus was almost
closed for foreign businesses, very little has changed, in fact. The early
90-ies saw an influx of multinationals starting their operation in the
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country (for example, Coca-Cola, Wella, Ford Union, etc.). But as the
situation has substantially aggravated since mid-nineties, with numerous restrictions and regulations imposed, the number of new foreign
companies opening in Belarus has dropped almost to zero.
The problems which occur hereby are but evident: since Belarus’
infrastructure and industrial complex are extremely underdeveloped,
they require a great deal of investment, which cannot be obtained in the
domestic market; and the same is true for the research and development
activities. Taken as a whole, the problem is that extremely high regulation level of international business prevents the country’s economy
from receiving a desirable inflow of foreign investment.
The solution to this problem is complex and includes a great variety of options, but there are certain measures that must be taken by all
means to provide a basis for successful international business activities
in Belarus. First, one needs to liberalize foreign exchange policy. Then,
an adoption of more liberal taxation and licensing regulation acts is
sure to enhance international business. Next, the government will have
to provide serious guarantees for the security of private property and
introduce more liberal procedures for foreigners to purchase property,
including land. Finally, it is necessary to provide stable and sufficient
flow of investment. It is in Belarus’ interests to normalize its relations
with the World Bank, IMF, and WTO.
The above measures seem rather radical in relation to the current
situation in Belarus. So one can hardly expect these steps to be implemented, as long as the government sticks to the policy of utmost administrative control over the economy.
(Yura K.)
Sample 4.

E-Commerce in Belarus
The electronic commerce over the past decade has greatly transformed the economic landscape in the world. Information technologies
and Internet influence both on-line and off-line corporate (Business-toBusiness, B2B) and retail (Business-to-Consumer, B2C) transactions.
According to AMI-Partners’ report, the number of companies using
Internet increased from 1.8 million in 1999 to 2.8 million in 2000. In
2002 there were 530 million Internet users, the so-called net-citizens,
including current and potential customers.
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The situation with e-commerce in Belarus does not look so promising. Although the number of Belarusian Internet users is rapidly increasing (currently it is about 1 million), e-commerce in the country is
just at the stage of development. In 2001 only 700 Belarusian companies maintained their official websites. The annual turnover of all the
Internet shops in the country did not exceed USD 150,000. The main
problem here is lack of B2B activities.
Nevertheless, the situation with the Belarusian e-commerce can
and should be changed. To stimulate the e-commerce development, the
following things should be implemented:
1) making the economy of Belarus more attractive for foreign investors;
2) de-monopolizing the Internet services’ domestic market combined with stimulating the competition among Internet Services Providers, which will eventually increase their quality and make their services
much cheaper;
3) updating the current legislation with regard to electronic transactions and payments and harmonizing it with the existing international
regulations.
The rapid expansion of electronic transactions constitutes a major
opportunity for trade and development. For the Republic of Belarus, the
digital revolution offers unprecedented opportunities for the economic
growth and development. Only joint efforts on the part of the Belarusian
government and private investors (both foreign and domestic ones) will
lead to substantial improvement of all the aspects of electronic commerce, including technical, economic, legal and regulatory, as well as
social and cultural ones.
(Vitali S.)
VI. CHECKLIST
1. Your text is composed of at least 4 parts.
2. You use correct problem statements.
3. When describing the consequences of not solving the problem,
you use the language with the appropriate degree of certainty.
4. You evaluate the solution (solutions) suggested in the text.
5. Appropriate transitions are used (especially when dealing with
procedures and processes).
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UNIT SIX
CONTRAST-AND-COMPARISON TEXTS
I
II
III
IV

V

Basis for comparison
Venn Diagram and other charts
Linking words and phrases
Organization of comparison
- introduction
- body
- conclusion
Checklist

Throughout your academic career, you’ll be asked to write papers
in which you compare and contrast two or more texts, theories, or other
objects of study. Comparison and contrast are the two sides of a single
coin. Comparison and contrast both emphasize apparent traits, looking
at what is similar and different.
By assigning such works, your instructors are encouraging you to
make connections between texts or ideas, engage in critical thinking,
and go beyond mere description or summary to generate interesting
analysis: when you reflect on similarities and differences, you gain a
deeper understanding of the items you are comparing, their relationship
to each other, and what is most important about them.
I. BASIS FOR COMPARISON
Only items that have similarities make sense for comparison and
contrast. For instance, it wouldn’t make sense to compare a truck with
crayons or crayons with a birdhouse. Be sure to compare things that
belong together. Compare crayons to pencils or pens, or compare trucks
and cars.
Or let us recall the question posed in “Alice’s Adventures in Wonderland”, in a scene with Alice, the Mad Hatter, and the Dormouse at
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the famous Tea Party. The Mad Hatter asks, “Why is a raven like a writing desk?” And when everyone fails to find an answer, he has to admit
that the riddle has no solution. It’s obvious that we can’t contrast/compare things that have nothing in common.
● Task 1
Choose from the list pairs of items that can be contrasted/compared.

Free market, the Renaissance, command economy, a stool, a DVDplayer, a poem, synthesis, Sherlock Holmes, science, the French Revolution, a bird, a writing desk, a raven, economics, Hercule Poirot, a
song, a conjunction, analysis, a preposition, a PC.
Here are some general questions about different types of things you
might have to compare. These are by no means complete or definitive
lists; they’re just here to give you some ideas—you can generate your
own questions for these and other types of comparison. You may want
to begin by using the questions reporters traditionally ask: Who? What?
Where? When? Why? How? If you’re talking about objects, you might
also consider general properties like size, shape, color, sound, weight,
taste, texture, smell, number, duration, and location.
Here are some examples what general questions may be asked when
comparing different types of objects:
Two ideas or theories

What are they about? Did they originate at some particular time?
Who created them? Who uses or defends them? What is the central
focus, claim, or goal of each? What conclusions do they offer? How
are they applied to situations/people/things/etc.? Which seems more
plausible to you, and why? How broad is their scope? What kind of
evidence is usually offered for them?
Two historical periods or events

When did they occur—do you know the date(s) and duration? What
happened or changed during each? Why are they significant? What
kinds of work did people do? What kinds of relationships did they
have? What did they value? What kinds of governments were there?
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Who were important people involved? What caused events in these periods, and what consequences did they have later on?
Two pieces of writing or art

What are their titles? What do they describe or depict? What is
their tone or mood? What is their form? Who created them? When were
they created? Why do you think they were created as they were? What
themes do they address? Do you think one is of higher quality or greater
merit than the other(s)—and if so, why? For writing: what plot, characterization, setting, theme, tone, and type of narration are used?
Two people

Where are they from? How old are they? What is the gender, race,
class, etc. of each? What, if anything, are they known for? Do they have
any relationship to each other? What are they like? What did/do they
do? What do they believe? Why are they interesting? What stands out
most about each of them?
● Task 2
Make a list of criteria you will use for contrasting-comparing the pairs
from Task1.

II. VENN DIAGRAM AND OTHER CHARTS
It is usually convenient to present differences and similarities in the
form of a table or a Venn diagram, which is made up of two overlapping circles that allow you to organize information about two items that
you are comparing and contrasting. You write the characteristics of the
items inside the circles. Features that apply to both go in the overlapping portion (the middle) of the two circles. When you’re done, you’ll
have your information divided into similarities (the overlapping part)
and differences (the non-intersecting parts).
Here’s a very simple example, using two pizza places: Pepper’s and
Amante:
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Source: The Writing Center,
University of North Carolina at Chapel Hill

As an alternative, you can make a table. First you should figure
out what criteria you want to focus on in comparing the items. Along
the left side of the page, list each of the criteria. Across the top, list the
names of the items. You should then have a box per item for each criterion; you can fill the boxes in and then survey what you’ve discovered.
Here’s an example, using the same pizza places:
Pepper’s

Amante

Location
Price
Delivery
Ingredients
Food offered
Seating/eating in
● Task 3
Complete the table above using the information from the given Venn
diagram.
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III. LINKING WORDS AND PHRASES
As has been stated in Unit 1, linking words and phrases help your
audience in following your shift in ideas or thoughts. In comparison and
contrast, transition words like similar to, like, also, unlike, similarly, in
the same way, likewise, again, compared to, in contrast, in like manner, contrasted with, on the contrary, however, although, yet, even
though, still, but, nevertheless, conversely, at the same time, regardless, despite, while, on the one hand … on the other hand tell a reader
that the writer is changing from talking about one item to the other.
● Task 4
Find linking words of contrast/comparison in the following extract
comparing two people:

(1) Vicki and Gabrielle do look alike, at least to a certain extent.
(2) They both have their father’s high cheekbones, dimpled chin, and
wavy hair; however, while Gabrielle’s hair is chestnut, Vicki’s is the
glossy blue-black of a raven’s wing. (3) Plus, though they are both tall
like their mother, Gabrielle is slim and wiry, thanks to her aerobics’
classes; but Vicki, on the other hand, doesn’t like to break a sweat, and
her idea of strenuous activity is having to change TV channels without a remote. (4) As a result, unlike Gabrielle’s, her figure is decidedly
“curvaceous.”
(5) Additionally, Vicki and Gabrielle share a love for music, a trait
they inherited from their mother, but while Gabrielle plays the guitar
and, as a young girl, dreamed of being a folk singer and traveling the
highways and byways of America in a Volkswagen bus, Vicki is an accomplished pianist, who fulfilled her own dream of playing with the
Boston Symphony and, last year, recorded her first CD, “Music for Romantics.”
● Task 5
Study the following chart comparing the amazing coincidences and
also some differences in the lives and deaths of Abraham Lincoln and
John F. Kennedy and compose contrast/comparison sentences using
the appropriate connectors.
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Lincoln

Kennedy

1

Lincoln was elected to Congress
in 1846.

Kennedy was elected to Congress in 1946.

2

He failed in his every attempt to
gain political office until he was
elected President.

He enjoyed an unbroken string
of political successes.

3

He was directly concerned with
Civil Rights.

He was directly concerned with
Civil Rights.
Kennedy had a secretary named
Lincoln.

4

Lincoln’s two secretaries were
John G. Nicolay and John Hay
(contrary to the legend that Lincoln had a secretary named
Kennedy).

5

He was elected President in
1860.

He was elected President in
1960.

6

He was re-elected to a second
term as President.

He was killed before the completion of his 1st term.

7

Lincoln was shot in the back of
the head in the presence of his
wife.

Kennedy was shot in the back of
the head in the presence of his
wife.

8

Lincoln was shot in the Ford
Theatre.

Kennedy was shot in a Lincoln
limousine, made by Ford.

9

Lincoln was 56 years old at the
time of his death.

Kennedy was 46 years old at the
time of his death.

10

Lincoln’s assassin Booth was
killed before being brought to
trial.

Kennedy’s assassin Oswald was
killed before being brought to
trial.

11

Lincoln’s successor was Andrew Johnson, born in 1808.

Kennedy’s successor was Lyndon Johnson, born in 1908.

● Task 6
These contrast-and-comparison sentences about two teachers of
English, Yianni and Joe, contain one or more grammar mistakes.
Correct them.

1. Yianni who is from the UK whereas Joe is from Australia.
2. Yianni comes from the UK however Joe comes from Australia.
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3.
4.
5.
6.

They both come from different countries.
First similarity is that they both work at ADMC.
Another similarity is they are both young.
Joe started teaching in Australia when Yianni started teaching
in the UK.
7. Joe started teaching in 1994, in contrast Yianni who started in
1991.
8. Joe gives his students responsibility and Yianni gives his students responsibility.
IV. ORGANIZATION OF COMPARISON
Contrast/comparison texts should have several components, including the introduction, body, and conclusion.
INTRODUCTION
The introduction serves to catch the reader’s / listener’s attention,
to state the thesis and to give the outline of your text. A witty quotation,
an extraordinary fact, a question, or a reason why people find the topic
interesting or important may be an effective attention-grabber. At the
beginning of your contrast/comparison text you should name the objects you are going to contrast and compare, classify their similarities
and differences (i.e. name the grounds for comparison) and state the
purpose of the comparison – in other words, what the reader/listener
will learn by seeing the two things juxtaposed.
It is likely that of the two main subjects you have chosen, you state
a preference for one more than another. It is important to state this in
your introduction, for example: ‘By comparing the game of Rugby
League with Rugby Union I shall examine how League is a superior
game in comparison to Union.’
● Task 7
Study the following introductions to contrast/comparison texts and
analyze their strengths and weaknesses.

1. Land Cruiser versus Patrol
Many people use four-wheel drive vehicles. Some people, such as
field technicians, depend on them in their work. Other people use them
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just to go camping off-road. There are many models to choose from,
and I am going to compare two of them; the Toyota Land Cruiser and
the Nissan Patrol.
2. Consuming Fresh Foods Instead of Canned Foods
Eating is an activity that we as humans do at least two times a day.
We live in a world where the variety of food is immense, and we are responsible for what we eat. We decide what we are about to eat and how
it will affect our bodies. The purpose of this essay is to compare and
contrast the differences between eating fresh foods instead of canned
foods. The three main differences are flavor, health benefits, and cost.
3. The Hound of the Baskervilles Movie and Book
The Hound of the Baskervilles written by Sir Arthur Conan Doyle
and the movie The Hound of the Baskervilles directed by Jeremy Bret
are two works of art that are mainly telling the same story. There are,
however, many differences about the book and the movie. Those differences don’t affect the outcome of the story, but they give less impact
to the story. Along with the differences there are many similarities, and
those similarities give you confidence that it is the same story.
4. Low Carbohydrate Diets and Low Fat Diets
The two most popular methods to lose weight are the low carbohydrate diets and the low fat diets. Both are in complete contrast when
it comes to each diet’s food choices, the low carbohydrate diet which
completely breaks the food pyramid limits a person to eating foods that
are high in carbohydrates, such as bread, pasta and rice, while on the
other hand, the low fat diet which follows the food pyramid limits a
person to eat foods that are high in fat like meat, milk, and bean groups.
Although each diet may sound very different from one another, they
also share similarities.
5. Malaysia and Britain
Malaysia and Britain are two countries of approximately the same
size. Neither country is very big. Although there are other similarities
between them, there are also many differences.
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6. Palestine and the USA
Palestine has gone through a tragedy in the recent years. The 1948
war attacks have made a huge impact on Palestine. Despite that event,
the United States of America (commonly referred to as the United States,
the U.S., the USA, or America) is a federal constitutional republic comprising fifty states and a federal district. Palestine is located in SouthWest Asia and is in the heart of the Middle East. To its north is Syria
and Lebanon, to its south are the Gulf of Aqaba and the Sinai Peninsula,
and on its east is Jordan. The United States is located in North America,
it is washed by two oceans - the Atlantic and the Pacific, it is situated
between Canada and Mexico. Both countries are big; Palestine covers
the area of 27.000 square kilometers, while the United States covers the
area of 3.79 million square miles (9.83 million km2). Both countries
have many differences based on holidays, food, and customs.
BODY
In the body of a comparison/contrast text, one must show the similarities and differences between the objects providing enough support
and detail. There are two primary patterns of organization used in comparison essays: block method and alternating method.
Block method is also called summary approach or one-side-at-atime focus. In this method, the writer presents one object, describes all
of its relevant grounds and attributes, and then does the same with the
second item, using the same grounds for comparison.
For example, if you wanted to compare the Honda Civic and the
BMW, you could use the following criteria: price of the vehicle, average mileage, and price of insurance. In this case the body of your text
would follow such a plan:
I. BMW
a) Price
b) Mileage
c) Insurance
II. Honda Civic
a) Price
b) Mileage
c) Insurance
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The advantage of block method - it guarantees that each object
will have a unified discussion.
The disadvantage of block method - points of comparison, because they are so widely separated in the essay, may be less clear to the
reader.
Block method works best when:
- two objects compared are relatively simple;
- points of comparison are general and few in number;
- amount of information presented is not great.
A block method is generally considered a poor organizational
choice, because your paper can end up simply like a list of points, while
your goal is to compare or contrast two or more things very directly, rather than just listing the traits the things have and leaving it up
to the reader to reflect on how those traits are similar or different and
why those similarities or differences matter. Thus, if you use the block
method, you will need a very strong introduction, and at least one body
paragraph that ties all of your different points together.
An alternating method is also called element by element or point
by point. Focus is on the grounds of comparison. There are two main
ways to do that, depending on how much you have to say about each
of the items you are comparing. If you have little to say, you might, in
a single paragraph, discuss how a certain point of comparison/contrast
relates to all the items you are discussing. If you have a lot to say about
the items you’re comparing/contrasting, you might devote a whole
paragraph to how each point relates to each item.
Comparing the Honda Civic and the BMW according to more than
one criterion, you will have the following plan:
I. Price
a) BMW
b) Honda
II. Mileage
a) BMW
b) Honda
III. Insurance
a) BMW
b) Honda
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The advantage of alternating method – it’s easy to grasp specific
points of comparison.
The disadvantage of alternating method - it might be harder to
pull together details and form a distinct impression of what each object
is like.
● Task 8
Read this draft of a contrastive definition.

(1) A patent, in law, is a document that grants an inventor sole rights
to production, use, or sale of an invention or process for a limited period
of time. (2) The inventor is guaranteed the possibility to earn profit for
a reasonable period, while the public is guaranteed eventual free use.
(3) On the other hand, a copyright is a document that grants an originator of artistic work exclusive use of the artistic creation for a specific
period of time. (4) Copyrights are issued to authors, playwrights, composers, artists, and publishers, who then have control over publication,
sale, and production of their creations.
***
This is a good start, but the two terms (a patent and a copyright)
have been presented rather independently, in a block method. This passage does not reveal the writer’s understanding that there are major
characteristics linking patents and copyrights, namely that they both
have a legal basis and refer to intellectual property. The writer has not
made clear the distinction between the two, which lies in the spheres of
their application. One way to do this would be to say:
The former deals with __________, while (or, whereas) the latter
is concerned with __________.
● Task 9
Rewrite the definition of a patent and a copyright using connectors
the former and the latter
● Task 10
Write a contrastive definition for one of the pairs listed below:

a) writing and copying;
b) a compact disc and a magnetic tape;
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c) formal and informal English;
d) micro- and macroeconomics;
e) market and command economy;
f) inflation and hyperinflation
● Task 11
Go back to the introduction to Consuming Fresh Foods Instead of
Canned Foods from Task 7. Keeping in mind the differences mentioned at the end of the introduction, write the body for this contrast/
comparison text using alternating method.

CONCLUSION
The conclusion in a compare/contrast text should highlight the main
comparison and contrast points without introducing any new material.
This paragraph will then tie the information from the body of the text to
the thesis statement given in the introductory paragraph. In this part you
should assert your conclusion about the subjects you have discussed.
Like story-telling, your work should not leave readers/listeners with
any unanswered questions in their minds.
***
A suitable and interesting conclusion for a comparison/contrast essay may be one of the following:
- a discussion about the good and bad points of each object of
comparison
- a preference for one object of comparison
- a prediction (how the situation may change in the future)
***
It is a good idea to use linking words and phrases of opinion in
the conclusion to your contrast/comparison work.
● Task 12
Study a sample conclusion to your paragraph Consuming Fresh
Foods Instead of Canned Foods from Task 11.

Here are the main three differences between buying fresh foods
and buying canned foods. As we can see, it comes down to a personal
choice based on the time each person has, the money and the importance he/she attributes to nutrition and health. Therefore, it is important
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that you consider your possibilities and choose the best type of foods
for your convenience and lifestyle.
● Task 13
Go back to Task 5. Do you think that these striking similarities between the two American presidents are mere coincidences? Are they
strange? What can they probably mean? If we take any other famous people, will we find a number of similar coincidences between
them?
Do you know about any other such similarities?
Keeping in mind the answers to these questions, what conclusion
would you write to a contrast/comparison paragraph entitled LincolnKennedy coincidences?
● Task 14
Study the following table which compares and contrasts the characteristics of Eastern and Western styles of doing business. Then write
a paragraph (including the proper introduction, body and conclusion)
contrasting the approaches of Eastern and Western styles, using the
alternating method.
Eastern styles

Western styles

1

Emphasis on personal relationship with business partners on
individual basis

Emphasis on relationship with
business partners on basis of institutions

2

Relies on trust when doing business

Relies on formal contracts and
legal protection

3

Ownership under tight control of
core family members

Management characterized by
working teams comprising professionals at different levels

4

Decisions usually made by a few
people based on personal experience and judgment, hence fast
and flexible but bears unnecessary risks

Decisions made by a group of
experts based on scientific and
objective research and analysis,
hence slow and inflexible

5

Eastern businessmen tend to be
conservative and often keep to
the markets and products they
know best.

Western businessmen tend to
be pioneering and are willing to
venture into new markets.
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● Task 15
Prepare a contrast-comparison presentation using the alternating
method and be ready to present it to your peers in class.
Make use of the Checklist below when working on your presentation
and try to be an active listener when evaluating others.

V. CHECKLIST
1. The items you are contrasting/comparing make sense for comparison.
2. You have covered the items’ most important differences and similarities.
3. You move smoothly from one idea to the next using appropriate
linking words and phrases of contrast/comparison.
4. Your work has an introduction, a body and a conclusion; it breaks
the information into appropriate paragraphs.
5. Your introduction names the objects you are contrasting and
comparing, classifies their similarities and differences and states the
purpose of the comparison.
6. The body of your paragraph uses alternating method; you compare and contrast items clearly.
7. The body of your paragraph provides enough supporting detail.
8. In the conclusion part, you tie the information from the body of
the paper to the thesis statement given in the introductory paragraph.
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UNIT SEVEN
CAUSE-AND-EFFECT TEXTS
I
II
III
IV

V

Cause-effect relationships
Linking words
Strength of claim
Organisation
- Introduction
- Body
- Conclusion
Checklist

I. CAUSE-EFFECT RELATIONSHIPS
Cause-and-effect texts are concerned with why things happen
(causes) and what happens as a result (effects). Cause-and-effect is a
common method of organizing and discussing ideas. Your work on such
texts develops your critical thinking and teaches how to express your
point of view as clearly and logically as possible. As for the audience,
the reader/listener learns to draw logical conclusions based on the information presented.
First of all, you need to be able to differentiate between the cause
and the effect. To determine causes, ask, “Why did this happen?” To
identify effects, ask, “What happened because of this?” And keep it in
mind that the fact that two events occur at about the same time does not
mean they are causally related.
The following is an example of one cause producing one effect:
Cause
You are out of gas.

Effect
Your car won’t start.

Sometimes, many causes contribute to a single effect or many effects may result from a single cause. The following are examples:
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Cause/Causes
liked business in high school
salaries in the field are high
have an aunt who is an accountant
am good with numbers

Effect/Effects
chose to major in accounting

reduce work hours

less income
employer is irritated
more time to study
more time for family and friends

However, most situations are more complicated. Sometimes an
event causes something to happen, and that situation leads to another
event, and it causes another event to happen. This is called the causal
chain or domino effect.
The following is an example of a chain reaction
Thinking about friend → forgot to buy gas → car wouldn’t start →
missed math exam → failed math course.
● Task 1
Do these topics concentrate on cause or effect?

1.
2.
3.
4.

The influence of a book or a movie on your life
Why some people choose not to carry a cell phone
The long-term effects of unemployment on a person
The consequences of music downloading for the music industry
5. The causes of noise pollution
It is impossible to cover all causes and effects, so students have
to determine their scope of research and outline the main two or three
points of the paper. Minor causes can be mentioned; however, the greater part of a cause and effect essay should be devoted to major forces
behind certain phenomena. A good piece of advice is to focus on immediate and direct causes (or effects) and to limit yourself to causes that
are close in time and related, as opposed to remote and indirect causes,
which occur later and are related indirectly.
Also it may happen that the subject you are researching includes the
so-called “unintended consequences” – outcomes that are not the ones
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intended by a particular action. The unintended outcomes may be both
positive and negative.
● Task 2
Study these examples of cause and effect relationship with “unintended consequences”. Can you think of other such examples?

1. Finances: Raising minimum wage sounds like a great idea, right?
A sure cure for poverty… The “cause” of raising the minimum wage
can have the opposite “effect” and increase the number of poor people.
Small businesses that can’t afford to pay higher wages must either lay
off some employees or close their doors. Prices go up to pay the extra
expenses of raising wages for unskilled workers and fewer people can
afford to use the service or purchase the goods.
2. Psychology: There is a belief that scolding, punishing or disciplining a child can cause problems with the future of that child. The
effect of this well-intended notion is adults with no natural brakes on
their behavior. “Cause” – permissiveness. “Effect” – unruly children
and adults.
3. Environmentalism: Rachel Carson, the founder of contemporary
environmental movement, believed that DDT (dichlorodiphenyltrichloroethane, one of the most well-known synthetic pesticides) might
harm birds, and wrote a book about it. As a result, the mosquito killing
chemical was banned. The effect of the banning was millions of deaths
of humans from mosquito-borne diseases like malaria.
II. LINKING WORDS
Make sure you use the proper transitions because they give
the reader/listener logical clues about the relationships between causes
and effects you are describing. Be careful to order the cause and the
effect correctly. For example, in the sentence
Sally closed the window because the weather outside was cold the
CAUSE is the fact that the room was cold, and the EFFECT is Sally’s
closing the window. The conjunction because is placed in the correct
position here, which is right before the cause. Similarly, in the sentence
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Because the weather outside was cold, Sally closed the window the
conjunction because is correctly placed before the part of the sentence
that expresses the cause, even though the subordinate clause because
the room was cold is now at the beginning of the sentence. However,
the sentence
The weather outside was cold because Sally closed the window
does not make sense because a person’s opening or closing a window
does not influence the weather.
So, to blend details smoothly in cause and effect essays, use the
transitional words and phrases listed below.
For causes
because, due to, one cause is, another is, since, for, first, second
For effects
consequently, as a result, thus, resulted in, one result is, another is,
therefore
● Task 3
Combine the pairs of sentences below into one sentence, using appropriate cause or effect transitions.

1. Cars have become more complicated. Mechanics need more
training than in the past.
2. The chemist’s was closed. I couldn’t buy the medicine.
3. All of the students have done poorly on the test. The teacher has
decided to give it again.
4. We listened to the news on the radio. Our TV set was broken.
5. Pam has poor eyesight. She has to sit in the front row.
6. We couldn’t start the car. We ran out of fuel.
7. The workers have gone on strike. All production has ceased.
8. Let’s ask our teacher how to solve this problem. We can’t agree
on the answer.
9. Frank broke his leg in two places. He had to wear a cast and use
crutches for three months.
10. Sam is overweight. His doctor has advised him to exercise regularly.
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● Task 4
Choose the correct transitions for the following sentences

1. Many species of wildlife are becoming extinct, __________ the rainforests are being destroyed.
a) therefore
c) so
b) since
d) consequently
2. __________ logging provides jobs and profits, the government is
reluctant to control it.
a) so
c) due to
b) consequently
d) as
3. Hemp can be used to make paper, __________ it could reduce the
need for logging.
a) therefore
c) due to
b) so
d) because
4. Hemp was grown throughout history __________ its versatility; it
can be used to make many different things.
a) due to
c) since
b) because
d) as a result
5. Hemp is related to the marijuana plant; __________, it is illegal in
many countries.
a) so
c) due to
b) because
d) as a result
6. Hemp cannot be used to produce marijuana __________ its low THC
content.
a) because
c) because of
b) as
d) consequently
7. __________ Canada has legalized hemp farming, we can expect to
see pulp and paper produced from hemp very soon.
a) therefore
c) so
b) due to
d) as
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● Task 5
Read the paragraph below. Correct the mistakes in the use of cause/
effect connectors.

The invention of the rocket has sometimes had negative effects on
human society. For example, these devices have been used in warfare.
(1) Due to people have sometimes been killed en masse. Rocket technology has improved with time, so rocket engines have come to possess
greater range. Conceivably, deadly “warheads” can therefore be sent to
reach targets far away from the launch site. Recently, (2) as a result the
development of nuclear power, a rocket with a nuclear warhead can be
the (3) result of the deaths of millions of people in a few moments. Tens
of millions more can possibly die (4) due to the spread of radioactive
fallout from a single explosion.
On the other hand, the invention of the rocket has also had amazing benefits for human life. For instance, weather satellites carried into
space by rockets can warn people about bad weather. Many lives threatened by storm can (5) as a consequence be saved. As another example,
rockets can carry robot probes into space. People can explore not only
the Earth but also other planets in the solar system (6) as a result such
capability. Moreover, (7) because of this, people can learn more about
their collective place in the Universe. Finally, rockets can carry communications satellites into orbit. Millions of people from all over the
world are (8) since able to talk to one another, engage in business, join
in scientific research, and do countless other useful activities together.
In short, (9) due to the rocket and communications satellites, the world
has almost become one country.
III. QUALIFICATIONS AND STRENGTH OF CLAIM
As you work on your cause-effect text, be careful not to overstate
your case. Because many causal relationships cannot be proven conclusively, you may want to qualify or limit your statements about cause
and effect.
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Ways of qualifying or moderating a claim.
1. Probability

There are many ways of expressing probability in written academic
English. The simplest is the modal verb. Notice how the claim progressively weakens in the example below:
A reduced speed limit will (→ may → might / could) result in fewer
highway injuries.
In these further examples, the phrases weaken in strength.
It is certain → almost certain → very probable / highly likely →
probable / likely → possible → unlikely → very unlikely / highly improbable that a reduced speed limit will result in fewer highway injuries.
There is a strong → good → definite → slight → remote possibility
that a reduced speed limit will result in fewer highway injuries.
2. Distance

Distance is another way of removing yourself from a strong – and
possibly unjustified – claim. Compare these sentences:
Consumers have → seem to have → appear to have → It would
seem / appear that consumers have less confidence in the economy.
An alternative strategy is to distance yourself from the data showing in some way that it is ‘soft.’ Here are a few examples:
— On the limited data available,
— In the view of some experts,
— According to this preliminary study,
— Based on informal observations made by
highway patrol officers,

}
} a lower speed limit
} may reduce highway
} fatalities.
}

3. Generalization

a) The classic way of qualifying (or defending) a generalization is
the verb tend:
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Consumers have → tend to have less confidence in the economy.
b) Another way to defend a generalization is to qualify the subject:
Many consumers have less confidence in the economy.
A majority of consumers have less confidence in the economy.
In most parts of the country, consumers have less confidence in the
economy.
Consumers in most income brackets have less confidence in the
economy.
c) A third alternative is to add exceptions:
With the exceptions of / Apart from / Except for a few oil-rich states,
national economies in Africa are not likely to improve greatly over the
next decade.
4. Weaker Verbs

Finally, claims can be reduced in strength by choosing a weaker
verb.
Deregulation caused the banking crisis, (stronger)
Deregulation contributed to the banking crisis, (weaker)
5. Combined Qualifications

Often, of course, several types of qualification are combined to
construct a highlighting statement. Here is an example. We start with a
big claim:
The use of seat belts prevents physical injuries in car accidents.
Now see what happens when the following qualifications are added:
(weaker verb)
prevents → reduces
(adding probability)
reduces → may reduce
(weakening generalization)
+ In some circumstances
+ certain types of injury
(weakening generalization)
+ According to simulation studies
(adding distance)
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So we now have:
According to simulation studies, in some circumstances the use of
seat belts may reduce certain types of physical injuries in car accidents.
(This is a good example of the writer being ‘confidently uncertain’.
But of course, you also need to beware of excessive qualification since
this may result in your saying almost nothing.)
● Task 6
Put the following sentence variations in order from 1 (the strongest
claim) to 6 (the weakest claim). Some disagreement is reasonable.

Deregulation of the U.S. banking system __________ the 20072010 crisis.
____ a) contributed to
____ b) caused
____ c) may have contributed to
____ d) was probably a major cause of
____ e) was one of the causes of
____ f) might have been a small factor in
● Task 7
Make the following statements academically respectable and defensible (moderate the strength of claim in them using combined qualifications).

1. Private schools provide better education than public schools do.
2. Great novels do not make great films.
3. Physical attraction is important for marital happiness.
Task 8
Use the necessary qualification of strength of claim in the following
situations.

1. You’ve just conducted a research experiment with Psychology
students. On a questionnaire, 85% of the respondents confessed that
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they regularly cheat to get better grades. How do you present these data
generalizing the finding to all the University?
2. You’ve read a study about five children, all of whom routinely
viewed violent TV shows. All of these children exhibited violent, antisocial behaviour at school. What conclusions can be drawn?
3. You read one source which states that intelligence is innate (genetically determined) and another source that says intelligence is socially determined. How will you present both sources/studies in a paper?
IV. ORGANISATION
Like any other logically organized text, cause and effect works
should have the introduction, body, and conclusion.
INTRODUCTION
In this part try to catch the reader’s/listener’s attention (starting with
a quote, a list, a description, or statistics) and then give the outline of
your text. The introduction should give the main idea (using the terms
cause and effect) as to how the essay will be developed later in the body.
It should also include the thesis statement which will state whether the
writer will be discussing the cause, the effect or both. Definition of important relevant terms may also be given but nothing in detail.
● Task 9
Study the following introductions to cause-effect essays and analyse
their strengths and weaknesses.

1. The Causes of Poverty in Mexico
Are you aware that 20 million people in Mexico live on less than
two dollars a day? Sixty million people, half the Mexican population,
live in poverty, and 20 million of them live in extreme poverty. Most
of the time, garbage is their food, and some days, they don’t even eat
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anything. This critical situation in Mexico is caused by individual, geographic and political factors. The purpose of this essay is to analyze
these three main causes of poverty in Mexico.
2. The Effects of Cigarette Smoking
There have been numerous campaigns against cigarette smoking
communicating that this vice causes death. But a threat to health doesn’t
seem to be a good reason for quitting anymore. People somehow block
themselves and ignore all the information that is given to them. The
purpose of this essay is to discuss three effects of cigarette smoking,
besides the broadly mentioned possibility of developing cancer or dying, which are the smell of smoke, the stained teeth, and the cost of
doing it.
3. Causes of Anorexia
Have you ever felt afraid of gaining weight? If the answer is affirmative, just be careful. Sometimes wishing to have a perfect body
can be dangerous. Desires like those could be the origin to a very well
known disease called anorexia which is an eating disorder characterized
by low body weight and fear of becoming fat. Even when anorexia is
linked to a physical condition, the real causes of anorexia are related to
an individual’s emotionality. The purpose of this essay is to discuss the
main causes of anorexia which are worthless personal feelings, stressful
events in life, and cultural influence of the country where the person is
living.
4. The Effects of Entering a University
Entering a university is a very important and interesting experience in a person’s life, but at the same time it is an experience that will
change your lifestyle and personality forever. The purpose of this essay
is to discuss the three main effects of entering a university which are
missing old friends, learning how to survive during university, and developing responsible behavior which must accompany university studies.
BODY
The body of the cause and effect essay is constructed from the supporting evidence in the form of facts, statistics, experiences and exam108

ples A writer has to be very careful when documenting causes or effects
as he/she may fall into the logical trap. The trap of this essay can be in
simplistic logic when chronologically earlier event is considered to be
the cause of the later event. This logical fallacy should be avoided. So,
this essay type requires well-developed analytical skills to see imbedded reasons in certain events or conditions.
The body will put forward the cause and effect and discuss them in
detail. In case of multiple causes or effects scenario the writer will explain them in separate developmental paragraphs. The main body may
be organized in three different ways:
1. Multiple causes and single effect. Each developmental paragraph
is devoted to one of the causes of air pollution. Each cause is supported
by minor supports. While writing, these major and minor ideas should
be adequately explained and exemplified as well.
Thesis statement:

Air pollution is caused by the following factors: exhaust gases from
cars, uncontrolled factory releases, and burning of low-quality coal for
heating.
Organisation:

I. exhaust gases from cars
A. government does not have enough control
B. citizens are not conscientious
II. uncontrolled factory gases
A. no regular checks on gases released
B. factories are inside the borders of residential areas
III. burning of low-quality coal for heating
A. no governmental control
B. other forms of energy too expensive
2. Single cause and multiple effects. In this pattern, the effects
of a certain situation are explained in separate paragraphs. Again, we
have grouped related effects under two main points: physiological and
psychological. Then, we have supported each effect with two minor
supports (A and B). While writing, we should explain these major and
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minor supports by giving examples and/or defining what we mean, as
well.
Thesis statement:

Watching too much TV is one of the major sociological issues of this
century, which has many effects on the physiology and psychology of
people.
Organisation:

I. eating disorders
A. TV meals
B. obesity
II. communication problems
A. more violence
B. no interpersonal talk
3. Chain pattern. In this pattern, the events lead to one another.
Again, each major point should be supported with examples and statistics.
Thesis statement:

Using deodorants with chlorofluorocarbon gas will bring the end
of world.
Organisation:

I. Chlorofluorocarbon gases are contained in most deodorants and
released by some factories into the air.
II. This gas causes the ozone layer to become thinner and finally
disappear in patches.
III. The unfiltered ultraviolet rays of the sun cause overheating in
the poles of the earth, where the icebergs start to melt.
IV. The huge amount of water released from the poles leads to a rise
in the sea-level.
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V. The sea will cover the land and this will be the end of the
world.
● Task 10
Study the sample body for the cause-and-effect essay The Causes of
Poverty in Mexico (its introduction was presented in Task 9).

The first and immediate cause of poverty in Mexico is the individual condition. This cause refers to circumstances and characteristics of
poor people. For example, the amount of education, skill, intelligence,
health, and prejudice all have an influence on poverty. The lack of education is one of the most significant factors that contribute to poverty.
There is no access to jobs for non-educated people.
The second cause of poverty has to do with geography. For example, statistics show that people who live in rural areas far away from
the cities are poorer. This is caused by the lack of communication and
transportation in remote rural areas. Because of this, governments can’t
provide essential services such as potable water, affordable food, primary health care, and education. People who live there are totally isolated from the rest of the society.
The third and most significant cause of poverty in Mexico is the
political economy of the country. The International Monetary Fund and
World Bank-prescribed structural adjustment policies have been applied
in Mexico because the government doesn’t carry out enough policies to
encourage successful development. They cannot, for these international
institutions lend money to Mexico on the condition that the nation open
up its economy and cut social expenditures to repay the loans. The IMF
and World Bank programs are supposed to reduce poverty, but actually
they are increasing it.
● Task 11
Unscramble the sentences from the body of a cause and effect essay
about the effects of alcoholism. Transitions and this + summary word
will help you with the task.

(1) These are the most important because these can cause your
death. (2) There are other effects in the body like gastritis and cirrhosis
of the liver. (3) For example, alcoholism causes cancer in the stomach,
kidneys, and liver. (4) All these physical consequences could cause
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your death if you drink alcohol in mass quantities. (5) The first effects
of alcoholism are physical. (6) Alcoholism also causes severe damage
in the neurons, so it causes alterations in the body movements, loss of
appetite, and depression. (7) Besides, alcohol alters the digestion of
nutrients that the body needs to stay healthy.
(1) It also causes family and legal problems, violence, changes of
behavior, suicide, among others. (2) Alcohol is very powerful and alters all your normal behaviors. (3) At the beginning, alcohol makes
you feel relaxed, but if you drink it in excess, it increases anxiety and
causes depression. (4) The second effects caused by alcoholism are
psychological.
(1) If you drink two or three times in a week, it could cost you
about $1000 pesos or more a week! (2) The third effects of alcoholism
are economic. (3) According to the National Institute and Drug Abuse,
drug abuse and dependence cost an estimated $98 billion. (4) People do
not think about the money and spend almost everything when they are
drunk. (5) Alcohol is not cheap
● Task 12
Use the introductions from Task 9 to compose the body part for the
cause and effect essays The Effects of Cigarette Smoking, or Causes
of Anorexia, or The Effects of Entering a University

CONCLUSION
The conclusion should tie both the causes and effects that you have
discussed in the body of your cause and effect essay. You will like to
revisit the major points of the essay and give an overall idea of what the
essay is all about in the conclusion.
You may then finish your cause and effect essay with a prediction
or recommendation, a call for action, or even present a solution to the
problem.
● Task 13
Study sample conclusions to your paragraphs The Causes of Poverty
in Mexico and The Effects of Cigarette Smoking from Tasks Ten and
Twelve and analyse their strengths and weaknesses.

1. Unless the Mexican government works on the causes of the poverty which are the individual condition, the geographic factor, and the
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political economy of the country, the problem is going to get worse.
Nobody likes to see poor children eating out of garbage cans. Mexico
needs a new political economy designed by Mexican economists and
politicians, people who are committed to Mexico and to the future of
its society.
2. These are only three out of many other effects that cigarette smoking can have, but to any sensible person they are more than enough to
realize that smoking is bad. People can’t possibly be proud of calling
themselves smokers. It is terrible for health as well as personal appearance. In the end, those who live in poverty, stink of smoke, and have
yellow teeth are the people who are affected the most by this life threatening activity.
● Task 14
Go back to Tasks 9 and 12. Write conclusions to the cause-effect essays Causes of Anorexia and The Effects of Entering a University
● Task 15
Study this sample cause-effect text and pay attention to its characteristic features

EFFECTS OF WATCHING TOO MUCH TV
Discoveries and invention of devices are always welcome till we,
humans, find a way to abuse its benefits and be adversely affected by it.
This was the case when Wilhelm Roentgen discovered x-ray and within
five years, the British Army was using a mobile x-ray unit to locate bullets and shrapnel in wounded soldiers in the Sudan. TV was also invented with positive thoughts in mind – there would be no national borders,
education and communication would be worldwide, etc. However, we
are now trying to overcome its physiological and psychological adverse
effects on human beings.
One of the physiological effects of watching TV in excessive
amounts is eye-strain. It is true that there are specifications for watch113

ing TV; TV should be 5 m. away from the eye, the room should be adequately lit, TV should be placed at the same height with our eyes, etc.
However, these do not prevent our eyes from getting tired if we keep
watching TV for a long time. Another effect is obesity, which is widely
observed in people who like watching TV and eating snacks everyday
(there is even a term “TV snacks” to refer to fast food that is suitable for
eating in front of the TV). TV is such a powerful machine that people
cannot get away from it – it is addictive.
Apart from the physiological effects, TV also causes psychological effects. One is a result of being exposed to violence. After seeing
so many violent scenes on TV, people start considering violent actions
normal and they lose their sensitivity to their environment. Partly connected to this effect, the interpersonal communication among people
decreases. Being insensitive to the suffering of other people causes
people to become alienated. Also, after coming home from work people
seek to relax in front of the TV, and generally people prefer watching
TV to talking to each other. This issue is very important since lack of
interpersonal relationships mostly end with divorces.
Shortly, inventions are meant to be beneficial for human beings, if
we know how to benefit from them. TV is one of such inventions that
need to be used for the right purpose only – being educated and entertained for a reasonable (according to age) period of time. We may, then,
be safe from or at least reduce the adverse physiological and psychological effects of watching too much TV.
● Task 16
Prepare a cause-and-effect presentation and be ready to present it to
your peers in class. Make use of the Checklist below when working
on your presentation and try to be an active listener when evaluating
the presentations of your group-mates.

V. CHECKLIST
1. I have established cause-effect relationships correctly.
2. I have concentrated on the most important causes and effects.
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3. I have used transition words as I moved to each subject and from
paragraph to paragraph.
4. I have moderated the strength of claim using proper language
resources.
5. In my introduction I have caught the reader’s/listener’s attention,
gave the outline of my text and included the thesis.
6. I have used a separate paragraph for each cause (effect).
7. I have used enough supporting evidence (facts, statistics, examples, anecdotes, opinions, citations).
8. In my conclusion I tied both the causes and effects and finished
with a prediction, recommendation, a call for action, or a solution to the
problem.
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UNIT EIGHT
DATA COMMENTARY (EXPLAINING VISUALS)
I
II
III
IV
V
VI

The objectives of data commentary
Language Focus
Structure of data commentary
Strength of claim
Concluding a commentary
Checklist

I. THE OBJECTIVES OF DATA COMMENTARY
In many writing assignments, there comes a place where students
need to discuss data (a table, graph, figure, chart, or diagram). The data
may be incorporated in the main text or attached as an appendix. These
writing subtasks are called here data commentaries.
It is not easy to predict precisely what must be included in a data
commentary, but there are some common purposes:
♦ highlight the results;
♦ assess standard theory, common beliefs, or general practice in the
light of the given data;
♦ compare and evaluate different data sets;
♦ assess the reliability of the data in terms of the methodology that
produced it;
♦ discuss the implications of the data.
Typically, of course, a data commentary will include more than one
of these elements.
● Task 1
You will see a range of illustrations. You have to decide on the relevance of these illustrations to the reporting tasks outlined as follows:
You work for a team of management consultants. You have been
asked by your client, National Telecom, to prepare a report on productivity in the telecommunications industry.
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Look at the two graphs that follow. Which of these sentences about
them are true?

a) There is a direct relation between telephone density and GNP.
b) The higher the GNP, the higher the telephone density.
c) GNP forecasts are a reliable way of predicting increases in telephone density.
d) GNP is the only factor affecting telephone density.
A. INTERNATIONAL COMPARISONS

Fig. 8.1. Telephone density
Now answer the following detailed questions about the graphs.
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2 In Fig. 8.1, the horizontal axis represents GNP/ inhabitants. What
does the vertical axis represent?
Now look at Fig. 8.2 in which telephone density (telephones per
100 inhabitants) is plotted against telephone productivity (telephones
per member of telephone company staff)
3 What is the earliest year represented on the graph?
4 What is the most recent year for which actual figures are given?
5 What does the broken line represent?
6 Which of the following statements are true?
a) Telephone density in Morlanda is lower than in Sweden and the
USA.
b) Telephone productivity is lower in Morlanda than in Sweden and
the USA.
c) The forecasts show that density and productivity in Morlanda
will catch up with Sweden and the USA.
d) There is a direct relationship between productivity and density.
e) Telephone density is the only factor affecting productivity.
B. TELEPHONE DENSITY AND PRODUCTIVITY

Fig. 8.2
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II. LANGUAGE FOCUS. GRAPH DESCRIPTION
● Task 2
Match the terms below with their reference points on Fig. 8.3.

Fig. 8.3
1. scale
2. solid line
3. vertical axis
4. broken line

5. plots ( plotted)
6. horizontal axis
7 dotted line

● Task 3
Match the words and expressions with the correct chart.

chart 1

chart 2

chart 3

chart 4

chart 5
Fig. 8.4

chart 6
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a. stable
b. steep
c. plateau
d. peak
e. downward trend

f. constant
g. gradual
h. rapid
i. gentle
j. stagnant

k. upward trend
l. level
m. sharp
n. steady
o. dramatic

● Task 4
Learn some more words which might be useful to describe a graph.

Fig. 8.5

We can modify statements about change by using adjectives or adverbs which indicate the degree of change.
Quantity: considerably
a great deal
very much
a lot
rather
somewhat
quite a lot
a bit
a little
slightly
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Impact: significant/ly
marked/ly
noticeable /ly
Accuracy: exactly
precisely
almost
nearly
roughly
approximately

● Task 5
Use the information in the following bar charts Fig. 8.6 to complete
the sentences.

Fig. 8.6
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1 Sales of tennis equipment were ……. higher in July and August.
2 They were ……..
lower in December than in November.
3 There was a ….. downward trend in football sales over the year.
4 December sales were ……….. half our January sales.
5 In fact our December sales were …….. 33 1/3% down on the
June figure.
6 Golf equipment sales grew ………
in the first three months.
7 From April onwards, there was a …….. upward trend.
8 By December they were ……… treble the January figure.
9 Squash sales had a ………. slower rate of increase than golf sales.
10 However sales improved ……… over the last three months.
● Task 6
Match the adjectives (a-l) with the categories below (one has been
done for you in each case)

1 Angle of decline:
2 Size of decline:
3 Speed of decline:
4 Regularity of decline:
5 Significance of decline:

steep
great
slow
steady
marked

a. dramatic
b. rapid
c. erratic

g. moderate
h. sharp
i. slight

d. considerable
e. gentle
f. gradual

j. significant
k. noticeable
l. constant

● Task 7
Use the information in this graph to complete the sentences that follow:

Fig. 8.7
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1 As the graph shows, there was a …… in sales.
2 In January, sales ………
3 In February, sales ………
4 before they …….
again ………………..
5 There was a ………….
in April
6 then a …………..
to
7 a …………….. of 20,000 in May.
● Task 8
Rising and falling prices: verbs. Many of the same verbs can be used
to talk about things other than share prices. Choose the correct alternative for each sentence.

1 The cost of living …………. as high as 3.1% on a year-to-year
basis in June.
a) slipped
b) climbed
c) plummeted
2 British operating profits ……….. from & 51 million to & 19,2 million last year.
a) edged down
b) tumbled
c) skyrocketed
3 Industrial output grew by 25.6% in 1992 over the previous year,
as China’s total economy ……………. by more than 12%.
a) slid
b) edged up
c) shot ahead
4 Lodz’s rapid growth in the 19th century – between 1877 and 1914 –
the population ………… from 50,000 to almost 500,000 – meant there
was little town planning.
a) slumped
b) leapt
c) nosedived
5 Farm prices ………. 0.7% from September as raw milk prices
continued their rise.
a) edged up
b) rocketed
c) surged
6 Total car production ……………. 5% because of lower sales
in the US, where all European car makers are struggling with weak
demand.
a) shot ahead
b) slid
c) increased
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7 A year ago, people selling their homes routinely received as many
as six offers, with the winning bid often higher than the asking price.
Prices ……….. as much as 35% in a single month last year.
a) edged up
b) skyrocketed
c) firmed
8 Japanese production has ……… , falling by 9% from its peak
in 1991.
a) risen
b) edged down
c) plummeted
9 The dollar ……….. to its lowest level against the mark for 18
months.
a) slumped
b) rose
c) advanced
10 Sales held steady, but margins more than halved from 5.6 to
2.4%, and profits ……… from & 29.7 million to & 12.1 million.
a) drifted lower
b) crumbled
c) leapt
● Task 9
Look at Table 1, read the data commentary, and then answer the
questions below.

Table 1. Means of PC Virus Infection in U.S. Businesses
Source
Disks from home
Electronic bulletin board
Sales demonstration disk
Repair or service disk
Company, client, or consultant disk
Shrink-wrapped application
Other download
Disk from school
Local area network supervisor disk
Purposely planted
Came with PC
Undetermined

Percentage
43%
7%
6%
6%
4%
3%
2%
1%
1%
1%
1%
29%

(1) A computer virus is a program that is specifically designed to
attack a computer system, destroying data. (2) As businesses have become increasingly dependent on computer systems, concern over the
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potential destructiveness of such viruses has also grown. (3) Table 1
shows the most common modes of infection for U.S. businesses. (4) As
can be seen, in the majority of cases, the source of the virus infection
can be detected, with disks being brought to the workplace from home
being by far the most significant (43%). (5) However, it is alarming to
note that the source of nearly 30% of viruses cannot be determined.
(6) While it may be possible to eliminate home-to-workplace infection by requiring computer users to run antiviral software on diskettes
brought from home, businesses are still vulnerable to major data loss,
especially from unidentifiable sources of infection.
Questions:

1. Where does the data commentary actually start?
2. What are the purposes of sentences (1) and (2)?
3. Do you consider this commentary a problem-solution text?
4. What are some of the features of this text that make it an example
of formal written English?
5. Which sentence contains the author’s key point?
6. In point I (p. 116), there is a list of five common purposes for data
commentary. In which category does this one fall?
7. The author has chosen only to comment on percentages greater
than 10%. Why? Do you think this is enough? If not, what would be a
suitable additional sentence?
8. Undetermined sources constitute 29% of the total. In sentence
(5), this is expressed as ‘nearly 30%.’ What do you think about this and
these alternatives:
a) over one-fourth of viruses;
b) 29% of viruses;
c) as much as 29% of all viruses.
● Task 10
In this section, you must interpret the text and illustrate it by transferring information from the text to the illustration. Read the following text
and transfer the information in it to the graph in Fig. 8.8 that follows.

Mr Dodds, Production Manager, reviewed. He stated that demand
exceeded supply for most of the year. In January, mainly because of
Christmas break, production below target by 150 units. This meant that
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Production
units

the early part of February was spent in clearing the backlog of orders.
To do this, the factory worked at full capacity for the whole month
and reached a total of 890 units. It dropped slightly in the following
two months (by 40 units) and leveled off at around 830 in May and
June. July was our busiest month. Production peaked at 980 units before dropping to 80 units below the annual average in August. Once the
summer holiday period ended, production climbed gradually to reach
800 again in September and it actually met our target in October. The
last two months of the year were dogged by maintenance problems and
by an industrial dispute at the end of November. The figure for November was well below average at 670 and December was only slightly
better at 690.

Fig. 8.8
● Task 11
Transfer the information in Table 2 to the line graph (fig. 8.9) that follows it.

Table 2.
Percentage increase /decrease in company training and profit
(2000 – 2005)
Indicator
Profit
Technical training
Management training

2000
+5.5
+ 2.0
+ 3.0

2001
+ 3.4
+ 2.6
+ 2.2

2002
+ 6.8
+ 0.7
+ 3.1

2003
+ 4.5
- 0.3
+2.9

2004
- 1.2
-1.3
+1.6

Use the following lines when you transfer the information:
- - - - - - - - - profit
========== technical training
************ management training
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2005
+ 6.8
+ 0.8
+4.0

Fig. 8.9
Task 12
Transfer the information in this text to the pie chart. Draw a pie chart
for 2011.

In 2011, spending on training will increase in most sections of the
company although, as the figures make clear, the amounts for Product
and Line management will not be as high as in 2010. The former will
have & 33,000 allocated, the latter & 22,000. Personnel in the Marketing and Research and Development departments were often unable
to take part in in-service training in 2010 because of unusually heavy
workloads. To compensate for this, we plan to make large increases in
their training budgets for 2011. & 20,000 and & 25,000 will be spent on
Marketing and R and D respectively. Finally, supervisory staff will have
the same amount of & 40,000 allocated as this year.
Referring to Lines on Graphs

Graph lines have a special terminology. From the following list,
choose a term that describes each letter on the line of figure 8.10.
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upward trend
steep fall
remained steady

peak
rise
spike

low point
leveling off
increase

sharp rise
fell off
decline

Fig. 8.10. Qualifying examination pass rates 1982–1994 for mechanical engineering at Midwestern University @@@
● Task 13
The sentences in this commentary expand on the information given in
Figure 8.10. They are not in the correct order. Re-arrange them in an
appropriate order. Place 1 in front of the first sentence, and so on.

a) Some fluctuations are probably inevitable, since only less than
20 students took the qualifying exam each year.
b) As can be seen, the pass rate fluctuated quite widely.
c) From 1989 until the end of the period covered, pass rates have
steadily climbed.
d) Figure 8.10 gives the qualifying exam pass rates in mechanical
engineering at a U.S. research institution for the 1982–1994 period.
e) In fact, the pass rate seems to be cyclical.
f) Other possible factors are the amount of research funding, the
quality of the students themselves, and the priority given to doctoral
funding.
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g) Even so, the fact that 10 out of 15 students passed in 1985 probably caused the department to try and reduce its number of doctoral
students the following year.
h) The years 1982–1985 saw a rapid rise followed by a steep fall in
1986 and then a low trough until 1989.
i) For instance, it reached a peak of 66% in 1985 and a low of 38%
in 1989.
III. STRUCTURE OF DATA COMMENTARY
Data commentaries usually have the following elements in the following order:
♦ location elements and/or summary statements
♦ highlighting statements
♦ discussions of implications, problems, exceptions, etc.
In the above data commentary, these elements are found in:
(3) — Location + indicative summary
‘As can be seen’ — Linking as clause
(4) — Highlight 1
(5) — Highlight 2
(6) — Implications
Location Elements and Summaries

Many data commentaries begin with a sentence containing these
two elements (see Table 3).
Table 3. Starting a Data Commentary
Location
a. Table 1 shows
b. Table 2 provides
c. Figure 4.2. gives

Summary
the most common modes of computer infection for
U.S. businesses.
details of the fertilizer used.
the results of the second experiment.

The Passive Voice can also be used to start a data commentary (see
Table 4).
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Table 4. Passives in Starting a Data Commentary
Summary
a. The most common modes of infection

Location
are shown in Table 1.

b. Details of the fertilizers used

are provided in Table 2.

c. The results of the second experiment

are given in figure 4.2

Two points are important here. First, the use of the present tense.
Second, in English both the active and passive forms are appropriate
here.
Now notice that all the examples so far have been indicative (they
just stated the fact without giving additional information). Alternatively, the writer could have given an informative summary:
a) Table 1 shows that home disks are the major source of computer
viruses.
b) Table 2 gives the ingredients of the chosen fertilizers – SP401.
c) Figure 4.2 suggests that the experimental results confirm the hypothesis.
Language Focus: Linking as-Clauses

A more common structure for introducing informative statements is
the linking as-clause. Here are three examples:
1. As shown in table 1, home disks are the most frequent source of
infection.
2. As can be seen in figure 8, infant mortality is still high in urban
areas.
3. As revealed by the graph, the defect rate has declined.
These linking clauses are exceptional in English grammar. In the
passive, they have no subjects. Compare the following two examples:
a) As it has been proved, the theory may have practical importance.
b) As has been proved, the theory may have practical importance,
In a) there is a causal relationship between the as-clause and the
main clause: Because the theory has been proved, it may have practical
importance.
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In b) the as-clause serves to announce or confirm.
NB! Remember not to use subjects in passive linking as-clauses!
Finally, using prepositions with this type of linking statement can
be tricky. Here are some of the main standard uses:
in
from
by
on

As shown in table 3, ...
As can be seen from the data in table 1, ...
As shown by the data in table 1, ...
As described on page 24, ..

at

At the beginning of the year, unemployment stood at
1,400,000
Unemployment rose by 350,000.
Unemployment rose from 1,400,000 to 1,750,000
during this year.
There was an increase of 350,000.

by
from …to
of

● Task 14
Fill in the blank with an appropriate preposition.

1. As can be seen ____ figure 4, earnings have decreased.
2. As revealed ____ figure 2, the lightweight materials outperformed traditional metals.
3. As described ____ the previous page, there are two common
types of summary statements.
4. As stated ____ the Appendix, per in percent or km per hour is a
Latin preposition that originally meant through or by.
5. As described ____ the previous unit, passives are common in
process descriptions.
6. As can be seen ____ a comparison of the two tables, household
income is a more reliable predictor than level of education.
7. As is often the case ____ materials ____ this type, small cracks
pose a serious problem.
8. As has been demonstrated ____ many similar experiments, these
materials have many advantages.
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● Task 15
Look at Fig. 8.11 showing sales and complete the sentences that
follow.

Fig. 8.11

1 In February, sales increased ….. $ 80,000.
2 The following month, there was a further increase ….. $ 20,000.
3 In April, they remained constant …. $ 100,000.
4 In the next two months, they dropped ….. $ 40,000.
5 As a result of this fall, they were back …. $ 60,000 in June.
6 The next three months saw a steady rise …. $ 120,000 in September.
7 This was followed by a dramatic fall …..$ 40,000 in October.
8 Sales rose in December to finish the year …. $100,000.
● Find all the prepositions of time in the following sentences referring
to Fig. 8.10. Now study these alternatives:

From 1982 to 1985 the pass rate rose. (During the first four years)
The pass rate fluctuated from 1982 to 1994. (throughout the period)
The pass rate remained under 50% from 1986 to 1991. (until 1991)
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HIGHLIGHTING STATEMENTS
Highlighting statements are generalizations that you can draw from
the details of the data display. Highlighting statements need good judgment. They are an opportunity to show your intelligence. In particular,
they are an opportunity for you to demonstrate:
♦ that you can spot trends or regularities in the data,
♦ that you can separate more important findings from less important
ones, and
♦ that you can make claims of appropriate strength.
So, do not
♦ simply repeat all the details in words,
♦ attempt to cover all the information, or
♦ claim more than is reasonable.
IV. Qualifications and Strength of Claim
Like all the other aspects of academic writing, data commentaries
are viewed as part of positioning oneself. There are both dangers and
opportunities here. One danger is simply repeating in words what has
been expressed in the visuals and to offer a description rather than a
commentary. The other danger is to read too much and draw unjustified
conclusions.
The art of the matter is to find the right strength of claim and then
order your statements in some appropriate way (such as from the more
significant to the less significant).
In addition to good judgment, highlighting statements also need
good presentation of judgment. Thus, they have two requirements: to
be cautious (and sometimes critical) and to have the language resources
to express this caution.
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● Task 16
Which of the verbs in the following examples makes the weaker
claim?

1. The results indicate / establish that there is a link between ...
2. Table 9 suggests / shows that Venezuelan scientists may need ...
3. The latest series of experiments question / undermine much ...
4. The results given in figure 4 validate / support the hypothesis.
5. The quantities displayed in the table have been assumed / shown ...
6. The test results create / suggest a basis for product modification.
7. Changes in temperature may have influenced / distorted the results.
8. In their earlier work, they failed / neglected to take into account ...
9. As can be seen from table 3, the new tax laws have encouraged /
stimulated industrial investment in ...
10. Figure 12 depicts / clarifies the genetic relationship.
Probability

When forecasting we can indicate chances of reaching certain targets in the following way:
Certain 100%
…. will definitely reach…
…. are sure to reach ….
…. are certain to reach ….
Probable ( more than 60% certain)
…. will probably reach …
…. should reach ……
…. are expected to reach …
Possible ( more than 30% certain)
…. may reach …..
…. will possibly reach ….
…. could reach …..
…. might reach ….
Improbable (less than 30% certain)
…. probably won’t reach….
…. are unlikely to reach …
…. will (definitely) not reach….
…. are certain not to reach ….
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● Task 17
Use this bell curve in Fig.8.12 to complete the sentences expressing
different degrees of probability:

Fig. 8.12

E.g.: Turnover may exceed & 12.5 m.
1 Turnover ……………
2 Turnover ……………
3 Turnover ……………
4 Turnover ……………
5 Turnover ……………

& 11.5 m.
fall below & 10.5 m.
to exceed & 13.0 m.
not to drop below & 10.0 m.
only reach & 11 m.

Task 18
Now see what you can do with the following statements to make them
academically respectable and defensible.

1. Economic sanctions are ineffective.
2. Alcohol causes people to become violent.
3. Passive smoking causes cancer.
4. Recycling is the best solution to the waste disposal problem.
5. Physical exercise lessens the severity of depression.
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ORGANIZATION
Highlighting statements are usually ordered from general to specific. In other words, major claims are followed by minor claims. However, decisions about organization become more complex with comparative data.
Suppose, in the course of sociology you are studying differences
in parental behaviour with regard to their adolescent children. Your instructor suggests that, contrary to popular belief, American parents may
be stricter with their teenage sons than with daughters. You are given
Table 5, which is based on survey conducted among suburban families
in a midsize Midwestern U.S. city and asked to prepare a short commentary on the main findings.
Table 5.
Percentage of Teenagers Reporting the Listed Parental Restrictions on their Lives (N=200)
Girls

Boys

Opportunities to go out at night

56%

35%

Use of the family car

15%

40%

Time of expected return

30%

61%

Choice of friends

19%

23%

Future education choices

18%

52%

Spending of self-earned money

12%

27%

Limitations on

Interference in

Task 19
Three students wrote the following incomplete data commentaries.
They include only the locations statements and the highlighting sections. What are the differences among the three? Which do you think
makes the best highlighting statements and why?
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Student A

Table 5 shows the percentage of teenagers reporting parental restrictions on their lives. As can be seen, about one-fourth of female
teenagers reported parental restrictions on average across the six categories. Restrictions were most common on going out at night (51%) and
fewest on expenditure of self-earned money (12%). In contrast, 40%
of the males reported restrictions on average across the six categories.
Restrictions were most frequent for the time of expected return (61%)
and fewest for choice of friends.
Student B

Table 5 shows the percentage of teenagers reporting parental restrictions on their lives. As can be seen, boys tended to be more restricted than girls. Over the six categories, boys reported an average of 40%
restrictions, but girls only 25%. In fact, boys were more restricted in
five of the six categories, the only exception being ‘going out at night.’
In this category, 56% of the girls reported restrictions, but only 35% of
the boys did so.
Student C

Table 5 shows the percentage of teenagers reporting parental restrictions on their lives. As can be seen, overall, boys tended to me more
restricted by their parents than girls. However, the real difference lies
in the rank order of the restrictions. The top three categories for boys
were ‘time of expected return’, ‘post-secondary education choice’ and
‘use of the family car’; for girls, ‘going out at night’, ‘time of expected
return’, and ‘choice of friends.’ Although ‘choice of friends’ occupied
third place for girls, it was reported least by male teenagers.
Language Focus: Qualifying Comparisons

It is important to convey the full magnitude of the comparison that
you are trying to express. Just looking at the difference between the
two is not that informative. Some useful alternatives follow. Can you
complete each sentence?
a) Almost exactly twice as many boys reported ...
b) A marginally smaller percentage of girls reported ...
c) Slightly over twice as many boys reported ...
d) Close to three times as many boys reported ...
e) Boys exceeded girls in the times they reported ...by a ratio of 2.5 to 1.
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● Task 20
Now write a full data commentary on Table 5. Begin with a location element plus summary. Choose whatever highlighting statements you
want. Students A, B, and C did not offer any cautious explanations of
the results. When you write your commentary, be sure to do so.

V. CONCLUDING A COMMENTARY
As you have seen, qualifications can be important in making highlighting statements. They can be even more so in the concluding parts
of a commentary. These parts are diagrammed in Table 6, in the order
in which they typically appear.
Table 6. Concluding a Data Commentary
Explanations and/or implications

Usually required

↓
Unexpected results or unsatisfactory data

If necessary

↓
Possible further research or possible future
predictions

If appropriate

Language Focus: Dealing with ‘Problems’

The following phrases may be helpful as you discuss wrong data.
♦ The difference between expected and obtained results may be due
to the incorrect calibration of the instruments.
♦ The discrepancy can be attributed to the small sample size.
♦ The anomaly in the observations can probably be accounted for
by a defect in the camera.
♦ The lack of statistical significance is probably a consequence of
weaknesses in the experimental design.
♦ The difficulty in dating this archaeological site would seem to
stem from the limited amount of organic material available.
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Concluding and recommending
● Task 21
Study Table 7 below. What means are used to make a strong, neutral
and weak recommendation?

Table 7
Recommended action

Conclusion/ finding

*** National advertising
must be stopped
the high cost.
the poor results.
the success of indirect
marketing

*** It is strongly recommended that national advertising is /be stopped
**National
advertising
should be stopped

in view of

** It is recommended that
telephone selling is / be
stopped
** It is advisable to reduce
telephone selling
* The appointment of a
client relations manager
could / might be considered

Recommendations: *** = strong

** = neutral

* = weak

● Task 22
Use Table 8 below to make similar sentences by linking the recommended actions on the left to the conclusions / findings on the right.
Each conclusion / finding has three appropriate courses of action.
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Table 8
Recommended action

Conclusions/ findings

a) Commission market research into
agricultural equipment buyers **
b) Examine feasibility of using our
own salesmen **

1 High turnover in sales staff

c) Improve after-sale care ***
d) Raise rates of commission *

2 Loss of exciting clients

e) Increase number of follow-up sales
calls ***
f) Raise rates of commission *

3 Low return from foreign agents

g) Increase salesmen’s salaries *
h) Investigate competitors’ salesmen’s
salaries **
i) Reconsider rates of commission **
● Task 23
You work for an agricultural machinery manufacturer, Ferton PLC.
Write a report with the following terms of reference: to investigate
the reasons for a drop in Ferton tractor sales in Morlanda in order to
recommend action to recapture market share.

Unit sales

2009
2010

Fig. 8.13
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I. Look at the graph in Fig. 8.13 and answer the following questions
1 What is the purpose of this investigation?
2 In which month did sales reach their peak?
3 In which month did sales have their lowest point?
4 Which of the following seasonal factors would explain the trend?
a) Farmers generally buy tractors in the first three months of the
year.
b) Farmers buy a lot of machinery during the summer harvest
months.
c) A lot of farmers replace their tractors after heavy use in harvest
moths.
d) A lot of farmers buy tractors during the ploughing season.
II. Your findings can be stated as follows:
a) The total volume of sales dropped.
b) There was a very significant drop in sales during the summer
months.
c) The trend for the year was almost identical to the previous year.
III. Based on these findings and on other evidence you conclude that the
poor sales are due to the following factors:
a) The recent entry onto the market of a new competitor, JDC Tractors.
b) The main agent takes his holiday during the summer months.
c) The agent’s deputy made few contacts during this period.
d) The usual seasonal influences.
IV. Which of the following recommendations seem both logical and appropriate? Make strong, neutral and weak recommendations.
a) to make a comparative study of Ferton and JDCTractors
b) to improve the product available in Morlanda
c) to increase advertising during the summer months
d) to replace the present agent
e) to persuade the agent to take less holiday in summer
f) to discuss the work of the deputy agent with the main agent
g) to increase promotion just before subsidies are paid out
h) to pay the agent more commission
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● Task 24
You are the Marketing Research Manager for JDC Tractors. Make
a report on the prospects for sales in Morlanda in 2010 based on
Fig. 8.14. Your terms of reference are:

- to forecast sales for the three tractors in the product range
- to assess the strength of the established manufacturers
- to make necessary recommendations for the forecast to be realized
You have drawn up the following projections and, based on them,
your recommendations:

2009

2010
Fig. 8.14

1 Why should promotion efforts concentrate on the JDC 80?
2 Why can JDC 90 stock levels be reduced?
3 Why do you think Ferton PLC sales are likely to continue falling?
4 Which of the following conclusions support the recommendations above?
a) It is likely that the JDC 80 will continue to be the model in greatest demand.
b) Sales of the JDC 60 are expected to rise gradually.
c) Sales of the JDC 90 will remain constant 2010
d) Our main competitor, Ferton PLC, relies on agents to sell its
products.
e) Our agents contributed less than 10% during 2009.
f) Ferton’s products will probably lose market share in 2010.
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● Task 25
Write a suitable data commentary for Figure 8.15 below. Would you
like to speculate about the future trends?

Fig.8.15. Totals of Canadian and Japanese students In U.S. colleges and universities (at five-year intervals)
● Task 26
Write a data commentary from your field of study based on data that
you have selected.

VI. CHECKLIST
1. Is my visual, graph or chart interesting yet simple enough to explain
in 2-3 minutes maximum?
2. Is my visual too complex for a general audience to understand? (If
so, choose another one.)
3. How have I organized my presentation? Have I chosen an organizational plan that fits my topic?
4. How will I make sure my audience is following me? When is a good
time to stop and ask them?
5. What questions might the audience ask me about my visual?
6. Is my speech longer than 2-3 minutes? If so, how will I cut it down?
7. Did I practice my speech twice and put it on tape?
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UNIT NINE
SUMMARIES
I
II
III
IV
V
VI
VII
VIII

Expanding and contracting
Steps in writing a summary
Paraphrasing and plagiarism
Quoting
The first sentence in a summary
Objectivity of reporting verbs
Summary reminder phrases
Checklist

Of all the writing tasks, summary writing may well be the one you
are most familiar with. We make summaries of many different things,
including conversations, lectures, and readings. Sometimes, however,
writing a summary becomes a task in itself, such as when your teacher
assigns a summary. In this case, you are given an opportunity to display
your understanding of some material.
(Based on: John M. Swales and Christine B. Feak. Academic Writing for Graduate Students. A Course for Nonnative Speakers of English. – Ann Arbor: The University of Michigan Press, 1994.)
A good summary has three principal requirements:
1. It should offer a balanced coverage of the original. (There is a
tendency to devote more coverage to the earlier parts of the source text).
2. It should present the source material in a neutral fashion. (No
evaluations of any kind are allowed.)
3. It should condense the source material and be presented in the
summary writer’s own words. (Summaries that consist of directly copied portions of the original are considered to be poor.)
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I. EXPANDING AND CONTRACTING
Notice that nothing has been said about the length of a summary,
because this will largely be determined by your teacher. Often, teachers
will ask for a one-page summary of an article or a two-page summary of
a book. They may also ask for a paragraph-length abstract or even a minisummary of 1 to 2 sentences (as is typical of annotated bibliographies).
As your summary has to be of a specific length you sometimes need
to contract or to expand the information to make your summary fit into
the limit.
● Task 1
You have to cut 30 words from the following article. You are not allowed to rewrite it. What words or sentences would you delete?

BANK RAIDER CAUGHT BY HIS EARS
A bank robber was jailed for ten and a half years yesterday after being identified by his ear “print”. Bobby Lee Clarke, 24, of Shoreditch,
east London, wore a mask when he raided Barklays Bank in Aveley, Essex. He was filmed by security cameras inside the bank and his exposed
ears and eyebrows were singled out as vital clues in his conviction.
Police used a computer at the Facial Identification Centre, based
at the Charing Cross and Westminster Medical School, Hammersmith,
West London, to compare the bank photographs with others of the suspect. Clarke was arrested two months after the raid. Dr Peter Venezis,
who heads the centre, told the jury at Snaresbrook Crown Court that
human ears were like fingerprints, with no two the same. “The contours
of the ear match in both images,” he said.
Clarke was arrested driving one of two stolen cars used in the robbery. A sawn-off shotgun and ammunition were found in the vehicle.
The jury took a little over an hour to find Clarke guilty of robbery, two
counts of unlawful possession of firearms, firing a firearm with interest
to endanger life and reckless driving.
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● Task 2
Add an extra 30 words to the articles without changing the main idea
of the article.

BUILT TO LAST
A 92-year-old Johnson motorcycle owned by Scunthrope Museum
Services, Humberside, passed an MOT with its original brakes, tyres
and steering.
BIAS CLAIM SETTLED
Susan Sadjady, 29, of Northolt, west London, accepted £2,000
compensation from the Territorial Army for sexual discrimination after
being rejected for an interview as a trainee paratrooper and being told
she might be suitable to do some cooking.
II. STEPS IN WRITING A SUMMARY
To do a good job, you must first thoroughly understand the source
material you are working with. Here are some preliminary steps in writing a summary:
1. Skim the text, noting in your mind the subheadings. If there are
no subheadings, try to divide the text into sections. Try to determine
what type of a text you are dealing with. This can help you identify
important information.
2. Read the text, highlighting important information or taking notes.
3. In your own words, write down the main points of each sections.
Try to write down a one-sentence of each section.
4. Write down the key support points for the main topic, but do not
include minor detail.
5. Go through the process again, making changes as appropriate.
● Task 3
Read the text ‘Transformation of the Nile River Basin’ and identify the
information you think is significant and should be included in a summary. Briefly explain why you think it is important. The first paragraph
has been done for you. Then in as few words as possible, write what
each paragraph is about.
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Transformation of the Nile River Basin
The Egyptian landscape has
been changing for centuries. One
area which has undergone dramatic change over the last 7,000 years
is the Nile River basin. One of the
most notable aspects of this transformation is the year-round irrigation of land for agricultural purposes, rather than a strict reliance
on the annual flood. Conversion to
continuous irrigation, which began around 1500 and was limited
only by the level of technology,
led to improved agricultural productivity. This in turn contributed
to an increase in the population of
the area.
Large-scale conversion of
agricultural land involving perennial irrigation began in 1800 with
the availability of more modern
technology. Water could be retained, raised, and distributed to
summer-crops with the aid of barrages [banks of earth or stones
constructed over a river to provide
water for irrigation] constructed
on the Nile below Cairo and at
sites on 30,000 km of new canals.
Large dams were built on the Nile
at Aswan in 1902, 1912, and 1933.
The final transformation to continuous irrigation was finished with
the completion of the Aswan Dam
in 1960. This full-scale change
brought about a major shift and

Reason for Highlighting
This is the topic of the passage

The effect of the change in irrigation patterns is significant.
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
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___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
___________________________
(Steven M. Goodman, Peter Mei- ___________________________
ninger, et al., eds. 1989. The Birds ___________________________
of Egypt.)
___________________________
expansion in agriculture.
Cash crops such as cotton,
sugar cane, and vegetables tended
and still tend to be produced at
the expense of subsistence crops.
Because Egyptians have historically preferred to live within or
near the cultivated land area, agricultural expansion has also had
an impact on the environment and
livelihood of the Nile population.
As the amount of land available
for agriculture increased, so did
the population. Egypt’s population
has increased from 2.5 million in
the early 1800s to 9.7 million in
the late 1800s, 18.8 million in the
1940s, 37 million in the mid-70s,
46 million in 1984. The population
is projected to be 65 million by the
year 2000. In 1907, urban dwellers
constituted only 17% of Egypt’s
population. By 1976, however,
they were 43% of the total. Recent
studies have indicated that 1-2% of
Egypt’s arable land is lost annually
to human encroachment

● Task 4
The ‘Nile’ passage is fairly easy to summarize because it is factual,
has three clear-cut sections, and follows a chronology. Take a look at
some attempts of summarizing the 3rd paragraph. Which summary
provides the right amount of detail? Explain your choice.

1. In the early 1800s the population of Egypt was 2.5 million. By
the late 1800s it was 9.7 million. In the 40s the population reached
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18.8 million; by the mid-70s it had reached 37 million. In 1984 the
population was 46 million. In the year 2000 it is estimated that there
will be 65 million Egyptians. 1 to 2 percent of Egypt’s fertile land is
disappearing annually as a result of the growth.
2. In the 1800s Egypt’s population increased from 2.5 m to 9.7 m.
In the 1900s it grew again, from 18.8 m in the 1940s to 46 m in 1984.
By the year 2000, population will be 1.5 times that in 1984. A result
of this population growth is annual 1-2% loss in the amount of fertile
land.
3. The Egyptian population has increased from 2.5 mln in the early
1800s to 46 mln in 1984. It is expected to reach 65 mln by the year
2000. Along with this population growth, Egypt has also experienced a
yearly 1-2% loss in the amount of fertile land.
4. The Egyptian population has dramatically increased since the
1800s and is expected to continue to increase. A small percentage of
agricultural land is lost each year because of the growth in population.
5. The Egyptian population in 1984 was nearly 20 times that in the
early 1800s. By the year 2000, it should reach 65 million. Egypt is also
losing agricultural land as a result of the population increase.
● Now attempt your own summary of the third paragraph.

III. PARAPHRASING AND PLAGIARISM
Paraphrasing the original is an obvious approach to writing a summary.
A paraphrase is a restatement (in your own words) of the ideas in
the original. The most common strategy used to accomplish paraphrasing involves replacing words in the source with synonyms and perhaps
changing the grammar, e.g.:
Although it would be beneficial for the world economy to have uniform patent laws, each country has its own laws. → Every country has
unique patent laws, even though the world economy would be improved
if they were consistent.
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Do you think the above paraphrase example is a reasonable representation of the original?
This method can often be successful, but if you do this sentence by
sentence, you will most likely not demonstrate your full understanding
of the passage/article to be summarized. Another weakness is that the
resulting summary is not original and would be considered plagiarism
by many people.
Simple synonym substitution is often not considered to be original
work. Far more needs to be changed from the original source. A better,
but more difficult strategy for summary writing would be to carefully
consider the elements you find important, put the original away, and
write down what you have understood. This may allow you to condense
the ideas in the source even further.
When you write a formal summary of someone else’s ideas, you
should keep in mind the following GUIDELINES:
1. Always try to use your own words, except for technical (special)
terms. (If you are taking notes for yourself, direct copying is OK, but it is a
good idea to indicate in your notes when you are directly copying.)
2. Include enough support and detail so that the presentation is clear.
3. Do not try to paraphrase specialized vocabulary or technical terms.
4. Include nothing more than what is contained in the original. (Do not
include your own comments or evaluation. You can do that in a critique.)
5. Make sure the summary reads smoothly. Use enough transition
phrases and supporting detail. Mind the flow of your summary text. Having
written a summary, proofread and edit it.

Plagiarism is best defined as a deliberate activity — as the conscious copying from the work of others. It’s the dishonest act of presenting the words or thoughts of another writer as if they were your
own. You commit plagiarism whenever you use a source in any way
without indicating that you have used it.
The concept of plagiarism has become an integral part of the civilized academic cultures. It is based on a number of assumptions:
1) the writer is an original, individual, creative artist;
2) original ideas are the acknowledged property of their creators (as
is the case with a patent for an invention);
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3) it is a sign of disrespect — rather than respect — to copy without
acknowledgment from the published works.
Of course, borrowing the words and phrases of others can be a useful language learning strategy. Certainly, you would not be plagiarizing
if you borrowed items that are frequently used in academic English or
that are part of common knowledge, e.g.:
An increase in demand often leads to an increase in price.
The results from this experiment seem to suggest that ...
These results are statistically significant.
● Task 5
Here are some approaches to writing, beginning with a plagiarism
approach and ending with an acceptable quoting technique. Where
does plagiarism stop? Draw a line between the last approach that
would produce plagiarism and the first approach that would produce
acceptable original work.

1. Copying a paragraph as it is from the source without any acknowledgment.
2. Copying a paragraph making only small changes, such as replacing a few verbs or adjectives with synonyms.
3. Cutting and pasting a paragraph by using the sentence of the
original, but leaving one or two out, or by putting one or two sentences
in a different order.
4. Composing a paragraph by taking short standard phrases from a
number of sources and putting them together with some words of your
own.
5. Paraphrasing a paragraph by rewriting with substantial changes
in language and organization, amount of detail, and examples.
6. Quoting a paragraph by placing it in block format with the source
cited.
● Task 6
Read this two-paragraph passage. Then read the summary that follows, and indicate whether any part of the summary – aside from the
word “motifs” – should be in quotation marks to avoid plagiarism.

And, speaking more generally, it is plain foolishness to believe in
ready-made systematic guides to dream interpretation, as if one could
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simply buy a reference book and look up a particular symbol. No dream
symbol can be separated from the individual who dreams it, and there
is no definite or straightforward interpretation of any dream. Each individual varies so much in the way that his unconscious complements or
compensates his conscious mind that it is impossible to be sure how far
dreams and their symbols can be classified at all.
It is true that there are dreams and single symbols (I should prefer to
call them “motifs”) that are typical and often occur. Among such motifs
are falling, flying, being persecuted by dangerous animals or hostile
men, being insufficiently or absurdly clothed in public places, being
in a hurry or lost in a milling crowd, fighting with useless weapons or
being wholly defenceless, running hard yet getting nowhere. A typical
infantile motif is the dream of growing infinitely small or infinitely big,
or being transformed from one to the other – as you find it, for instance,
in Lewis Carroll’s Alice in Wonderland. But I must stress again that
these are motifs that must be considered in the context of the dream
itself, not as self-explanatory ciphers.
- Carl G. Jung, “Approaching the Unconscious”, Man and His
Symbols, ed. Jung and M.-L. von Franz (Garden City, NY: Doubleday,
1964, 53).
Summary:
According to Carl G. Jung in “Approaching the Unconscious,” it
would be just plain foolishness for anyone to think he or she could interpret dreams by buying a ready-made reference book. No such guide
has value because it is impossible to separate a dream symbol from the
person who dreams it, and the unconscious of everyone is unique. Jung
does admit that certain dreams and symbols come often to many. Calling these “motifs”, he lists several, including falling, fighting with useless weapons, and running hard yet getting nowhere. But he emphasises
that even the motifs cannot be understood properly unless considered in
the context of each dream itself.
● Task 7
Paraphrase each of the following passages in one sentence.

1. “A good city street neighbourhood achieves a marvel of balance
between its people’s determination to have essential privacy and their
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simultaneous wishes for differing degrees of contact, enjoyment, or
help from people around.”
Jane Jacobs
2. “Today it is not unusual for a student, even if he works part time
at college and full time during the summer, to accrue $5,000 in loans
after four years – loans that he must start to repay one year after graduation.”
William Zinsser
● Task 8
The following sentences are too wordy. Paraphrase them by making
them more concise. Do not drop anything essential to their meaning.

Example:
The chipmunk that was hiding in the stone wall put his head out
warily.
Paraphrased: The chipmunk hiding in the stone wall put his head
out warily.
1. The kitchen in the old farmhouse has a stove that is wood-burning.
2. In Homer’s Odyssey, the hero is threatened by a giant who has
only one eye.
3. There are two reasons that I have for not going to St. Louis: the
first is that I have to write an essay for my English class; the second is
that I cannot afford a bus ticket.
4. There is one good trait which Mary has, and that is generosity.
5. The fact that the president arrived in Beijing was reported today
in the New York Times.
6. The only differences between the two cars are those of size and
weight.
7. The reason for her attack on the book is her hatred of obscenity.
8. The general ordered his troops to advance forward quickly.
9. I have never read a biography of the life of Mackenzie King.
10. She sang in a charming way.
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IV. QUOTING
Sometimes you should quote rather than summarize a statement. In
quoting, observe the following guidelines:
1. Quote accurately. Be careful to avoid mistakes of any kind. After
copying a passage, always proofread your version, comparing it with
the original.
2. Use quotation marks to indicate the beginning and the end of
quoted material.
3. Use ellipses/dots (…) to indicate that you have deliberately omitted words in writing out the quotation. Be careful not to make an omission that distorts the original.
4. Use brackets [ ] to mark explanatory words added within a quotation.
V. THE FIRST SENTENCE IN A SUMMARY
Most summaries begin with a sentence containing two elements:
the source and the main idea. The present tense is used here:
In his paper ‘Global Implications of Patent Law Variations’ [published in ...], K. Suzuki [2009] states that lack of consistency in the
world’s patent law is a serious problem.
Other examples may have the following structure:
1. In X’s article ‘............’, ____________ is discussed.
(main idea)
2. X and Y’s 2009 paper on __________ discusses ___________.
(subject)
(main idea)
3. According to N.N. in her article ‘............’ published in ‘............’,
2009, Vol. 1, ____________.
(main idea).
4. Author X in his book [title in italics] states / claims / argues /
maintains that ____________ [main idea].
5. N.N., in her article ‘............’ states / maintains / suggests / claims
that ____________ [main idea].
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VI. OBJECTIVITY OF REPORTING VERBS
Although, in theory, summaries are supposed to be objective, this
not entirely true. A wide range of reporting verbs can be used in summary writing, many of which reveal the summary writer’s personal attitude toward the source material. Some of the evaluative verbs allow the
writer of the summary to convey his/her attitude, for example, instead
of ‘the author states that ...’ one can write ‘the author alleges that ...’
Some reporting verbs, are less objective than others.
● Task 9
Can you identify which verbs seem to be objective and which verbs
tend to be evaluative? The first answer has been provided for you.

Objectivity of Reporting Verbs
Verb
describe

Objective
X

Evaluative

discuss
state
present
explain
maintain
examine
affirm
argue
reveal
presume
assume
assert
contend
allege
claim
imply
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● Task 10
Here are some of the introductory statements that students wrote for
a summary of the ‘Nile’ passage in Task One. Which, if any, would
you prefer to have written? Why? Edit the weaker sentences.

1. Author Steven Goodman in ‘Transformation of the Nile River
Basin’ states that how the region has changed as a result of continuous
irrigation.
2. ‘Transformation of the Nile River Basin’ by Steven Goodman
claims that changes in irrigation have led to an increase in population.
3. According to ‘Transformation of the Nile River Basin’ Steven
Goodman suggests that the Nile River basin has been changed.
4. Goodman in ‘Transformation of the Nile River Basin’ mentions
that irrigation has had an impact on the environment and the population.
5. In Goodman’s ‘Transformation of the Nile River Basin’, the Nile
River basin has been transformed by the introduction of perennial irrigation.
NB: If you are summarizing another author’s work as part of a
longer paper, you may make a reference to your source material in the
following way:
a. Goodman (2009) has found a correlation between the increase in
agricultural fertility and the shift away from traditional crops.
b. A correlation between the increase in agricultural fertility and
the shift away from traditional crops has been identified (Goodman,
2009).
c. In his recent study of the Nile River basin, Goodman (2009) established a correlation between the increase in agricultural fertility and
the shift away from traditional crops. Goodman also noticed...
How does the citation in sentence b differ from sentences a and c?
In engineering, it may be more common to use reference numbers
(footnotes): Crystals are used in electrical signals.1
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VII. SUMMARY REMINDER PHRASES
In a long summary, you may want to remind your reader that you
are summarizing:
The author goes on to say that...
The article further states that...
X. also argues / believes that...
X. concludes that...
In the second half of the paper, X. presents...
In fact, you may want to mention the author’s name at three points
in your summary — the beginning, the middle, and the end. In a short
summary, it would not be appropriate. When you do mention the author
in the middle or end of the summary, be sure to use the surname only:
Goodman goes on to say... Suzuki also believes that...
Some of the following linking words and phrases may be useful in
introducing additional information:
additionally
also
furthermore

in addition to
further
moreover

The author further argues that...
● Task 11
Try to improve the following sentences:

1. In addition, the article also discusses about the dangers of...
2. In Smith’s article, he also points out that...
3. Harmon concludes that current regulations need to be re-examined.
4. Smith concludes about the current changes in regulations.
● Task 12
a) Complete your own summary of the Nile passage in Task One. Try
to limit yourself to 150 words or less.
b) Choose a short article or article passage from your field of study
and write a summary.
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● Task 13
Prepare a 3 to 4-minute presentation summarizing the article or book
you have read and be ready to make it in class. Make sure your presentation meets the requirements discussed in “Basics of Academic
Speaking”.

VIII. CHECKLIST
1. The first sentence in your summary includes the name of the
author of the original, its title, date of publishing and the main
idea.
2. Your summary is of the length required by the teacher; it is
considerably shorter than the original text.
3. Your summary doesn’t include all the minor details of the text.
4. The summary covers all the parts of the original
5. You don’t include your own comments or evaluation.
6. You don’t copy portions of the original. Instead, you paraphrase the material (except specialized vocabulary or technical
terms).
7. When necessary, you use quotations.
8. Your summary includes enough support and detail.
9. You maintain the flow of your summary by using transitions.
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UNIT TEN

ABSTRACTS
I
II
III
IV

Research paper abstracts
Conference abstracts
Citations in conference abstracts
Checklist

In this final section of the book, we are going to work on two kinds
of abstracts. The first ones are to be placed at the beginning of a research paper (RP). In most situations, these will be abstracts based on
texts that you have already written. Second, we will work on the conference abstract. In this case, you may or may not have a text to work
from. (Based on: John M. Swales and Christine B. Feak. Academic
Writing for Graduate Students. A Course for Nonnative Speakers of English. – Ann Arbor: The University of Michigan Press, 1994.)
I. RESEARCH PAPER ABSTRACTS
RP abstracts usually consist of a single paragraph containing about
ten full sentences (they may be shorter than that).This kind of abstract
is more important for the reader than for the writer.
There are two main approaches to writing RP abstracts. One of
them is called the ‘results-driven’ abstract, because it concentrates on
the research findings and what might be concluded from them. The other approach is to offer an ‘RP summary’ abstract, in which you provide
one- or two-sentence synopses of each of the paper’s sections.
In both cases, the abstracts will be either informative or indicative.
Indicative abstracts just indicate what kind of research has been done.
Informative abstracts, in addition, give main results. Most RP abstracts
should aim to be informative. However, this may not be possible with
very long papers or with very theoretical ones (as in mathematics).
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● Task 1
Read the two drafts of the abstracts for a mini-RP. Then answer the
questions that follow.

Version A
A count of sentence connectors in 12 academic papers produced
70 different connectors. These varied in frequency from 62 tokens
(however) to single occurrences. Seventy-five percent of the 467 examples appeared in sentence-initial position. However, individual connectors varied considerably in position preference. Some (e.g., in addition)
always occurred initially; in other cases (e.g., for example, therefore),
they were placed after the subject more than 50% of the time. These
findings suggest that a research for general rules for connector position
may not be fruitful.
Version B
Although sentence connectors are a well recognized feature of academic writing, little research has been undertaken on their position. In
this study, we analyze the position of 467 connectors found in a sample
of 12 research papers. Seventy-five percent of the connectors occurred
at the beginning of sentences. However, individual connectors varied
greatly in positional preference. Some, such as in addition, only occurred initially; others, such as therefore, occurred initially in only 40%
of the cases. These preliminary findings suggest that general rules for
connector position will prove elusive.
1. The journal requirements state that the abstracts accompanying
papers should not exceed 100 words. Do versions A and B qualify?
2. Which version is ‘results driven’ and which is an ‘RP summary’?
3. Compare the tense usage in versions A and B.
4. Which version do you prefer? Why?
5. Some journals also ask for a list of key words. Choose three or
four suitable key words.
Language Focus: Linguistic Features of Abstracts
1. The use of full sentences;
2. The use of past tense (exceptions are quite common here, too);
3. The use of impersonal passive;
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4. The avoidance of negatives;
5. The avoidance of abbreviation, jargon, symbols and other language ‘shortcuts’ that might lead to confusion.
● Task 2
Find five abstracts from a journal in your field and analyze them in
terms of the above characteristics. To what extent do your findings
agree with them?

II. CONFERENCE ABSTRACTS
This second type of abstract is somewhat different from the research paper abstract. It is usually much longer; most of a page or even
two pages rather than one paragraph. It is independent. In other words,
whether you are accepted for the conference program depends entirely on how your conference abstract is perceived by the review
panel, i.e. by members of the organizing committee..
Your primary audience is, therefore, the conference reviewing committee. Appealing to the conference participants is a secondary consideration. At the beginning of this Unit, another difference was mentioned: it is very possible that you do not yet have a text to construct
your abstract out of it. Finally, it is also possible that you have not
completed all the work for your RP. In effect, your abstract may not be
entirely informative.
In consequence of these and other factors, conference abstracts are
much more of ‘selling job’ than RP abstracts. As a result, most conference abstracts have an opening section that attempts to
♦ create a research space,
♦ impress the review committee, and
♦ appeal (if accepted) to as large an audience as possible.
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● Task 3
Here is a successful conference abstract in the field of business management. Read it and do the tasks that follow.

Speed and Innovation in Cross-functional Teams
(1) The competitive and uncertain business environment of the
1990s requires an accelerated product development process with greatly improved coordination and integration among cross-functional teams
(Denison, Kahn and Hart 1991). (2) Their successful product development effort suggests that speed and variety in perspective and expertise
are compatible. (3) Although product development using cross-functional teams has been drawing much attention from academics as well
as the corporate world, research into its organization and processes is
still underdeveloped. (4) This deficiency is significant because the traditional literature on decision making has assumed that speed and variety are, in reality, incompatible. (5) This paper elaborates the process
of cross-functional team efforts, based on interviews and observations
over a two-year period. (6) A model is developed and operationalized
with 22 survey measures and tested with data from 183 individuals on
29 teams. (7) Results show that product development using cross-functional teams is highly correlated with time compression, creativity, capability improvement, and overall effectiveness.
1. Identify all the instances where the author uses evaluative language to strengthen his case for the acceptability of his research.
2. Find the instances of metadiscourse (i.e., when the author talks
about his or her own text).
3. Where is the division between the ‘scene setting’ and the actual
study?
4. Why do you think the abstract was accepted?
5. Where do you suppose the author was in his study when he wrote
his conference abstract?
a. Almost everything had been done.
b. All the data had been collected and analyzed, but the model was
not yet developed.
c. The data had been collected, but only analyzed in a preliminary
way in order to get a sense of where it was going.
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III. CITATIONS IN CONFERENCE ABSTRACTS
In many cases, a conference abstract is read and assessed very
quickly — maybe in only a few minutes. Under these conditions it does
no harm to try to indicate at the beginning that you understand what is
going on in your own specialized area. For that reason, many conference abstracts contain one or two carefully selected references to recent
literature. They are called citations (do not confuse them with quotations, which are always placed in quotation marks “… “).
In this way, authors can communicate that they are in touch with the
latest developments.
● Task 4
Your research advisor contacts you about an upcoming regional conference and suggests that you submit a conference abstract based
on your current work. The deadline is ten days away. The abstracts
should be anonymous and contain between 150 and 200 words. Make
sure you have a draft ready for your next academic writing class.
● Task 5
Based on your abstract, prepare a short presentation for your group
mates. Be ready for their evaluations and think of your evaluation
when listening to your peers’ presentations.

IV. CHECKLIST
1. Your research paper abstracts do not exceed 10 full sentences.
2. You use full sentences, past tense, and impersonal passive.
3. You try to avoid negatives, abbreviations, jargon, symbols and
other language ‘shortcuts’ that might lead to confusion.
4. Your conference abstracts are of the length required by the
conference review panel.
5. To show that you are in touch with the latest developments in
your field, you include some references to recent literature.
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UNIT ELEVEN

REVIEWS (CRITIQUES)
I
II
III
IV
V

Definition
Language Focus: Unreal conditionals
Critical Reading
Writing Reviews (Critiques)
Checklist

I. DEFINITION
A Review = Critique [krɪ’ti:k] means a critical assessment (positive, negative, or a mixture of both).
Reviews (= Critiques) may have various structures, but the simplest
is a short summary followed by an evaluation. This Unit is concentrated
on the evaluation portion. (Based on: John M. Swales and Christine
B. Feak. Academic Writing for Graduate Students. A Course for Nonnative Speakers of English. – Ann Arbor: The University of Michigan
Press, 1994.)
Before working on a review (critique), it would be useful to focus
on Academic Writing Formats and Citations.
● Task 1
Find an article from a professional journal in your field and write responses to the questions below.

Title of article:
Author(s):
Title of journal, date:
Page numbers:
1. What kind of article is it (e.g. research report, review of the literature, analysis, argumentation, etc.)?
..........................................................................................................
164

2. Does the article have an abstract at the beginning? [See Unit Ten
on Abstracts] If yes, approximately how many words?
..........................................................................................................
3. What headings and subheadings are used in the article?
..........................................................................................................
4. How are footnotes indicated within the text (e.g. by author, date,
page as in Smith 2009:20)?
..........................................................................................................
5. Give an example form of a citation from within the text.
..........................................................................................................
6. Is there a list of sources at the end of the paper? What is this section of the paper called?
..........................................................................................................
7. Give an example of the form used in the bibliography of the
paper.
..........................................................................................................
***
In addition to what you already know about writing academic texts
(a summary, in particular), there are at least two further elements that
are needed to write a successful critique: unreal conditionals and evaluative language.
II. LANGUAGE FOCUS: UNREAL CONDITIONALS
In a review (critique), you will need to express criticism by saying what the author should have done, but did not do. Here are some
examples:
It would have been better if the author had either illustrated this
variation, or restricted his discussion to the United States.
A sentence or two giving the historical background for this would
have been helpful.
This article would have been more convincing if the author had
related his findings to previous work on the topic.
It would have been better if the authors had given their main findings in the form of a table.
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NB! The structure of these conditionals is as follows:
would / might / could + Perfect Infinitive [have + Participle II] +
comparison + if + noun phrase + Past Perfect of a verb
These conditionals refer to an unreal condition in the past and are
common in critiques because the texts being critiqued have already
been put into final form (published).
In a critique, the if-clause in the past unreal conditional often occurs
second. Why is this so?
Present unreal conditionals, on the hand, describe a hypothetical
situation in the present. In these, the past [simple, indefinite] tense
forms are used. In a consultation with your writing teacher you may
have heard a sentence like this:
Your paper would be stronger if you included some additional information.
In this sentence it is clear that the possibility for revision still exists.
Complete and exchange these thoughts with a partner.
1. My English test result would have been better if...
2. My meeting with my research advisor would have gone better if...
3. My last writing assignment would have been better of...
Now notice the italicized verb forms in the following:
The author should have provided more data about her sample.
Although this is an interesting paper, the authors could have given
more attention to the fact that their model of consumer choice is based
only on U.S. data.
Notice that should expresses a strongly negative comment, while
could is less strong. Should have is a criticism, could have is more a
suggestion, and might is a weak suggestion.
Language Focus: Evaluative Language

The final requirement for critiques is that they show appropriate
use of evaluative language. All the content parts of speech can be used
for this.
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Nouns:
Verbs:
Adjectives:
Adverbs:

success
succeed
successful
successfully

failure
fail
unsuccessful
unsuccessfully

Evaluative Adjectives

It is typical in critiques to summarize your views by describing
the source with one or two evaluative adjectives. Any of the adjectives
from Task Two could, for example, be placed at the beginning of a closing evaluative paragraph: In this ____________ study, X and Y...
● Task 2
Rate the adjectives as follows:

+ + = very positive;
0 = neutral, uncertain;
– – = very negative.
____ unusual
____ modest
____ useful
____ significant
____ careful
____ elegant
____ complex
____ remarkable

+ = positive;
– = negative;
____ limited
____ small
____ flawed
____ innovative
____ competent
____ simple
____ small scale
____ preliminary

____ ambitious
____ important
____ restricted
____ interesting
____ impressive
____ traditional
____ exploratory
____ unsatisfactory

Sometimes, we can make contrasting pairs of adjectives:
In this ambitious, but flawed [= full of errors] study, X and Y...
Can you create three other suitable combinations?
III. CRITICAL READING
You are now going to read a short report from a field that you are
familiar with: English as a Second (= Foreign) Language (ESL).
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ESL Spelling Errors
Lee S. TESDELL (University of Petroleum and Minerals)
This study investigated spelling errors in compositions written by
students from four different language backgrounds at Iowa State University. 56 writing samples were collected: 9 from Arabic speakers,
10 from Chinese speakers, 20 from Malay speakers, and 17 from Spanish speakers. All of the students had achieved a minimum of 500 on the
TOEFL [Test on English as a Foreign language]. They were all enrolled
in academic programs at Iowa State in 1981. [Introduction]
Four hypotheses were stated: 1) that ESL students at this proficiency level would make more spelling errors than native speakers, 2) that
the ESL students would make more habitual errors (real mistakes) than
slips (misspellings), 3) that at this level there would be more spelling
errors among those using the Roman alphabet (Spanish and Malay),
and 4) that ESL students would make more mistakes in the medial position of the word than initially or finally. [Methods]
The results showed that for the four language groups the error
percentage mean was 1.88% of total words written; native speakers
exhibit a 1.1% error rate (Chedru and Gerschwind, as cited in Wing
and Baddeley 1980). Second, the research showed that the ‘slip’ mean
for all languages was .19 errors, while the habitual error mean was
3.66 errors. Third, contrary to Oiler and Ziahosseiny’s findings (1970),
the difference between the non-Roman and Roman alphabet language
error percentages was found to be insignificant. Fourth, it was found
that the means for error position of all four groups were as follows:
initial was 4.28 errors, medial was 2.61 errors, and final was 6.6 errors.
[Results]
The results of this study suggest that we have no evidence that spelling pedagogy should vary from language group to language group. The
ESL students made more ‘real mistakes’ than slips, which indicates that
the spelling skills of ESL students of all language backgrounds need to
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be improved. Further studies of spelling errors of other language groups
and proficiency levels would help the classroom teacher of ESL to understand more about how to confront spelling problems. [Discussion]
References

Chedru, F., and N. Gerschwind. 1972. Writing disturbances in acute
confusional states. Neuropsychologia 10: 343-353.
Oiler, John W., and Seid M. Ziahosseiny. 1970. The contrastive
analysis hypothesis and spelling errors. Language Learning 20 (2):
183-189.
Wing, Alan M., and Alan D. Baddeley. 1980. Spelling errors
in handwriting. In Cognitive processes in spelling, Uta Frith (Ed.),
251-286. London: Academic Press.
● Task 3
Read the report fairly quickly to get an idea of what it is about. Answer
the following questions with a partner or in a small group.

1. The above report is divided into 4 paragraphs which have the
labels Introduction, Methods, Results, and Discussion. Do you agree
with these labels? If not, what labels do you suggest?
2. Why is the next to last sentence in paragraph 1 in the Past Perfect?
3. Notice that paragraph 2 consists of one single sentence. Look back
at Unit Two Punctuation. Can you make a suggestion for revision?
4. In paragraph 3, what evidence do you have (either for or against)
that Tesdell has read the 1972 work by Chedru and Gerschwind?
● Task 4
Here are some criticisms of Tesdell’s report (positive comments are
not included here). Discuss the list and mark each criticism as R (reasonable) or U (unreasonable).

____ 1. Iowa State University may not be a typical institution;
therefore the research should have been carried out across a range of
universities.
____ 2. Fifty-six writing samples is too small, especially when we
remember that students are from four different language backgrounds.
____ 3. There should have been equal numbers in each subgroup.
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____ 4. It is important to know more about the academic programs
in which the students were enrolled, as this may affect the results.
____ 5. In the 2nd hypothesis, the criterion for distinguishing ‘slips’
and ‘habitual errors’ will not work well if the writing samples are short.
In short samples, there will be little opportunity for words to be used
more than once.
____ 6. Given the sample size, the difference between 1.88% and
1.1% is unlikely to be statistically significant.
Do you have any other criticisms of Tesdell’s report that you consider fair and reasonable? Work in a group to come up with at least two
more. (Pay attention to the years of publications in the References.)
● Task 5
Now consider the following final section of another critique of Tesdell’s
report. (The summary part of the critique is not given.) Which of these
criticisms do you accept as being ‘fair and reasonable’ and which as
‘unfair and unreasonable’?

This study cannot prove that the hypotheses are true. The reasons
are as follows:
1. The total sample size is too small, especially when it is divided
into 4 different language backgrounds — Arabic, Chinese, Malay, and
Spanish. These 4 groups do not represent the entire ESL population;
therefore, the confidence interval needs to be reduced.
2. The investigation does not provide enough information about the
population. For example, academic field, age, or amount of sampled
students’ experience would affect the testing outcome. In addition, if
the population is non-normal, the form of the distribution will be incorrect.
3. The level of significance and the values for which the null hypothesis should be rejected in favour of alternative hypotheses are unknown; thus, the acceptable region cannot be determined.
IV. WRITING REVIEWS (CRITIQUES)
So far the evaluation of Tesdell’s report has been entirely negative.
However, only thinking negatively is probably ill-advised. After all we
170

rarely choose articles for critiquing because we think they are worthless.
It would be possible to structure the evaluation of the Tesdell report
in this way:
Tesdell

provides
offers

a small
piece of
interesting topic.
minor
research relevant
preliminary on a(n)
important
However, the study
suffers from a number of limitations.
exhibits several weaknesses.
can be criticized on several counts.
raises as many questions as it answers.
or: However, at least in its published form, the study apparently
suffers from a number of limitations.
● Task 6
Now write your own review (critique) of Tesdell’s short paper.
Language Focus: Inversions

You already know that English usually requires an inverted word
order for questions. You also probably know that a different word order
is required if a ‘negative’ word is used to open a sentence:
Not only has the author presented some valuable new information,
he has also presented it in a very clear and coherent way.
In no case do the authors provide any statistical information about
their results.
Notice how the auxiliary verb precedes the subject, as in a question.
Now look at this statement, first inverted, then in normal word order:
Particularly prominent were functional strategies...
Functional strategies ... were particularly prominent.
In Academic Writing, inversion is a very strong highlighting device
and should only be used for special emphasis, as when we want to single out one result / problem / fault from many others.
Here is an example:
Particularly important was [any other form of ‘be’] the discovery
that many computer viruses have no known source.
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Complete the following:

1. Especially interesting ________________________________.
2. Much less expected __________________________________.
3. Rather more significant _______________________________.
4. Especially noteworthy ________________________________.
5. Of great concern ____________________________________.
Before writing your own reviews (critiques), study these guidelines:
If your introduction sug- Your critique should probably contain:
gests:
* 2-3 paragraphs which elaborate on
* A positive opinion
the positive aspects of the text;
* 2-3 paragraphs which elaborate on
* A negative opinion
the negative aspects of the text;
* 3 paragraphs arranged in this or* A mixed opinion:
positive/negative
der:
— the weaker (positive) opinion first
negative/positive
(one paragraph)
— the stronger (negative) opinion
last (two paragraphs)
3 paragraphs, with the above order
exactly reversed
***
General criteria for a critical commentary:

1. The importance of the subject matter. Is the subject under discussion one which is central, or is it one which is peripheral?
2. The timeliness of the article. Is the subject of current interest, or
is it an issue which has already been thoroughly discussed?
3. The length of the article. Does the writer adequately cover the
subject within the limits of the article? Should the ideas be developed
more completely? Is it too long or short? Is too much information included?
4. The objectivity of the writer. If the writer intends to present the
results of research (objective data), does he/she do so? Are personal
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opinions added? If so, are they clearly identified as such?
5. The interpretation of data. Does the writer’s interpretation of
data seem to be valid, or does it seem that data are manipulated to support preconceived opinions? Are the conclusions logical, based on the
evidence presented?
6. The thoroughness of treatment of the subject matter. Has the
writer presented all the pertinent data about the subject, or has important information been overlooked or deliberately omitted?
7. The practicality of the suggestions. Do the writer’s conclusions
seem realistic, or do they seem too theoretical to have any ‘real-life’
application?
8. Other experts’ opinions. Do the ideas proposed contradict other
information you may have read on the subject, or are they supported by
most leading scholars in the field?
9. Personal interest in the subject. Is the subject of the article of
particular interest to you, or do you find it completely uninteresting or
not applicable to your purposes in reading the article? Give specific
reasons why it is or is not.
In a short review, of course, you would not apply all of these criteria. You should choose two or three as your main focus and develop
them thoroughly.
● Task 7
Now write a review of a paper from your field of study or of an article
on a related subject. You may even choose one in Russian or Belarusian and present a critique of it in English.
● Task 8
Make a review presentation in class and be ready to discuss it with
your peers.

V. CHECKLIST
See the general criteria of a critical commentary (a review, a critique) above.
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Appendix
I. Correction Symbols
Symbol

Explanation

sp

spelling error

s/p

wrong subject / predicate agreement

Λ

add something

prep

wrong preposition

art

wrong article

wf

wrong word form

w

wrong word

cap

capitalization error

p

punctuation error

t

wrong tense

w.o.

//

wrong word oder

parallelism

pron

wrong pronoun

Z

a new paragraph

Sentence marked with a
correction symbol
sp
Her/adress is at...
s/p
He often play golf...
Λ
He arrived Minsk
prep
She is in school now
art
It was the nice day
Thanksgiving is
wf
celebration in November.
w
It is not easy to make a
research.
cap
the english language
p
However he found...
t
He work in France before
the war.
w.o.
I wonder what has he decided to do.
She went jogging, swimming and
//
to shop.
pron
Ann is my sister. He lives
in Kiev.

Corrected sentences
Her address is at ...
He often plays golf
He arrived in Minsk
She is at school now
It was a nice day
Thanksgiving is celebrated in November.
It is not easy to do a
research.
the English language
However, he found...
He worked in France
before the war.
I wonder what he has
decided to do.
She went jogging,
swimming, and shopping.
Ann is my sister. She
lives in Kiev

2. LATIN PHRASES

Nearly all academic languages make occasional use of Latin phrases. English is
no exception. In fact, the tradition to incorporate bits of Latin remains surprisingly
strong. For that reason, this appendix (appendix is a Latin word!) deals with the
expressions that will help you both in reading and writing.
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Did you know that per in per cent or kilometers per hour is a Latin preposition
that originally meant through or by? Per is also used in the Latin expression per se
meaning through / of / by itself, and hence, intrinsically or simply as such. You can
see it in the following sentence:
Although education conveys important economic benefits, it also valuable per se.
As this example shows, Latin expressions are often set apart from the English
language text by italics.
Did you know that all the following abbreviations derive from Latin? How many
do you know? How many can you give the full form for?
e.g.
i.e.
NB
a.m.
p.m.
P.S.
etc.
A.D.
et al.
This part of Appendix is divided into three sections.
I. Latin Expressions Referring to Textual Matters
Expression
Cf.
e.g.
et al.
etc.
errata
ibid.
i.e.
infra
loc.cit.
N.B.
op.cit.
passim
P.S.

Full form
confer
exempli gratia
et alii
et cetera
errata
ibidem
id est
infra
loco citato
nota bene
opere citato
passim
post scriptum

Literal Meaning
compare
free example
and others
and others
errors
in the same place
that is
below
in the place cited
note well
in the work cited
here and there
after writing

sic
supra
viz.

sic
supra
videlicet

thus
above
obviously

Modern use
compare
for example
and other authors
and others
list of typographical mistakes
the same as the previous reference
that is to say
see below
in the place cited
take note
in the work cited
the point is made in several places
something added after the signature
the error is in the original quote
see above
namely
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2. Latin Expressions Starting with a Preposition
a fortiori
a posteriori
a priori
ab initio
ad hoc
ad infinitum
ad lib
ante meridiem
circa (c. or ca.)
de facto
de jure
ex post facto
in memoriam
in situ
in toto
in vitro
in vivo
inter alia
per capita
per diem
post meridiem
post mortem
pro rata
sine die

with even stronger reason
reasoning based on past experience, or from effects to causes
deductive reasoning, or from causes to effects
from the beginning
improvised, for a specific occasion, not based on regular principles (e.g.,
an ad hoc solution.)
to infinity, for ever or without end
at will, so to speak, off the top of the head
before noon (typically abbreviated A.M. or am)
about, approximately (used with dates (e.g., c.12th century)
from the fact, existing by fact, not by right (e.g., in a de facto government)
from the law, existing by right
after the fact, retrospectively
in the memory of a person
in its original or appointed place (e.g., research conducted in situ)
in its entirety, in full
in a glass (e.g., experiments conducted in vitro)
in life, experiments conducted on living organisms
among other things
per head (e.g., a per capita income of $2,400)
per day (e.g., expenses allowed each day)
after noon (usually abbreviated to P.M. or pm)
after death, an examination into the cause of death
in proportion (e.g., pro rata payment for working half time)
without a day, with no time fixed for the next meeting

sine qua non

without which not, an essential precondition for something

3. Other Latin Expressions
Anno Domini
(A.D.)
bona fide
caveat
ceteris paribus
ego
locus classicus
quid pro quo
status quo
verbatim
viva (voce)

in the year of the Lord, or the number of years after the beginning of
Christianity
in good faith (e.g., a bona fide effort to solve a problem)
a caution or warning (e.g., Caveat emptor, ‘let the buyer beware’)
other things being equal (used by economists)
literally ‘I’, the projection of oneself
the standard or most authoritative source of an idea or reference
something for something, to give or ask for something in return for a
favor or service
things as they are, the normal or standard situation
дословно
an oral exam

Add more Latin expressions to the above list.
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