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1. Grammar 3

Purpose of this Section Z<EZHEEE

This section provides information on the following grammar errors:

BERBOI S A LR 2GS R EGH -

o Fragments 4]

o Garbled Sentences 3E & &1 4)

o Subject-Verb Agreement Errors - BfjZa] N—2
e Verb Form Errors BfjZallRfRESE 0

e Pronoun Errors {44525

o Possessive Errors g f& 455

e Wrong or Missing Word #8758\ g+

e Proofread This! H R

Criterion can provide feedback on many grammar and sentence structure errors, but not all of
them. Use this section to help you correct errors. Check with your instructor if you do not
understand how to revise the errors that are highlighted.

Criterion HYRIIRFIRIBEFASL AT LAFE IE A Y 5005 B gtgiiane - {HAGIESTE « (o AT A 2K
FURGUESERR - AR ARAE TIEADRHSAUSERR » AIRHR 2RI EHT -

Some grammar errors are caused by misspelling or mistakes in typing. When Criterion identifies a
typing or spelling error that might be causing a grammar error, the feedback message will let you
know.

A B SRS EROE A 7 B T AN IEMERTTE Y - Criterion 25 28 B FLAREIE - & EHIIRF o gt
AU PRI

The feedback in “Proofread This!” points out errors that are difficult to name or classify. Often
these errors occur when a word is missing, an extra word is added, or the wrong form of the word
is used.

RUIRFEI AR AR Ry T IChEEaR | B H e AP s R Sl IR BE R m R R B
ARSI BRI T BOE B U RE SR TS Y -

1.1 Fragments 74

A sentence is complete when it has a subject and a verb and expresses a complete thought.
Another name for a sentence is an independent clause. A fragment is not a complete sentence
because its thought is not complete, even though it starts with a capital letter and ends with a
punctuation mark. It is missing either a subject or a verb or both.

AR b FR Ay R A E R T o B RS IR i Se ) - BNLENT ) - A
SERE) )T RIBEA TR 2 DUR B REBHEE » SO DA BGRER » Sse N e sy a1 Al heE
T 1 A el o S AR




Here are two examples of fragments:

xe AT W R O BT -

Where the mosquitoes made him miserable.
Fear of being in a closed or narrow space.

These two groups of words cannot stand alone as complete sentences. They can be corrected in
two ways. One way is to attach the fragment to a complete sentence:

ia W ERAH AN REm  F AR L a1 » T DA G ZUE IR » B — S HE A oo d ey /) gl —
flel5e s h) |k

Simon left the campsite where the mosquitoes made him miserable.

Another way to correct fragments is to add a complete subject, complete verb, or other words that
express a complete thought:

S—(EME IR SN B oe By 350 ~ BhEa s n T {EhE e s g o
Claustrophobia is a fear of being in a closed and narrow space.

Sometimes readers can figure out the meaning of a fragment by rereading the sentences that come
before and after it. As you revise, make sure that your reader does not have to struggle to
understand your meaning. Turning fragments into complete sentences usually shows the
connections between ideas better than a sentence fragment by itself can.

AR T v AR AT 1 el — il m i A s R vl E ik nliy - MERZIMER IR & A
TARSEE I T IROR T SN AT o PLEL B — (8T 1) » SN SE B sl Se B i
e IR R SO L IR -

1.2 Garbled Sentences SE R NEHA)F

A garbled sentence contains several errors in grammar, usage, and mechanics that make a
sentence difficult to understand. The entire garbled sentence is highlighted in the Grammar
feedback category. All of the individual errors in a garbled sentence are also highlighted in each
feedback category.

SRR ) TR T ~ AR EAOSS > LABUh) TR - FIRS 05,
SR TR0 HH EREE RN AT REATERIR A B AR A I S AR
MR o

You could try reading the garbled sentence out loud to see if you can hear the mistakes in it. Or
you can review the errors that are highlighted in each feedback category. Ask your instructor or
writing tutor for advice on improving this type of sentence. Your writing instructor may want you
to try another method of revising.

TR A DAER EANEI A F RE K BE RSN RETE T RSEas © seadami BRI S
SNBSS - ORIV S E Rl 7 SR IR TR AR AR T 1) 5 [ Ay et -
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1.3 Subject-Verb Agreement Errors FBjFEA~—3

Make sure the subject and verb agree in number. HEE 3 56| SB)ZR Y B &8 -

A singular subject takes a singular verb, and a plural subject takes a plural verb.

PSS O PR A - i 8 R NS FE O A -

For example, the singular subject ("teacher") agrees with the singular verb ("was"):

PEAMRS - BRECEGA teacher SRLRAHC BB @G was
The teacher was on the picket line.

Or the plural subject ("teachers") matches the plural verb ("were"):

IR teachers ELAFUE N were
The teachers were on the picket line.

You should never have a singular subject with a plural verb, or vice versa.

AN REfU BB Al A8 E@ e - SOZIRIK -

For example, the following is incorrect:

PEATEE » DA NS f)iE AN IEERY
Many student think having a dress code is a bad idea.

This sentence can be edited to make the subject and verb agree, either by making the subject
plural (students think) or the verb singular (student thinks).

sE ) ] DA T Rl B ] — 2 AN AR AT (students think) » 5k g EhaRI i B
% (student thinks) °

Make sure the subject and verb agree when they are separated by a phrase.

B EFMBIES AR B - RERR MR EEBRIRIIR 3 -

When you place phrases between the subject and the verb, you sometimes inadvertently forget to
make the subject and verb agree in number. Here is an example:

TR P RE A R BB RRI A HR Y > — N R SRR AR N R B I R — 3
B -

The participation of the players were welcomed.

Since the subject of this sentence is "participation”, which is singular in number, you need a
singular verb. The sentence should read:

18 F) Y A participation S FLS - FTDAfRTEE {1 BN - 5t HERL TR ¢




The participation of the players was welcomed.

Make sure a compound subject has a plural verb. FESEE & F BN SEBEEH -

When you proofread your work, correctly identify the subject in your sentences. For example, the
following sentence has more than one subject:

ERMEAHIRA SCEERT > e A0y R o BT N AAs 2 425 -

Early in the morning, one science teacher and one gym teacher were picketing the
school.

In this case, the complete subject is compound ("science teacher" and "gym teacher"), and so the
verb must be plural ("were").

{EEE T » Tl &1 (science teacher J} gym teacher) » FffDLIE) A 2% e 8507

(were) °

Make sure a collective noun agrees with the verb. FESLEES LB EIRE—3 -

When you use a collective noun such as group, jury, family, or board of trustees, you choose to
make the verb singular or plural according to how you intend to show the group acting. In
American English, collective nouns are usually singular as in this example:

BRI HEES F45A > 2 group ~ jury ~ family B board of trustees [KF > 58 AKIIRFTE AR5
WLEEEHITER - R G E R B - fERRi  SEa Al e B el -

The jury was unanimous in its decision.

However, sometimes you might want to emphasize that the group acted as individuals, each for
him- or herself. Then you can write:

(B AR AR S (el s TR 3L - kR UGS
The jury were divided among themselves, even after deliberating for two days.

While correct, this sentence sounds awkward. You might want to change the word "jury" to "jury
members."

ANEE A FREIR IEAE - PREEARAIA ACHNE » /AT DA jury 25 jury members <

1.4 Verb Form Errors BjZalEriBsEaR

Verbs are parts of speech that express action (jumped, shows) or a state of being (are, was).

B A T > TLAEEEIE (4] jumped - shows) BRIKAE (Alare » was) -




Verbs are the heart of a sentence. Get your instructor advice on improving your use of verbs,
especially if you don’t understand the highlighted verb errors in your essay.

Bl )T IR L - HEHERTREE A HE IR O BRI EE )T > CHIE H IR SR P R
BRI SE BE -

Helping Verbs BhEhEH

Helping verbs (or auxiliary verbs as they are sometimes called) precede the main verb.

BhEhea (AR R EDRE) HEA e EEhRAT -
All of these are helping verbs: LA T ig el e BhihEA ¢

be, am, is, are, was, were, being, been, has, have, had, do, does, did, can, will, shall,
should, could, would, may, might, and must

Overlooking helping verbs can ruin your sentences: 4> | BhlljEal ey (i 4] - i i

Many people don’t know what they going to do after graduation.
I going to give step by step instructions.

In the first sentence, "they going" should be "they are going." In the second, "I going" should be "I
am going." Make certain that you use the correct form of the main verb with the helping verb.
How would you improve these sentences?

FE—EA] T » they going FEESFY they are going ; {F25 4 1 going % E [ am going o
AEASE I BhEhEAIRE » SRS A S 7 BhAAlIRRE - DU E i A R Er i E g ?

They are go to a four year college.
The rules should always be maintain.

Yes, the main verb form in the first example should be "going" and "maintained" in the second
example.

WS o A — A R T BRI REMELSS going » 25 {lEHI A HIJFECK S maintained -
Make sure you do not use “of”’ after a helping verb. BhEjZERETEEH of -

In some verb phrases, there are two or more verbs being used (should have happened, might be
eaten, could have decided). Here are examples in which the word "of" was used:

AF e Fr s @i F] s 5T 2@ (U should have happened, might be eaten, could
have decided) - LI NA Wi T of BYA]F -

They would of stayed one more month if possible.
In that time, he could of finished the project.




"Of" is a preposition, not a verb, and in each of these sentences "of" should be replaced with the
helping verb "have."

of JES % » AN EHEA > AERIR) Y of HMERS AR BIE) G have ¥ -
Make sure you use helping verbs correctly. 1ERER {5 FHBhEhE] -

Verbs such as might, must, can, would, and should are helping verbs that express conditions that
restrict an action or being. Here are two examples:

AL > {4 might ~ must ~ can ~ would ~ should - ERBIER] - FREFLGIRRE_EAYFRT] -
IR = 7L T

I might have gone to the party if I had been invited.
If I were the president of the United States, I would support expanding our railroad
system.

Helping verbs must be used to express a wish that is contrary to the facts as in this example.

IMAE NI BhlEaw sk s B R B A S -
I wish there had been a way to prevent my brother’s accident.

Helping verbs also indicate action completed or occurring at a specific time. Helping verbs like
"had" and "have" show the relationships between two actions in time. For example, in this
sentence, the looking happened in the past before the finding happened:

BhBfsal R A TR 25— IR R AR e 5e s BN - 5liEihsa] had AT hav A 23R /i[5 %
WIRFEIBR L » AEE Bt S > T4 5 (looking) sEfEBIfFAEM LA ERIIRFHILE T 5835
(finding) BAFFH

I had looked at several computer games before I found this one.

Here the action is happening and will probably happen for some time:

e PRI R IEAEE I H rTREEr RR A T — BURF B 1
I am looking at several computer games and trying to decide which one I like best.

Here the action is expected to be completed by some future time:

1 AR E— (AT S A EAR AR S U B -

I will have completed my search by end of the school year because I want to play my new
game with my cousins when they visit.

Make sure you use the infinitive form of the verb correctly. TERERI{EE A B3




The infinitive is the basic form of every verb, and it is from the infinitive that all other verb tenses
come. The infinitive is formed by using the word "to" plus the present tense form of the verb. In
the following sentences there are incorrectly formed infinitives:

ANE e R (EEER Y > SRR RE R AN E RN AR AR © AEFE to il E3RAE
AEGEA © U AN wrl Sl -

Soil works as a sponge to holds water.
He wanted to spent time with his family.

The infinitive in the first sentence should be "to hold," and "to spend" in the second sentence.
B — I E Rl fEE to hold » 25 /] HIJ)E to spend -

Use infinitives to show action that is occurring at the same time as, or later than, the action of the
main verb.

{5 FHANAE il B B TR = Bl ] — R ] i 8 4
1 like to play video games.

This sentence means that the "liking" is happening at the same time as the "playing."

OB S dike) Albe (playing) Sl AR -

1.5 Pronoun Errors {44585

Make sure that pronouns and their perceding antecedents agree.

MR AR E A AR AEY—3 -

Just as the subject of your sentence must agree with the verb, any pronoun you use must also agree
with the noun or antecedent that it stands for. If you are using a pronoun to replace a singular
noun, you use a singular pronoun; if you are using a pronoun to replace a plural antecedent, you
use a plural pronoun. For example:

SLANIR] b5~ HR ) - Rl R SEANBl A — 20 B P AR AR R A AR 4] e 1 7
—E o ERAR AR AR — i BB AR - ORAZE ] BR B Q4R 5 [RIBRAY - AR EARER—
TS T AR E IR AAAE - 2R 1-

Bob caught the dogs and brought them home.

Certain pronouns (called indefinite pronouns) are always singular.

HEIEREN GG ERRRE -

Words like anyone, everyone, someone, anybody, everybody, anything, everything, either, neither,
nothing, and no one are always singular and their pronouns should be singular, as in this example:
15 BEEF {5 anyone ~ everyone ~ someone ~ anybody ~ everybody - anything ~ everything - either
neither ~ nothing A1 no one A BEEUIRE » B EMIRAAGHIE SR #ilan -




Everyone must buy her own ticket.

Get your instructor’s advice on this sentence construction. Some people would prefer the pronoun
to be his or her to indicate that each person, regardless of their gender, is purchasing a ticket.
Some instructors consider his or her constructions awkward and allow everyone to be treated as
plural (everyone must buy their own ticket). Other instructors consider plural construction not
acceptable in good writing.

DLEBV AR RS, » A58 ASEH his 5 her RAURESEHY everyone » ANEMERIE
i o AT LA R his B¢ her fRETFE - M FCATHE everyone &AM 571 everyone must buy
their own ticket » A7 EEE[fIHIEE Ff s FR AN ERZ I BUE BRI I -

Certain indefinite pronouns are always plural. 52IERR @445 R A HBIURE -

Few, many, both, and several sound plural, don’t they?

few ~ many ~ both f{I several LA pR (GRS » AN ENE 2

Certain indefinite pronouns (all, any, more, most, none, and some) can be singular or plural
according to their context.

HEIEFRE 445 (all ~ any ~ more ~ most ~ none 1 some) WJLUEEEEHIAT RS - 4K
BRI E °

In my interview of the actors, all of them said that they wanted to act in Shakespeare’s

comedies.

"All" and "they" have "actors" as their antecedent, which is plural. Keeping a pronoun close to its
antecedent helps to prevent confusion. Don’t be afraid to use the noun again if your reader is
likely to get confused. Here’s an example of a confusing reference:

all 1 they AT actors © 155 [HEGREW - MR RHMUHESET CAMW St T « AR
FEE T REE R NERE - IR DU 445 - DU 2 — SRR E el e)

The President informed the Speaker of the House that all of his opponents should be

meeting with him.

Whose opponents (The President’s? The Speaker’s?) are meeting with whom? This sentence
needs to be revised to change the confusing use of him and his. Here is one way that the sentence
can be corrected:

FIEERERA T RS2 S A ?) BOREER A 2 a6 5] 7 HERLER SRR IERY him
Flhis « DU &SR T A1 -

The message that the President sent to the Speaker of the House was: "l want to meet

with my opponents."
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Use "this" to mean something that is close at hand in space or in time and "that" to refer to
something that is farther away in space or time.

{9 this 2 USRAEZAZ A BR8] EERRSET T AR BPY s Y that fURIRFE] Kz 22 [H]_EERRfERG=
-

This decision by the President is likely to be debated in newspapers in the coming days.
That decision by President Lincoln led to the Civil War.

Excessive use of "it" weakens writing, especially when "it" is used to introduce a sentence, as in
this example:

A it B Algy s RS - RS it A T HIBHEE - G EIBTT

It is unfortunate that children in some countries do not have good medical care
available to them.

Or, in this example, can you figure out what "it" stands for?

N AELL NI IREESHE it PRy ENE ?
Watching the chef make the dessert made it seem easy.

Can you figure out ways to make these sentences more effective? The solution is to rewrite!

VRS TTE AT L E () SR T IEREE ? B 2E T |

When you have antecedents joined by a conjunction (and, or, or nor), don’t forget to make the
pronoun agree in number, as in this example:

R (and ~ or B nor) SRS A FHEY AT IS T ARSI BRSO H B4
—3 - WL MIA]

If Bob and Rick go to the concert, they will need to find their own ride because I don’t

have room in my car.

Some pronouns (some, any, all, most, more, none) can be singular or plural according to the
context in which they are used.

G435 (some ~ any - all ~ most ~ more ] none) ] LUE: BB HIE R, » MRETE A E -
When do you use who, which, or that? {1PERHEEZF who - which B, that ?

Who is used for people with names and for animals with names. Which and that are used for
groups of people, anonymous people, unnamed animals, ideas, and things. You can see both in
this example:

who ‘EFHAAREL LT KB 5 which fil that 2R —REA ~ NHBEELFHIA ~ &
HHFWEY) ~ EERE Y - G5B NI

11




A play that has been treasured by many young actors is Romeo and Juliet, who are
star-crossed lovers from feuding families.

Check with your instructor about how to punctuate word groups that begin with who, which, or
that.

R RERAY E AR SR A FHAELL who ~ which B¢ that BiSE 4] F-H
Make sure you use possessive pronouns correctly. TERERI(E R TRV 4E -

When you are using possessive pronouns, you also need to ensure agreement. For example:

ERBE TR AR - (it S S Pl — 20 - B

The student lost his passport.
On their trip to England, the children’s luggage was lost by the airline.

In the first sentence, the singular pronoun "his" is used to show that the passport belonged to the
singular "student." In the second sentence, "their" is used to show that the luggage belonged to the
plural "children."

ARt 5 > BB AR his FORE B HHEY) student » AEES {5y 7-rf >
BRI their KR T MEHEHY children -

1.6 Possessive Errors fiG &5

When you want to show ownership, use an apostrophe and an "s." The apostrophe is efficient. For
example you don’t need to write:

EREA AU RRF WIS » TRV —(8 T FRRRI R T, o SEEATIRIE A
HI e BRBIARER - IRALET

the dogs owned by our neighbors

when you can write: [KFB{RAJLIES ¢

our neighbor’s dogs

" n

When a noun ends in "s" and the addition of an apostrophe makes the word sound odd, some

writers add only an apostrophe, as in this example:
B ERRTRER Ts o IR s RS R e A A A RN R T
7o o B i gl

James’ friends
In reviewing your work, be certain that you have used apostrophes where you need them. How
should this sentence be corrected?

FEARECORI LR - FERUREEZIN ) FEafryit )y o N ifiiE () - ORas A E e 2

12




A persons freedom can only take him so far.

Writers sometimes put the apostrophe in the wrong place. For example, in the following sentence
the apostrophe should really be between the "p" and the "s" in grownups:

SR NERHEERE T £59% o BMEET > 78 Ny T fERIAEIE grownups
BT Tp,y Ml s 2 -

A grownups’s advantage is that he has already experienced disappointment.

You will only use a possessive word ending with an apostrophe if it is a plural word:

SRR RS - IRATRESE T R i %
We borrowed our parents’ car.

When two or more people share ownership, you use an apostrophe and "s" on the last noun (John
and Jack’s room). When each person has separate ownership, you need to indicate that, as in this
example:

wPERI W R E DL A SRR S IREAER R — s ede - T RFff Ts
(John and Jack’s room) ; {HAIISA—flE A HS 3 B [FEREYYOR » IRELEE SR « B4l

While they come from the same family, lan’s and George’s dreams are very different.

Possessive pronouns don’t take an apostrophe. FrE AN EM 7, &7k -

His, hers, its, ours, yours, theirs, and whose are pronouns that already convey possession, so don’t
add an apostrophe to them. This sentence is wrong:

his ~ hers ~ its ~ ours ~ yours ~ theirs ] whose A& EFEERF AN SHI G » FTLANRGE S
et /R e PUT RIS -

Each art room has it’s own wash area.
It’s means: itis. AJH Tit's | 5& itis EE °

Don’t use an apostrophe when you want to make a noun plural.

R BT B I - NEBEA T AR

An apostrophe shows possession not the plural of a noun. This sentence is wrong:

T FRRFOREFAIIRGE - AR o U] 2R
Vendor’s at the street fair sold animal balloon’s and hotdog’s.

This sentence should be corrected to look like this: IEffEET VL HEES 2

13




Vendors at the street fair sold animal balloons and hotdogs.

Most stylebooks now indicate that numbers, letters, and abbreviations also do not need an
apostrophe to show plural. Here are some correct examples:

H BT HREN TS RS ~ TR S T Ao IR AR 2 T #79% - DUTNZ
A TEREI I -

The skater enthralled us with her perfectly executed figure 8s.
My son’s Is look like Js when he writes in cursive.
My father earned two Ph.D's, one in biology and another in chemistry.

Proofread all the words where you have used an apostrophe to review whether you used them
correctly.

TR SRR T R T BEIEREE T

1.7 Wrong or Missing Word $&Z 803

In the early stages of the writing process, you may be writing quickly to capture all of your ideas.
Frequent misspellings and typos are expected. When you begin to revise, edit, and proofread, read
carefully for wrong words or words that you have left out.

TEMIBALEES A IR e » R ATRERS T I A IR MRS - (Gt nl ae s A4 HHet
OEF TS HITEIE « ERBEIIGIERT » MalE BT - Sof 2l Ee A S oS sy
THI#4: -

One of the most frequent problems is the use of the instead of they.

A B E RS they B[ T the -
The went to the store each Monday.

The writer most likely intended: {EE R]HE/CELFREE ¢
They go to the store each Monday.

The same sentence also shows another frequent error--a missing noun after the word the.

(A rpiss (AR RS — JSRCAE the RRIATIN 445 -

These errors are easy to make and correct. Proofread your sentences carefully.

ia SERREAR R > (HELS I A > SO S IR R Y AU 1

14




1.8 Proofread This! faar iy |

Sometimes while writing the first drafts of an essay, you might leave out words and make
keyboarding errors. These mistakes are difficult to label as specific errors in diagnostic feedback.
They might be grammar, usage, or mechanics errors, or they could be omitted words or typos.

AR BERT SCEEHIRIRGIRT - R AT REIRN 7 B T 3 - 15 AR AN A AP HE M SR I B R8RS
Rl SR » EAMT AT RE S R RS 205 ~ IR SR MR T TR SEE5 - A ] REd

Proofread carefully to correct these errors when you edit and revise your writing

B RS T SOy > S N DR DU R -

15




2. Usage {BF®E:

Purpose of this Section Z<EZHEEE

This section provides information on the following usage errors:

ia I FHICER LA E ARSI AR EH, -

e Article Errors 7 2a]$H 2%

e Confused Words IR

e Wrong Form of Word ZrjfH 5%

o Faulty Comparison [Ling i} §ta5

o Nonstandard Verb or Word Form JE1F = 8)j5q] 8 ERE

Criterion can provide feedback on a variety of usage errors, but not all of them. Use this section to
help you correct errors. Check with your instructor if you do not understand how to revise the
errors that are highlighted.

Criterion HYR[IFFIEI 8 LhE H] DR OERR A TE P VA SR ub%lél’]%@nﬂ% B 2 4 - G el B
JCHI PV BDIME IESE S » AR HBE EAME DRSS - Fdai iR ZHET -

Some usage errors are caused by misspelling or mistakes in typing. When Criterion identifies a

misspelling or typo that might be causing an error, the feedback message will let you know.

7% L PSS R I B T BN o » & Criterion FiEIHH 7 Bl T SRR IRF {2
o B [ B HE FE UR A

2.1 Article Errors 5@ 3s53

A, an, and the are articles, which along with pronouns, are words that signal the approach of a
noun. For example:

a~ an B the #LRjetan - BATARS A G —EK - —HHBURARE R SR T EE e 2R
s
a thinker an apple the backhoe my house our car

If the noun that the article follows begins with a consonant sound, you should use the article a:

IAERIR A e > SRS 5 R a H R

a basketball a crustacean

If the noun or its modifier begins with a vowel sound, on the other hand, you should use the article
an:

AEl R > BodE R A S EE RS > AR an ) dR -

an elephant an old automobile

16




A or an can mean "any one" or "one among many." Certain things are not counted. Words that

refer to food and drink (bacon, milk) do not take a or an unless a quantity is indicated (a kilo of

bacon, a quart of milk). Abstract nouns (anger, beauty, love, poverty, employment) do not take a

or an before them.

a jZ an FPME ME—) 80 28— - — SRSy LLARER Yy SR ~ 400
) AT a UZ an A e > PRIFRPIIRIIHEE (— AT EIRA ~ —S R - i3

4‘% A (WEAS ~ 5508 ~ &~ 215 ~ 28 AUt a o an -

The is called a definite article because it tells which specific person, thing, or idea is being
referred to. For example:

the MR > INFSEfRH FREEI A~ H - Pyl - Bl

Courses that I want to take include life drawing and sculpture. The sculpture class is
taught by a world-class sculptor.

2.2 Confused Words ZiBEHF

Some words are confusing because they sound or look alike. Using the wrong word can convey
the wrong meaning and confuse your reader.

AT T/ M B S A PN ke i - AR TS - S 7 GRERa Ay 1%

o

Spell checkers will not catch these words if you have misused them. When you review your work,
proofread to see whether you have used the correct word.

AR H B IS AR AL DIRE - S8 B BOE N kY - FrUE i s wilky o e 8
TAACE > BRI IEMEEL A -

Review the meanings of the most commonly confused words. BEEREH FEBERFE -
accept verb meaning "to receive" @il accept FEHYE [ 57

I accept your kind invitation.

except preposition meaning "other than or leaving out"

Fr & except FRIE TER T BUZ T AR
Everyone except Phil can attend the conference.

advice noun meaning "an opinion given about what to do or how to behave"

Fir] advice FEHIE T —EFEHRL EIEECR A TR

He has always given me valuable advice.
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advise verb meaning "to recommend or counsel" Hfjzd] advise 51 E " HEE O &

I advise you to stay in school and play in the band.
affect verb meaning "to influence" Hfjid affect 52 " 5225 |
The governor can affect change in education.
effect noun meaning "result" %45 effect FgHYE T F55
When students study for tests, they see a positive effect on their results.

conscience noun meaning " a person's sense of what is right and wrong"

Fi) conscience AU T A B FYIBISEHUIEAL
If you tell a lie, you might have a guilty conscience.

conscious adjective meaning "aware of" JE 755 conscious FEE T EFRT
We should be conscious of the feelings of others.

hole noun meaning "an empty place" %4 hole fgHYE " —{HZ2HIHE ST |
The children dug a big hole in their sandbox.

whole adjective meaning "with no part removed or left out, complete”
o2 whole $RINE: VAT AT RS IR OGN © 5624 |

Our whole project will involve cooperation from everyone.
its pronoun possessive form of "it" {545 its &2 it IS
The kitten hurt its paw.
it's contraction of "itis" it's &2 it is FYFEES

It's not fair to leave her behind.

know verb meaning "to feel certain, or to recognize" Bz know RV " HEE ;) B T

Do you know how to get to the subway?

J

Eiantl
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no adverb used as a denial or refusal 36 no HAEFER & EofEAE
The employee said no to the job offer.

loose adjective meaning "detached, not rigidly fixed"
JE 455 loose FEIE T 3HER) 5 1A IEIE A SETY

She lost her bracelet because it was too loose on her wrist.
lose verb meaning "to be deprived or to no longer have" i lose fEYE " WY HIEEa AN FEBEA |
If you don't pay attention to the signs, you might lose your way.
quiet adjective meaning "not loud or noisy" JEZ5 quiet $5HYRE T A OVDHE |
Please be quiet when other people are speaking.
quit verb meaning "to give up or abandon" Hfjir] quit fEHYE T IEEEGERE
The boys will quit their jobs the week before school starts.
quite adverb meaning "to some extent" Fl[EA] quite FEHYE T FRERR Y
Moving to Minnesota will be quite a change for my family.

raise verb meaning "to bring to a higher level or position, or to increase"

B raise IR EI(HIERIKRASTE ) S TN
The city needs to raise taxes in order to build the park.

rise verb meaning "to get up from lying, sitting, or kneeling; to get out of bed"

Wyl rise FEAYE T IEEUARY - LB AYIRREE S 5 EEIK
What time does your family rise each morning?

sense noun meaning "conscious awareness or rationality" or "the faculty of perceiving by means
of sense organs"

Fiin) sense FEAE AT RGGRAVAIEGELE ) B T IRVE RUBISHERE

My brother had the good sense to keep out of trouble.
The doctor explained that my sense of smell is not functioning well.
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since adverb meaning "from a definite past time until now;" conjunction meaning "later than"

since HRIFAFRHNE T 18— MMEUIR AR FTEEIIUE ) - HEREfar 2 " BiE~~ 21 |

Ginny has lived in Michigan ever since.
Karl has worked in Chicago since graduating from college.

than conjunction used when comparing two elements 3HFZ5A] than & [L#a g ffi 25 3%
Her puppy is smaller than mine.
then adverb meaning "at that time, or next" [ then ¥515E " B | - BiE TE 3K

First I will stop at the store, and then I will go home.

2.3 Wrong Form of Word ZaJJHESER

When you write quickly, sometimes you use a word form that is different than the one that you
intended to use.

EREHARDURS - &IV T AEG R AR AA -

When you revise, read your writing very carefully to find these errors. Or get someone else to read
your work and to help you see where you are not clear. Here are examples of wrong word forms
that can occur:

ERAEEET ~ BERRIRAOVE SR IR R A O R 8 Bt - BB ik — N REIRE G 2L
AU TG RE o DU AR IR L R SRR B 1 -

This fall in stock prices could be a foreshadow of a weakening economy is what my

uncle says.
This sentence should read: & Ha] T EZZE [ -

This fall in stock prices could be a foreshadowing of a weakening economy is what my

uncle says.
Another example is: 53— {@EH]T1& :
But certain types of businesses will continue to grow to an extend, he thinks.

Extend is a verb, and this writer meant to use the noun extent.

extend E{EEGA > MEE T HAYE 445 extent
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Can you find the word form error in this sentence?

PRBEFEE T S A5 R R R 2
I want to work with disable children.

Yes, this writer should revise disable to disabled.

e o S EFEF FERZIY disable (i fy disabled .
One more example is: 32 —{E ] T2 :
What will happened in the near future is anyone’s guess.
This writer should change happened to happen. {E3& % happened ¢ f% happen -
Learning the parts of speech can teach you how each functions in a sentence. Learning to

proofread your own work could help you. Ask your instructor or writing tutor for advice if you
have many errors in word forms.

BB T IR PT DRI R E AR A F) TP A DI - BRERCE H CRUZCRER
AR - AIFRORE #E SRS P » R S EE Al KA -

2.4 Faulty Comparison FLigiR$EaR

A faulty comparison error occurs when the word "more" is used to modify an adjective or adverb,
that ends with "-er." For example:

& more & il FHIRAETF RN T er BIEAGAIRTIAINY » @b Ebiih A e sany > Lhan -
more redder more warmer more louder

The "more" and the "-er" form of a word function the same way, so it is unnecessary to use both
when you are comparing two things.

more Bl BT er LI FHZARIFIRY - Fr DAEZE[RJIRF B P W R XA e bR -

When three or more things are being compared, use the word "most" and the "-est" form. "Most"
is used to mean "to the greatest degree", just as the "-est" form is. An error occurs when the word
"most" is used with the "-est" form of an adjective or adverb. For example:

B IS IR WY SR ZE A ERRIRE > ) most BRI est JEEUER ] © most E R
R > Bl -est JPAUFHE —BRIETE © 5 most (NIRRT T est WP AR » 15k
VR SarY - LA

most richest most prettiest most smartest

Most one-syllable words form comparison by using "-er" and "-est." Words of two or more
syllables and words ending in "-ful" (wonderful) and "-ly" (sharply) form comparison by using
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"more" or "most." Comparisons that are negative use "less" for comparisons of two things and
"least" for comparisons of three or more things.

RES BE R FLLF R -er B¢ -est SRoRELHGH SRz rmyih o Wl o {lEl DA_E i > H
255 -ful (wonderful) Eid -ly (sharply) FY<7 > Hif[fi /Il more B most JEZ LEfsHR Bl i =it © [
ORI EEHHIE P less » B2 D least Ko T e fh~~, o

Of the three houses that my parents toured, that duplex is least expensive.

A few words, not many, are exceptions to the rules described above. These examples might help
you memorize them:

GAOEA 2 B RNEEIs. o UM EGET Al DA BRGE
My aunt is a gooder cook than my mother is.

In this comparison, the word good should be the word better:

AE LG )5~ > gooder JERZESS better
My aunt is a better cook than my mother is.

In the following example, the description of the negative (how bad a cook the mother is), when
compared with other cooks takes this form:

DU B hast B e Lo (BRICAHLST 5~ LRLAE - AGAE ekl 1 HIRE ) -

In fact, of all the cooks in my family, my mother is the worst!

2.5 Nonstandard Verb or Word Form FEIE R E)ZREEERE

The words you use in everyday conversation are often different from the words you use in
standard written English. While a reader might understand these informal words--gotta, gonna,
wanna, kinda--you should not write them in an essay. Here are two examples of nonwords used in
sentences:

A8 H St P ) F RS E SR RS ME I B B ARk o SE PIHRET 7 iiE teJEIE Y
55 > {852 gotta ~ gonna ~ wanna ~ kinda ; {HUZ58 S IR ERZAEIE A SO P B © LUNE
{18 75~ P PR

I told her I gotta go to school now. I told her I have got to go to school now.
Do you wanna go to college?. Do you want to go to college?

Even though you can understand what the writer means, the words gotta and wanna do not exist in
standard English.
HPE e LT i DA B e R iy i R {H AR gotta 11 wanna AN EASHE S SCH I v -

Cl
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3. Mechanics FiflrERRH]

Purpose of this Section Z<EZHHEEE

This section provides information on the following mechanics errors:

BEFS et RIS BRI

*  Spelling #+*

o Capitalization 5 K5

e Missing Initial Capital Letter in a Sentence iR K ES
e Missing Question Mark &l 5%

e Missing Final Punctuation ;& Ji)5%
o Missing Apostrophe & " | 5%

e Missing Comma & JRiE5%

e Missing Hyphen & i3 5757

o Fused Words 5§85~

e Compound Words #5F

e Duplicate Words i #~

Criterion can provide feedback on a variety of mechanics errors, but not all of them. Use this
section to help you correct errors. Check with your instructor if you do not understand how to
revise the errors that are highlighted.

Criterion AJ$HARF AR ERYSERRES AT - (HNGIESTS o M AT EIA AR WRGUOE
SR o QERPRAS T AR AR RF SR AL > nT AR IR R

Some errors are caused by misspelling or mistakes in typing. Use the feedback to help you edit
and proofread your essay.

A LG E A HE 7 5 T A IERERTE BT » I F R [al AR R B B (R ~ F H Ciy
AL o

3.1 Spelling }}=¢

Here are four strategies for correcting misspelled words: 35 #1455 [F Hf 78 2 PURE SN

1. Use the spell check function at every stage of rewriting.
AEAF— P B SRR B P B A AL DRe -

Tip: Spell checker will not be able to find errors in words that sound alike (their, there, they’re).
Check for these errors as you read for meaning each sentence.

PR L R IR R S MG (their ~ there ~ they’re) » FITDME(RREEF—HIKF » 2
b EriE LaghR -
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2. Read your essay backwards. Start with the last sentence, then the next to the last, and move to
the beginning, one sentence at a time.
FHRAE R RES U SCRE » (it —HbHln > IAEREEIEER 4 » —ESIPHEERER —F) > —
R—A]HEE -

3. Keep a list of words that you often misspell. Check your writing specifically for these words.
Memorize as many as you can.

Bl —SRORFEH HHEE B - BRI BRI R E B> [FIRFR IR ATRE i R E 27y
LA -

4. Use a dictionary while you write to check the spelling of words that you are unsure of.

EENRAMEE FHE Tt A 7 i

3.2 Missing Capitalization of Proper Nouns (B LHFEAE

One of the basic rules of written English is to capitalize the first word of every sentence. When
you edit and proofread your essay, be sure to indicate the beginning of a sentence by using a
capital letter.

BRSSO - R g ) B SR R EOR RS - ARt e S s e
K5 EECFE A

Here are some other groups of words that should be capitalized wherever they appear in a
sentence:

DURFIH T - BERBAE A s - #E RS

\

Specific names 5 EZ4F

Moore Street Toyota Camry
e Names of people A %4
Frank Lloyd Wright Aunt Bessie
o Geographical Areas }44
India East Coast
o Institutions and Organizations ESEEEKHRR
Stanford University Boy Scouts of America

e Historical Events, Days, Months, and Holidays RS - HH - Hi3 -~ BH
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Martin Luther King Day October

o Languages and Proper Adjectives £&S B ERH A

Spanish Korean

o Titles GEfT / 418 / &8

The Philadelphia Inquirer The Adventures of Huckleberry Finn

3.3 Missing Initial Capital Letter in a Sentence A FZRIFAE

Always capitalize the first letter of the first word in a sentence.

AR E T R ERE

3.4 Missing Question Mark B ¥ERI5E

Use a question mark after a direct question. {F B[t 0] 0] 5 R -

What time does the picnic start?
An indirect question does not require a question mark. FEEBE[A AN EEET 9%

Cindy asked me what time the picnic started.

3.5 Missing Final Punctuation 5&Jg§4)5%

Period f)5%

Use a period to end all sentences except direct questions or exclamations.

B 7R ) B ) 2 At SO TSHE A A E N A
When Connie arrived, the party began.
A period is also used at the end of an indirect question. J5FH1 FAE B4 -
The Governor asked whether he should increase state taxes.
Exclamation Point EEIEELE

Use an exclamation point after a sentence that expresses feeling or requires emphasis.
e SR G RS R POERE A B 1 o )RR BN BRI -
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That was a fabulous performance!

Use an exclamation point to make a sentence stand out. Avoid overusing the exclamation point in
your writing.

SIS AT S B R THYSSCR > T DUBEHE GRSt [

3.6 Missing Apostrophe #IE "’ | 5%

Use an apostrophe when you write a contraction. A contraction is the joining of two words by
eliminating some letters and adding an apostrophe. For example:

{Efs IR I e » SOfeEEin b T L 5% - FreEfise w2 i T s — e i)
DABEAE R i A rklte > B -

can’t is the contraction of cannot  can’t &&= cannot [FJ#g &5

won’t is the contraction of will not  won’t i& will not YfiEES

shouldn’t is the contraction of should not  shouldn’t &2 should not HYJ#iE%ES

it’s is the contraction of itis  it’s & it is HYHEES
Without the apostrophe, these contractions are misspelled. The frequently-used contraction “let’s”
is the shortened form of “let us.” Sometimes writers confuse “let’s” for the verb “lets” (allow).
EIW T T 9t SRR TR T T ERUSEER o B FHEYME T let’s HIDE let us FYE
I o A NEHE let’s BRELEEHEG lets (fLFF) ©

For other uses of the apostrophe, see the section on Possessive Errors.

HCAMBRRY ) SRS > aeA T ARSI ) FEA -

3.7 Missing Comma & E5E

The comma is the most common form of punctuation within a sentence. Learning five basic rules
about comma use will help you to have correct punctuation.

IBRIEAE )R A R REATSE > AERCRE Ot TR R A SR B FHIE N - BB R IERERE
FHASERERTOE ©

Rule 1: Make sure to use a comma to separate two main clauses in a sentence.

HA— : —~EaFPREEERTY  —ERZAEIb -

A compound sentence is two independent clauses (each with its own subject and verb that creates
a complete thought) that are joined by a coordinating conjunction (and, but, or) and a comma. For
example:

— A SR W AR T (0 b AT (Y E R BBl S SRS e s
Fz5r (and ~ but ~ or) FIAJEHEE - B4 -




The library has an extensive reference collection, but it also has a video and DVD
section.

Always use a comma before the coordinating conjunction in a compound sentence. Without the
comma, the sentence is called a run-on, which is an error:

ARG A — i S Al T I 255 © AT ISR aS - 38 il Ay 1o o i n) -
E e R B 2

Students doing research these days have so many options and they are often confused by
their choices.

This sentence should have a comma in it after the word options and before the conjunction and.

(ESE{A 7+F1 > options #2If + and FTAILFUI F3E5% -
Where does the comma go in this sentence? fELL NEIAJH » SZ9%Z DIAEMIAR 2

Make certain that you select the best course or you will not get the most out of summer
school.

Rule 2: Make sure to use a comma after introductory word groups.

HRIZ : ERRHE M AN R REN L5255 -

After a short introductory group, you do not need to use a comma:

RIS AT - AR AN L% -
On Tuesday I went to the store.

However, making a practice of inserting the comma after an introductory word group will take
care of many mistakes in comma usage:

RS AR AR R T AGEAE - (S SRRl v AR RET 2 -

When I went to the store, I discovered in the checkout line that I had forgotten my
wallet.

Rule 3: Make sure to use a comma to separate items in a series.

BAI= : ARG —HBNFHHRE > ICREREREEM 25 -

When you write a list or a series of words, use a comma to separate each element. For example:

ERYERIE H aUR RSBy > ORI TR RE B - BIA

I bought milk, bread, cheese, and butter.
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Rule 4: Use a comma between coordinate adjectives when they each modify a noun
separately.

HIRNY - 2 R B IHE R — 8 R ERR Y i R A T R 2 FEsR -

Coordinate adjectives are two independent adjectives that modify the same noun. This means that
each of these words could be used alone to modify the noun. Instead of saying:

AP A e e L R Al [F] — 4 r N R L 255 - R 6 W T 25 r] DU AT HE Aff
sEflEl#4a o PN -

The March day was cloudy and windy.

You could use compress the description by making the words “cloudy” and “windy” coordinate
adjectives and placing them before the noun. This would allow you to say more about the day:

(A PTLARHTAG AR 255 At cloudy i1 windy 6 {F lhlel b Acie] - TEHE 44 -
SEBRAR AT AZA— BB E — R H -

The cloudy, windy March day suggested that spring was still far off.

Not all adjectives can be combined in this way. To test whether you can make them coordinate,
add the word “and” between them. If you have not changed the meaning of what you want to say,
you can make the adjectives coordinate. Generally adjectives that have to do with size, color, and
number cannot be made coordinate. These do not take a comma. Here’s an example:

WA E AR AR i) LGRS & Zhn e A Re B o Rl A5 » A e w1 = gk
and ° ATRARFTESR R FUE AU - S /W 5t v PLE R AR o — AR
RS~ BREO B P AR B i R 2] A TR - SR DL 4]

My two old red sweaters are not moth-eaten.

Putting “and” between “two” and “old” and “red” sounds awkward. Therefore, these adjectives
are not coordinate and do not take a comma between them.

£ two ~ old DUR red H i [ and FERAIEH A EE > AT UG AP ASA N RERS U RITE A
i) o WANEELE TN sk -

Rule 5: Make sure to use commas to set off parenthetical information in a sentence.

BAIT : FIFESRFREH R A -

When you are adding this descriptive information, whether at the beginning, middle or end of a
sentence, separate it from the rest of the sentence by commas. Parenthetical information is
considered additional information that is not necessary to the meaning of the sentence and that is
why it is set off with commas:

BRI E R CHRAEIRS > A IIHER S ~ Al R » Rof St e Ay iy HoAth
553535 o Hl ARSI FS R IIREIVE. » DB a) By 5e 880 » e g TS
LB LA BEA A -
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[ studied in the New York Public Library, in which many great writers have studied, and
always enjoyed my experience there.

Can you see that the words “in which many great writers have studied” is additional information
that is not necessary to meaning of the rest of the sentence? Commas help to rank the pieces of
meaning in this sentence. Here’s another example:

in which many great writers have studied 35 2/ 5~ &— AW HIAEHE. » Ea)1 HAPRE 2k 36
AR IREEE] T 7 LB R DIEE  FEE DS lfA) -

My brother, who claims that he hates to read, uses the library to research golf trivia.

Some information in the sentence restricts or helps to make the meaning of the sentence clear. In
those cases, you do not set off the information with commas.

AR RSB S AT TRE R TIRE - w] AR B {0 SE S AR ey AU e AEREREIRDL T A
(i FHEH5 -

The library contains archives of newspapers that date from the 1800s.

Here, if you put a comma after newspapers, you would not be saying the same thing. Lots of
libraries contain newspapers. This library has newspapers of a particular age and value! Therefore,
the additional information is restrictive and essential to the meaning of the sentence. Do not use
commas to set it off from the rest of the sentence.

{EE AT FH - AIRARAE newspapers 2N _E3E5% - ArACEITEBERIA T < da My e
T P2 lEIE R A A o (ELE i [ 2 B R A AR B e Al B AR U R S S B fE
PRIEL - SE (R ISR BRERI DIRE - BhEE ) T2 L B a7y - AN EAESRT R
TR HABE BB

There are other uses for commas. E5RtAE ML -

Use commas to set off the name of a city from a state:

FHE R S R L e R PN o A A
Chicago, Illinois Washington, D.C.

Use commas to set off short statements or questions at the end of sentences:

(e R R RIS R R AT R TS -
I am buying a car after I graduate, I hope.

Use commas to separate a quotation from the words that identify the source of the quotation:

PSS [ AR
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Patrick Henry declared, “Give me liberty or give me death!”

However, you do not use a comma if the quotation is preceded by the word "that" or is only part
of a quotation:

{2 ANFUE ] that 2e5 [WLR ARG > SEATREHIENT T

Thomas Paine talked about the American colonists living in “times that try men’s
souls.”

Use commas in numbers (of four or more digits) and between the words for the day, month, and
year of a date:

FERSHy (WUl ) ~ FI0 ~ A6 ~ 0000 > ELLZEBEFTEST

5,600 barrels of molasses September 14, 2001

3.8 Missing Hyphen SEJRE 4%

The most common uses of hyphens are as part of an adjective phrase, in numbers, and as prefixes.

PR W eI A m as ~ B BT E -
Hyphens with adjectives FHZETE A eAMEFYE

A hyphen should be used to join two or more words if they are acting as a single adjective. For
example:

SEEAS P E B DL ERTZ A TR 0 Al
a peace-loving nation her blue-green eyes chocolate-covered peanuts

Hyphens with Numbers FI7EBZHHEF5E

A hyphen should be used in fractions and in the numbers twenty-one and above.

e B+ PLERET

three-quarters nine-tenths five-eighths

twenty-one thirty-five seventy-seven

Hyphens with Prefixes  FI{ERE R

A prefix is a syllable or word added to the beginning of another word to change its meaning. The
prefixes self-, ex- and great- always require a hyphen when they are added to words. For example:
FEENHE— P S e » FARKUSC#E ([ HESE - — 5514 self- ~ ex- I
great- WA SHE - Bl A AGE 7557 - BIAn -
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self-serve self-conscious self-explanatory ex-champion
ex-convict  ex-President great-aunt great-grandmother

3.9 Fused Words &=

Sometimes writers fuse two words together to form an incorrect compound word. The sentences
below show examples of fused words:
A FA i ERIER T — A EME#E ST DU NI — sl F Yy

gl

Some people say that highschool is the best years of your life.
1 like to play soccer alot.
Men and women are the opposite of eachother.

Each of the underlined fused words should be two separate words. When you are not sure whether
two words should be a compound, check your dictionary.

ol JECRA ) A MERZ 3 I 1 5 o RN ERE ALl e T HE RS 5 HOIRF R > S Al
i o

3.10 Compound Words &

A compound word is a word or word group that functions as a unit even though it has two or more
parts. For example, the word “everywhere” is made up of two distinct words (“every” and
“where”), but as a compound word “everywhere” has a distinct meaning (adverb, “in all places™).
HEEFHRIE 5 oA RE - AT R R 2 AN RIS - Al DL 5e 34 5T
AL - LLATRSE everywhere 3a {67 st e FH WA IS AN A FrH i (every AT where) » {EZH
[t everywhere 52 H CRPENESRR @EIE > ESR/EATERIM) -

Although there are some cases when experts disagree whether or not a word should be compound
(you may even find disagreements in different dictionaries), in most cases there are clear rules
which dictate whether or not a word should be compound. In the following sentences, you can see
where student writers erred when using compound words. For example:

MEN IR H X M G F R HOE R BL (0RR R S AN R - BLEE BN R
EAERETHIEID T TR HRERUER © 75 TR EIA) > FREr IS A AR
MG FIRF R AL SES :

I work to support my self and my humble lifestyle.
Some teenagers have to rebel to stay them selves.
You can learn from every thing happening today.

In each of these sentences, compound words have been written incorrectly as two separate words.
The two underlined words in each sentence can be written as one compound word. When you are
not sure whether a word is a compound, check your dictionary.
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FELL BB 85 AT AR B R 5 o BIECHRAY W AT MRS e — (R 5 5 EAR
AHERE R e E S G RO > G A il

3.11 Duplicate Words E#HF

When writing a first draft, you might make errors simply because your ideas are racing ahead of
your typing. As a result, you might type the same word or same kind of word twice. A real
duplicate is easy to correct when you are proofreading.

FEFSRIRRIRT - 1] e Ry 8 J s AR A RS LU R T8 SRR 1~ —2Lgiant - AL - fRv]fE
EFTHHIRIN T BRI T » BRSBTS D S IRA A E R 2 Y -

Sometimes you might write two words in a row that function in the same way. It is very common
for writers to type two verbs, pronouns, or articles in a row in early drafts. These sentences show
some common errors:

AT BE S £l Ay AL ES DD RE IR Wi 5~ - BSPEEAE— AP TR (8B ~ e
| B AR TS TR 2 2E - DU BAgFRH R AU —SBgiaR.

Sally’s older sister can may help her when she buys a car.
He was as silly as a the clown.
It was [ my back yard.

All of these are most likely word choice errors. In each sentence one of the underlined words
should be deleted.

1e LT EAE R I R UAUSER » BF A JRCARAY W A HE R AT — (1 AR -
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4. Style 378

Purpose of this Section Z<EZHEEE

This section provides information on how you can revise the following kinds of problems in your
writing:

BEFE AT B RSOE A AT REH AR (R SR P R

e Repetition of Words - H#&

o Inappropriate Words or Phrases oG- aE

e Sentences with Passive Voice #f#fj=EHER

e Long Sentences =1

e Short Sentences %54

o Sentences Beginning with Coordinating Conjunctions DS54 50 £ 15 119 1)+

Criterion can provide feedback on how to improve your writing style. Use this section for advice
about how to revise words, phrases, and sentences so they are clearer and more effective. Check
with your instructor if you do not understand the information in this section.

Criterion REfefUGHENR N EUS Y S RFIRIBERAEL - BE A BN B AR R BB T LS ~ Fraft
DAURAT- - i HBENINE B MR  AUERIRA 7RSI HIAA - Gl mIUREE b e -

Some usage errors are caused by misspelling or mistakes in typing. When Criterion identifies a
misspelling or typo that might be causing an error, the feedback message will let you know.

— A ARESRE N R B - B T AN IEMERTER - Criterion S8 FAHSHRNT - RREDRAELNIR
BV -

4.1 Repetition of Words FHFEHE

Have you used words too repetitively in the essay?

R EAEXETHT ASEENF ?

Using a variety of words is a feature of sophisticated writing. In many cases, repeating important
words helps to hold your ideas together within paragraphs and throughout an essay. This kind of
repetition is effective because it can emphasize your key ideas.

S TS TR R PR — » (HRAEIR SR T - B0 B Sy - nT DU A B
TR S R BRI S AR R R R

Unnecessary repetition is called redundancy, which is considered awkward and annoying. Here is
an example of a paragraph that contains redundancy:

AL BRI R Eaa N RRREURRER SR - DU e —(E & # b7
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Original: JH3Z :

Think about this situation. A student interviewed another student and many students
about what it is like to be an only child. If the teachers in charge of the student paper
did not edit names of students from the paper or facts that would give that particular
student away to other students, then serious problems could be caused with the
students who gave their information.

Improved: f&IERY :

Think about this situation. A reporter interviewed many students about what it is like to
be an only child. If the teachers in charge of the school paper did not edit the
individuals’ names from the paper or facts that would give each person away to the
readers, then serious problems could be caused with the students who gave their
information.

Notice that the words student and students are replaced with a variety of words--not the same
word, such as pupil or classmate. Think about whether you have overused certain words and
phrases. You can revise in a number of ways.

TEE B 1Y student A1 students #E HAE AR AN T: 0 {448 pupil B classmate « FHAEE (R
AT P RG] > IRl USSR UERTE -

Look in a thesaurus for synonyms (words that mean the same) to replace repeated words.

HEHEARTFIH - RHFABFRELETENT -

Instead of repeating a common verb like make, consider using synonyms:

A (o A2 A AU make S5 — e PER BN -

create, produce, perform, do, execute, bring about, cause, form, manufacture,
fashion, construct, build, put up, set up, put together, compose, devise

Replace a repeated noun with a pronoun or a repeated pronoun with the noun it refers to.

A—ERAFARBEBEEN S - SHAAREREE A -
Original: JH3Z :

Dogs are my favorite kind of pet because dogs are the best animals on earth. No matter
what kind you get, dogs are affectionate, obedient, and playful. Most dogs know when
their owners are happy and sad, and dogs are always glad to see you return home from
a hard day. Cats are aloof and selfish whereas dogs are friendly and dependable. When
you have a dog you have a friend for life.
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Improved: fEIERK :

Dogs are my favorite kind of pet because they are the best animals on earth. No matter
what kind you get, canines are affectionate, obedient, and playful. Most breeds know
when their owners are happy and sad, and all of them are glad to see you return home
from a hard day. Cats are aloof and selfish whereas dogs are friendly and dependable.
When you have "man’s best friend" you have a friend for life.

Substitute a phrase, such as the former, the latter, the first one, the other to avoid repeating
the same noun.

$EF the former ~ the latter ~ the first ~ the other 23R8 5 & FH [E—{E %4 -
Original: JH3Z :

Of the two sisters, Grace is confident and at ease with everyone. Lily is shy and cautious.
Grace always gets what she wants. Lily waits patiently for whatever comes her way.
Grace never misses a chance to show off her many talents. Lily never says "boo" unless
someone asks her a question.

Improved: f&IERY :

Of the two sisters, Grace is confident and at ease with everyone. Lily is shy and cautious.
One always gets what she wants. The other waits patiently for whatever comes her way.
Grace never misses a chance to show off her many talents. Her sister never says "boo"
unless someone asks her a question.

4.2 Inappropriate Words or Phrases 8BRS E

Have you used inappropriate words and phrases?

AT NEERNTFREAEE ?

When you write essays, do not use profanity or vulgar language. Inappropriate words and phrases
often offend readers and do very little to convince them even if you are trying to make a point.
Avoid using this language in your writing.

FYACHEIRE - HEGE T BCEBCS BRI IR AN E 1 HIREME S ARG AR IR S
VLt A AR R AN EAEAIC > Fr DA S EREY SCEA B E bk RE 5
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4.3 Sentences with Passive Voice fBjEEREA]

When do you use active voice, and when do you use passive voice?

RERHEE A £ Eh = ? A PERR B A B =, 2

Use the active voice when you want to emphasize the doer of an action. In the active voice, the
subject of the sentence generates the energy of the sentence. Here is an example:

R TEhRY BN T B o AR R BUrh o R )RR BT o 2R
S

I wrote two books before [ was 25.
In the passive voice, this sentence is: U RHENZ > 380 T HEL e tE ¢
Two books were written by me before I was 25.

Can you see which voice makes better sense for what is being said here? Doesn’t the first sentence
seem stronger? Choosing the active voice brings liveliness to writing. However, learning how to
use the passive voice effectively will bring power to your writing.

FEEfE G5  (REER Wb ) AU LLdae sy el AR ELE A BB 2 27— AR AR S
PRBAT 0 2 A > - BleCA A AUESRERE (0 S0 R BB AR LLS AR )y - (S B AT HATAT S8l ]
WeB ] DU ORI 2 R AT 5

Use the passive voice when you want to emphasize the receiver of the action. In the passive voice
the receiver of the action is the subject of the sentence. Here are two sentences in the passive
voice:

R (1 TEIR RS2 IR PR Eh I o AERkBhCrh - TTEhRY B2 i E Ml A Y T
DU 2 Wil el 2y 1) 5

A decision was reached by the board of trustees. The motion was made to research the
costs of contracting with a pizza maker to serve lunch one day of the week.

In these sentences, the “decision” and the “motion” have more prominence than the actors (the
board of trustees making the decision and passing the motion). Do you think that these sentences
should be revised and rewritten in the active voice? Often sentences like these are wordy.
Sometimes sentences like these can also be combined. Here is a clear, energetic revision:

{EE AR PSR (decision) FlIEHE (motion) [LITEIZ (the board of trustees making the
decision and passing the motion) FEf[IHZERH - RSN TRARE A T HERZERT— & &)=
HE R P GuEk A R RG] T AR AT ] DUERTREAHY - DUNEERE A7)
FIfERTHI -

The board of trustees moved to research the costs of contracting with a pizza maker to
serve lunch one day of the week.
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Nevertheless, the passive voice does have some good uses.

BIMsaanst - sz A e 20 st -
Use the passive voice to emphasize the results of an action: F#FBIEFIER :

A bill to increase exploration for oil in the Artic National Wildlife Refuge was rejected
by the Senate.

Use the passive voice when the agent or doer of the action is unknown:

FEANAEBERI TR R DL T FHED -

A seven-year-old child was kidnapped yesterday while playing in the neighborhood
where she lived.

Use the passive voice if doing so helps you place emphasis. F#7BE)=\E /R0 E B 5EFHZK -

When you want to emphasize an experiment or describe a process, the passive voice is a good
choice. Also the passive voice can help you use the end of a sentence emphatically. Here is an
example of these reasons to use the passive voice:

R AR R — A w5t R - fr e A = o (RIS =t T DABE 7 A5 (1]
SERIMAT TGRS © DU st —(EbEE el g Ay B 1~ -

Corn has been genetically engineered to resist insects. Bacteria from an effective
pesticide has been placed in the genetic material of corn. Fields of this Bt corn are
reported to yield a larger harvest than corn that does not contain this genetic material.
However, data on the long-term effects on humans of new corn in foods has not been
collected.

In this paragraph, can you hear a process being described? Can you eel the emphatic weight of the
last word?

FEEBE ST > (REEEER AR I 2 REERE R AU REA A (i e T g 2

Now you decide which of these two sentences is better:

BUE > GHIRER > NIt (i Lhfgd s -

Two planes struck the World Trade Center.
The World Trade Center was struck by two planes.

Doesn’t the writer have to have a plan and focus in order to choose which voice will be more
effective?

TER A MBS AT R > FBE T B - S HEs T Ry Ay A 2
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4.4 Long Sentences £4]

Do you have some long sentences in your writing? {REJEHEGEENATFIE?

Sentences that are too long are often confusing. Sometimes, several complete thoughts are run
together. See where you can break your sentences apart to make your writing clearer.
AR )P 52 2 B A — R TR ARG - R A e gy DGR S8 3

3 S SERH M -
Original: JH3Z :

My favorite place to visit is my grandparents’ house near the lake we love to fish and
swim there and we like to take the canoe out on the lake. Last summer my brother and 1
built a raft it was so much fun it took us three weeks it was hard work my grandfather
helped us. My grandmother packed us picnics so we could eat while we were building
the raft. The best part was when we took the raft on the lake that summer we had quite
an adventure.

Improved: fEIERK :

My favorite place to visit is my grandparents’ house near the lake. We love to fish and
swim there, and we like to take the canoe out on the lake. Last summer, my brother and |
built a raft. Even though it was hard work, it was so much fun. My grandfather helped
us build it, and my grandmother helped by packing picnic lunches. That way, we could
eat while we were working. The best part, however, was when we took the raft out on the
lake. That summer, we had quite an adventure.

4.5 Short Sentences G4]

Do you have too many short sentences in your writing? R EERANEE LA ?

Good writing usually contains a variety of sentence lengths to make the writing more interesting.
Too many short sentences often make the writing choppy sounding.

R AR A R A S A AR R R T S 2R R B SR AR T AN -

Could you combine some of your short sentences to make them smoother?

IREES T — Bt - TR E MRS ?
Original: JH3Z :
It was my birthday. I knew there would be a party. There was something in the air. [ was

nervous, but excited. They didn’t disappoint me. I walked in my house. All my friends
velled, “Surprise.”
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Improved: fEIERK :

Because it was my birthday, I had a feeling my friends would throw me a party. I wasn't
disappointed. When I walked in my house, all my friends yelled, “Surprise!”

Original: JH3Z :

America has many important people. Benjamin Franklin was a “founding father.” He
helped write the Declaration of Independence. He also invented many things. He invented
bifocals. He invented the Franklin stove. He discovered electricity.

Improved: fEIERK :

Benjamin Franklin, who was one of America’s “founding fathers,” helped write the
Declaration of Independence. He also invented many things such as bifocals, the
Franklin stove, and he discovered electricity.

Good short sentences. 4] ©

Sometimes you may want to have a short sentence or a single word sentence to emphasize what
you are saying.

AR G BT R A B 22 L U — il f T A R BRI A 2

For example, in the paragraph above you might want to emphasize one particular thing about
Franklin. Let's say that you want to emphasize electricity.
FRGIAES » AF LA B - (R T REA LGRS — il Franklin A3 BHHUR & FF o sl LLa

A -

Benjamin Franklin, who was one of America’s “founding fathers,” helped write the
Declaration of Independence. He also invented many things such as bifocals, the
Franklin stove, and he discovered electricity. Electricity. Where would we be without it?

4.6 Sentences Beginning with Coordinating Conjunctions DL ¥4 5N B 5 A F

Do you have sentences beginning with coordinating conjunctions (linking verbs)?

fRETCE PR DI GERE) RENaTIE ?

Words such as "and", "but", "so", "or", "yet", "for", "nor" are coordinating conjunctions that link
or join thoughts together in the middle of a sentence:

and ~ but ~ so ~ or ~ yet ~ for ~ nor AL E B R o AT A TP E A

I love pizza, so I eat it for breakfast.
Mother drove to town to buy groceries, but she came home with a present for me.
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Sentences can also begin with coordinating conjunctions as in these examples that follow after the
sentence above:

FFEE R T DUE ) FrIBaEE - sug N s+
And I didn't like the present. So she took it back.

When too many sentences begin with these coordinating conjunctions, writing becomes choppy.
Use linking words mostly to join ideas within sentences, not to begin sentences:

EEA R 2 DU E Rl BHEEA A1) (RIS R ISR 56, o B S Sl i R 22 Ry
TEAEA T INARNE - AR I8 &) B B

Original: JH3Z :

Baseball is the great American sport. And, it’s thought of as a summer pastime. So as
soon as the weather turns warm, all the neighborhood kids find a field to toss a ball
around. And soon they form teams and play each other. But all summer, they always find
time to listen to pro games on the radio. And they watch them on TV.

Improved: fEIERK :

Baseball, the great American sport, is thought of as a summer pastime. As soon as the
weather turns warm, the neighborhood kids find a field to toss a ball around. Soon, they
form teams to play each other, but all summer, they always find time to listen to pro
games on the radio and watch them on TV.
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5. Organization & Development AHEREAZSE

Purpose of this Section Z<EZHEEE

The purpose of this section is to give you information about how to revise the way your essay is

organized and how to develop and improve your ideas. Each section provides suggestions on how

to improve these parts of an essay:
PEEEET H /R 5T 2 U A s AH AR S S R AUTHRB &GN o 30 A AT DL N 25 B
it B R -

Introduction J[&

Thesis

What is an introduction? {f[Z55 5 ?
How do I write an introduction? # [ = 5% /E 5T 9

=

il

What is a thesis? {r]Z5 5L ?
How do I make sure that my reader understands my thesis?

ATVRTHE R A T AR a R BRGE

Main Ideas FEEi%S:

Does each of your main ideas begin with a topic sentence?
T8 B A — 1) R A RS B e 2

Have you discussed each main idea completely?

(SRR e ISt EonE L e

Have you arranged your ideas in an effective order?

TR B EAT R 2o fE 77 2

Supporting Ideas 71754

Have you done your best to support and develop your ideas?

Re 7 T AENY SR Il 3 pe 1 e 2

Does each of your paragraphs help support and develop the main idea and topic sentence?

SR B O RE T W SR 8 e 1 B he i g 2

Transitional Words and Phrases BT 78iF 58

Do you use transitional words and phrases to take the reader smoothly from one idea to the

next?

DI A (o T By - AR A e Y F — RS A 1r 55—l ?
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Conclusion 53

o Is this your conclusion? & & RAYKS MG 2

Criterion identifies the different parts of your essay and lets you know what is missing. Use this
section for advice on how you can revise and improve the organization and development of your
essay. Always check with your instructor if you are not sure about how to revise your writing.
Criterion S5 EASREPAE AN EIRE > - BEORFBERR D 7B - M A S E Y
pREAER ] ~ FEHE SRR e e - ARMER ] SCR e TP AT BE] T Bl e FRAY - Rl ] -

5.1 Introductory Material 5 [ S HREH

What is an introduction? {H[EE5[E ?

An introduction is the first paragraph or two of an essay. It gives the reader an idea of what the
essay is about and leads into the thesis. A good introductory paragraph does several things:
—ACERIET— ~ R TS o EREEE R E R S CEAE R T o R AR -
—{EhFH 5 [ B 2

e creates interest in the essay 7 |JfLEE & ¥HE fm AL B2 1Y) B
o lets the reader know the general topic of the essay 7228 H HE G o A =21 A
o tells the reader the main idea (thesis) of the essay 5l &0 AL B S-S GEh)

How do I write an introduction? & [=3%/E#ES 9

Introductions can be written in many different ways. Here are some you can use to write a good
introduction:

B S RREAERT RS > e A —E ] 225

e General background —fi¥&EN 8

o Narrative #EHRISCREEE

* Quotation 7[3ftF AGRBHIEE

e Dramatic statistics/facts ERB{VRVRETEE / BE

o Shocking statement 4y A BERIBRI

o Questions that lead to the thesis HEH! & A SHBLAYRIE

General background: —EENE :

Since the beginning of time, there have been teachers. The "classroom" teacher has
many important tasks to do. Not only does a teacher have to teach information, but the
teacher has to keep things interesting. She also has to sometimes be a referee, a coach,
and a secretary. Not only that, but sometimes a teacher has to be a nurse or just a good
listener. This career demands a lot, but it’s a career I most want to have.
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Narrative: {HEEHRHBORIEER

My fourth grade teacher, Miss Ryan, was not a big woman. She was about five feet tall
and had gray hair. Even though she did not look very strong, she never had trouble
controlling all her students. She could quiet us down with just a stare. We always
wanted to make her happy because we knew how much Miss Ryan cared about us. She
expected us to do the best we could, and we all tried our best. Miss Ryan was the kind
of teacher who made me know that I wanted to be a teacher.

Quotation: 5[ufiH AZRIBHYES

“Teaching is better than tossing a pebble into a pond of water and watching those
ripples move out from the middle. With teaching, you never know where those ripples
will end.” I remember those words of my fourth grade teacher. Miss Ryan once told me
that years after they left her class, her students would come back to tell how much she
helped them. Miss Ryan’s students said that it was because of her that they learned to
work hard and to feel proud of what they did. I would like to teach because I would like
to make that kind of difference.

Dramatic statistics/facts: EXBMVAISETEE / HE :

Three out of four people we talked to in town said that it didn’t matter how many kids
were taught in one class. However, our class researched this and found the opposite is
true. Studies done at the university show that having small class sizes makes a bit
difference in how much students learn. Before our town votes about the school budget
next week, we need to think more carefully about how important smaller class size is.

Shocking statement: 4 A BERIBRIR ¢

Music and art are a waste of time and shouldn’t be taught in our schools. Anyone can
learn about these subjects on his own if he wants to. Although not many people would
openly say this, this is the message we get when we read the letters to the editor. The
letters they write to the newspaper are against setting aside money for music and art
classes. However, most people believe music and art are important subjects.
Therefore, we need to write to our school board and tell them that the school budget
must include these classes.

Questions that lead to the thesis: ¥ A SnBEERYRIRE ¢

It might be fun to use computers to learn some things, but what if that was the only way we
were taught? After a while, who would answer the questions we have? What if no one
wanted to work with students in the classroom? Teaching is such an important job that 1
plan to make teaching my career.
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5.2 Thesis Statement 3aZEB#HER

What is a thesis? {i[E5EmEL 2

The thesis statement tells the main idea--or controlling idea--of the essay. It focuses on the
writer’s view of the topic and often answers the question: "what important or interesting things do
I have to say?"

A B PHGHLRE HH SCER T SRS o B ORA RV EE S L TR I R R iE (e e it
Z o T EA R SRR R 7

Looking at the thesis, we should decide what other information needs to be brought in or left out
in the rest of the essay.

TRBRRAIRIG > ML EIEAE SR PR S AR ERS - SRS A 25 22 -

A good thesis statement: —{FHFHERES

is not too broad ~ NEEAZEIZ

e gives your opinion about the topic, and is not just a fact or an observation
EEfREE I ER A A U SR E e SRS R

e is written as a complete statement & DL 5¢ BL ) ) A FRE Y

e does not "announce" what you plan to do N T EAf | {RF] S B S

e is clear and written correctly E{F 1-AfE H V&M

e responds directly to the topic, if the topic is one that has been assigned
WA BRI AR &

A good thesis statement is not too broad: —{HIFHIEHEIANERNLET ¢

Weak Thesis: Thomas Jefferson was an interesting man.
Good Thesis: Thomas Jefferson was a person of contradictions.

Weak Thesis: Television is a total waste of time.
Good Thesis: Parents should carefully choose appropriate, educational television
shows for their children to watch.

A good thesis statement is not just a fact or an observation, but gives the writer’s opinion on
the topic:

—EFRERMS AN AR FEHERBEER - BEEEREAEEMRE LNEE

Weak Thesis: Boston is the capital of Massachusetts
Good Thesis: Boston is an ideal city to travel to if a tourist is interested in American

history.
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Weak Thesis: Many movies today are violent.
Good Thesis: The violence in movies today makes children less sensitive to other

people suffering.

A good thesis statement is written as a complete statement:

—{ELFHERRG R DA Se B Ay T ORFGER

Weak Thesis: Should something be done about bad drivers?
Good Thesis: Bad drivers should have to attend a driving course before being allowed
to drive again.

Weak Thesis: The problems with information on the internet.
Good Thesis: To make sure information on the internet is valid, computer users must
check their sources carefully.

A good thesis statement does not formally ''announce' what the essay will be about:

—EFRERR A IERM T EAG ) ERCERREE

Weak Thesis: In my paper, I will write about whether schools should require uniforms.
Good Thesis: Public schools should not require uniforms.

Weak Thesis: The subject of this essay is drug testing.
Good Thesis: Drug testing is needed for all professional sports.

A good thesis statement is clear and written correctly:

— YRR T F IR LR

Weak Thesis: To do something for the environment each one, of us. that will help
the environment.

Good Thesis: Each one of us can do something to help the environment.

If the essay is about an assigned topic, the thesis should clearly respond to that topic.

WRECE R E - R A S E NS -

An assigned topic might be: "Think about your favorite television shows that feature teenage
characters. How realistic are these characters? Write an essay comparing and contrasting
television portrayals of teenagers with real life. Make sure you include several ways they are
similar and several ways they are different. Give examples from specific shows to support your
points."

asetiE o H 2 T i AR AT H AR S DAt 2 5 ? 5RO L rE R
IR E AL B A R R SR A RO AN 2 R A S A PR (R E
AT E BT ASCRFIRITRENE - |
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For this assignment, a weak thesis would be one that does not clearly respond to the specified
question (how realistic are teenage characters on television shows?), even if it might be a good
thesis for an essay on another topic.

FREREAOKE » BRI A EEE Bl L F 2 FEAaEEEG 25 ?) e
FIRIR S A SRS — i amdh - (HE A EE R s @R a5

Weak Thesis: My own class at school is a good example of how different students
are from one another.
Good Thesis: Teenage characters on television should not be confused with real

teenagers, even when they seem similar.

Weak Thesis: Reading books is the best way to understand people who are very
unlike those you know.
Good Thesis: Teenage characters on television don't always have to be realistic to

help viewers understand teenage life.

How do I make sure that my reader understands my thesis?

QIHAiEE S A T BRI ER R ?

Sometimes you might use a word in your introduction or thesis that you should define or explain.
For example, if you are writing about "Who is a hero?" you should first explain what you think the
word hero means. Is a hero a person who risks his life to save others? Is a hero a person whom
you admire for any reason?

IR RELEE F B R OIA TS [ S AT IR — 25 > PR RS 2 T RSkt 7 |
VR AR SRR R PR S HEFT R R - 2 B mfaha RO AR 2 B R R B
0= EE N

People might have their own way of thinking about a certain word. When you define the word,
you help your reader better understand what you mean.

HRPENT - NITEATRPERRE - (e 26E st > (HRER DR E eIy T Reg e -

Do you have enough main ideas to support your thesis?

TRETER RGBS 7E B £ RS E R SR 7

Your instructor can help you decide if you have enough main ideas. A main idea is a point that
you feel strongly about. It is important to you, and you want the reader to understand this idea.
TR HITEr F IR E RE - SR A7 e 54 - Fral 2 » S R g (R 3
B RAMESES EE > R IR R A T

Some writers like to give the reader three main ideas. When you don't have enough main ideas,
you may want to do some re-thinking. Here are five suggestions for how to get more ideas about
your subject.
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AL ER EE R =  F EES o E R RO 2SSy - R RE R - DA

N TR ] AR B R S Y 1 R SR S

Ask yourself these questions to get you started again.

SR L TSE S RRE  SE CEEAGH -

Who? EE?
Who in my life has influenced me to consider becoming a teacher?
«  What? {JE?
What do teachers do?
e When? 1uiF?
When did I first become interested in becoming a teacher?
e  Where? 1a[jg ?
Where are teachers most needed?

«  Why? RfHE?

Why would a person want to become a teacher? Why do I want to become a teacher?

e How? How much? Hfa] ? H5%4>?

How does a teacher learn how to teach?

How has my idea of becoming a teacher changed over the years?
How much money does a teacher make?

How much time does a teacher have to work outside of school?

«  Whatif? Why not? ZIR~~&AHT ? BfTAR ?

What if teachers do not feel free to teach what they need to teach?
Why not teach over the Internet instead of in a classroom?

Talk to others about your topic. Take good notes because you may want to quote them in

your essay.

REMARGRRAEE - FFFRER - KRR T REAEIRRYCE DS [FEMBIATERATES -
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e Other students in your school probably have opinions.

AR S T RE e IR A -

e A teacher who knows about the issue or subject could give you some opinions.

TR E Rt ] DA S,

e Other people who are experts may have valuable information or opinions. Get
suggestions from your instructor or research your subject on the Internet or in a library.
Don't be shy about sending email to someone who may be an expert; lots of people are
happy to share what they know.

FA S N T RE e A B R & RELE L, - IR AR i - (Elsl 25 BE i
HHAHBA R o« N EA LR SR A T E R ] pe IR A BRI TS
NHEERR B 7 ARG -

Think about the kind of writing that you are doing. This will help you figure out which ideas
you need to add, or how you should arrange those ideas.

B—RRRHR M PEERRICE » B DR BHRRE IR R RASCE A A REIE S -
BB IR AN S S -

e Are you showing how things are alike (comparison) and different (contrast)?You can
use this purpose when you are describing something (such as how to teach elementary
students compared to how to teach high school students) or when you are analyzing
different viewpoints (such as whether children should go to school year-round).
TR L FREASEY) s RIS SY) BT 7 E R R e
(B4 > ZogsyHE R B2 i B e S AR R LR - BOE AT N RIBIRG (DA 52
T —HAEAZH BB > IR DULSSS FIRIACES T -

e Are you putting your ideas in categories? You might be able to describe something in
general and then describe its specific traits or qualities. For example, you might want to
talk about what it takes to be a good teacher and then talk about the unique qualities of a
particular teacher you had.

TR SHEIRARE ST A 2 —BAGIR AT DRI Y a6 3 > AR e
FHEECIEE - BIAN > WTLLSGER Y — b= e S TRt SRR PR TR A1
ERHEA TR A F HRFES -

e Are you giving reasons to show how a problem developed and what the effects of the
problem are? For example, if you were discussing how much students pay attention to
events happening in their school, you might want to describe first what has caused their
attitude to develop. Then you might want to discuss the effects of their attitude.

TRt et E AR IR DURGE RS Y 5288 2 BIAL > ATEROR e T ame e
B2 A8 A H C BTGB L - R ) HE S R 2 (P 3R At AT
AERIRERE » AR PR am M RE RS TP 2 -
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e Are you trying to convince someone to think like you or to do something that will
improve a situation in the way that you want it to be improved? For example, if you are
writing to your school principal, you might want to start by saying what should be
changed and then give several reasons why.

TR AR R A AR RAIREASE S > B RO S S AR R 1 2 4]
AT AR —BHEAG I (R AT RE S T EE SR MR S - AR 1%
PR IHIR S TP E PERE S

Start all over and see where you go this time in your writing!

BB - BEEERNRERE P REA )R |

e Don't be afraid to start over. Lots of writers get new and better ideas when they do.

NEFHEHHAG - 512 R E R IR 1 BT A AR T -

Look at your previous draft and start at the point that interests you the most or at the point
that you think is your best statement.

BEIRCHTHIER - WERAES [REIREEREIH—R: » SRR R R RAEBR R -

e  Try to write three more sentences from your best sentence.

FRIR IR A1 > P L=t

. Look at the three new sentences, pick the best one, and write three more sentences that
explain the most important idea in that sentence.
Fablag =) F (e — R 1 - SRER P B T = ) SRR R A
R SIS -

5.3 Main Ideas FEERES:

Does each of your main ideas begin with a topic sentence?

REFHE 3 B SER DA —(E £ I PR LA ?

Each main idea needs to be discussed fully. The main idea appears in a sentence that announces
the idea. This sentence is called the topic sentence, and it sets a direction by planting questions in
the reader's mind.

T — {8 = BN S AR RS AR B > 1T S o O S S Y Ay AU R A (topic
sentence) * ‘YL SR FIREGAEAGE 2 O #] - B -

Pretend that you're the reader of this topic sentence: ZER LS T REAAYEE ¢

Cheating on a spelling test in fourth grade in Miss Ryan's class made me think about
what a teacher is.
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What questions do you have? Do you want to know more about what happened to this writer in
fourth grade? Do you expect to learn what the writer thought, or means by the words "what a
teacher is"?

TREAS TR 2 ORARGIE 5 2 A E DU AR A R B SRS 2 AR i Easey T — (el
IAE | FRIE TN 2

Have you discussed each main idea completely? {REGIHSETER -SSR E/RT ?

In good writing, you (the writer) and the reader feel interested and satisfied. Remember that your
reader is not a mind reader, so discuss each idea completely.

A SCRE AT LIGEIR GSPER) MIREAZ 205 [ HIEER R - 50fs - (RIVRE# e
Ol > T AR R il -

Here are a few suggestions for making your main ideas worth reading about:

B LA o W] DGR O B S o ELEERE A
 Give each main idea its own paragraph. &{FH X B SEEF— RIS -

Really large main ideas will need more than one paragraph because they are too
complicated to be discussed in one paragraph.

SRS EREANY LB ST E A A B IWISLIERBEEINT S - —HESE 2T
b GCEEIIIE

+ Use your topic sentence to set a direction and to plant questions in the reader's mind.

AR EE ARG - MR RS OB -

You can look at your sentences to see which words are the important words. They are the
words that seem heavier in your sentence. They are clues to what the reader will want to
know more about.

BRI AT > SR R R R - EMTEHREE A B 85 SREEAGH
SRR - AT GRS 2 A PR E SR -

In this topic sentence, which words or phrases are important?

AEE TR A Wb mian] i B S 7
Teachers don't get paid for every hour that they work.

Would you say that “every hour that they work™ are the important words?
{55 every hour that they work g B B 1) 70 ?

Here are the other sentences in this paragraph: ;g & LRI AMA] T ¢
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Teachers take work home on weekends. Sometimes my mother grades papers and
projects all day on Sunday. She says that if she divided her salary across all the hours
that she spends on schoolwork, she would probably be paid about the same as a
person who works at McDonald's! My neighbor spends three weeks of his summer
vacation on a ship that does scientific experiments. He doesn't get paid for any of that
work, but he says the things that he learns help him be a better teacher.

o Use topic sentences to make a bridge between two paragraphs or two main ideas.

R R ) RS R B A B Rl B P AR -

Here's a sample paragraph that begins with a topic sentence:

18 (AT L ] S R LA B )

Teachers get many rewards in their careers. My neighbor has kids and likes having
the summer off when his kids are home. Some teachers say their work is like play. At
least that's what my mom says when she mixes up her magic bubble formula for
science class. My mom also says that one of the rewards of teaching is that she is
using her college education every day. She also gets paid to take refresher courses.
But she works hard.

Can you see how the next topic sentence is a bridge?

ORI LA N — il 3 A G T E PR R A tlls 2

In fact, teachers don't get paid for every hour that they work, but the teachers that |
know say that they love their work.

What do you expect the writer to tell you about in this paragraph?

1A S ERA S E — B AR R AT PERAE 2

Have you arranged your ideas in an effective order?

TREBERAERA R AP T TS ?

You can arrange your ideas in many different ways:

DU 2 7 2 R AR RO -

¢ You can organize your ideas in chronological order or by time.

AT 4RI [ S R ME - SRAR AR AR

You can begin with the oldest point first and then use paragraphs to discuss what happened
next or later. Here are two main ideas that will be developed into paragraphs:

TR AT LA i PR EPAG - P BB AT R L IR B8 AR R i A e 1] S22 e i s i
il s Y - B
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Idea #1

I have wanted to be a teacher since I cheated on a spelling test in Miss Ryan's class in
fourth grade.

Idea #2

Then in eighth grade I had an assignment to teach a science lesson to a class in my
former elementary school, and that experience showed me how good I felt when the
kids didn't want the class to be over.

You can organize your ideas by importance, either most important to least important
or the other way around.

fRAT DR R R MRS, - (EREREIRAEER - SR EERRRB AL -

Tip: If your writing assignment has to be completed in a short time, as in an essay

test, you probably want to begin with the most important features or reasons
first. Here are what two different writers think is their most important idea:

EER ¢ WERNMBLERIR I SE BRI TESL - IRATBER A i B AV (s FHBRIA R -

EARMREEEFT RS - 2 hIRH AR R R E R ER

Writer # 1

The most important reason to be a science teacher is to help the next generation learn
about the earth.

Writer # 2

Getting to play with bubbles is the reason why I want to be a science teacher.

¢ You can organize your ideas by making a decision about what direction you want to

start from, if you are describing something.

PR ERRARE - fRAT DAY e B —E 5 FbAss  MRIEZRAHRRARARE: -

Here are two examples: g DL T Wi #f]

Top to Bottom: [ F&|F :

The space shuttle is the living compartment located at the top of the rocket that
launches it into orbit.

Outside to Inside: FHYMA -
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The deer tick that carries Lyme disease is so tiny that it looks like a period at the end
of a sentence. It is much smaller than the ticks that you see on a dog. What makes it
dangerous is the bacteria inside it.

5.4 Supporting Ideas 7 ¥Fi7 3

What are some ways to develop supporting ideas? H{a/Z§E X FF L5H ?

Supporting ideas help to convince your reader that your main idea is a good one. You might try to
develop supporting ideas in the manner that professional writers do. Here are some things that
they do:

S AL A E BIR AR REE ARG R 1 B SR B - AR ] ARG PRI S Tk
ARAE SR SRV o dE A — SR Y 5

o Tell a story that illustrates the main idea. Tell a story about a teacher you have had to show
why you want to be a teacher.

PR ARSIV - B » 3 — A BRI R AR E LR - AGRIH R S AT PEREVE &l -

e Give examples of the main idea to show breadth and depth.

SR BRI B 2R B AT -

e Give reasons why the thesis should be considered true. These can be facts, logical
arguments, or the opinion of experts.

feH B R R R A B T R > W DUSHE ~ #iE RO A -

e Use details that are very specific so the reader can understand how this idea is different
from others.

FUFHFE R DIER AT - 8 T RE M SR BLUR AN -

e Tell what can be seen, heard, smelled, touched, felt, or experienced.

b G2 ~ FES] - B2 GE]  RE R R -
e Try to see the idea from many different angles. {2 HAN A4 B 2CE 1 HHEE

e Tell how other events, people, or things might have an influence on the main idea.

At ELAA A\ SR ] RE ) SRt B B AR 2

e Use metaphors or analogies to compare the idea to something very different from it that
helps the reader understand your idea.

(o FH By A EL R 2R PO Bl S A S 58 - BRI RAO AR -

Have you done your best to support and develop your ideas?

IR AR IR ATHE MR Sl 8 e 4= BEREES 2
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Think of your reader as a curious person. Assume that your reader is hungry for everything that
you can say about this subject. Talk to your teacher about what kind of support is best for the type
of writing that you are doing.

AR AR A (EAr A I > ISR RBERE R —FE - FIURAZATZEGR - WSy - 4
JEME A 5 UL EE S R B R RIRE -

Here are some specific questions that are appropriate for a certain type of writing:

DU A SR e 1 TR P R e — R AR B0
o If you are describing a problem or issue 215 {/x Bl — {3 [ E B A B
What type of problem or issue is it? & {1 AT RERA L E alak

Is it one that can be easily or cheaply solved? Will it take a decision from one person
or the effort of many people, from legislators to other people?

What are the signs that a problem or issue exists? g [L] RGBT RN RS ?

Lots of cafeteria food in the trash could be a sign that kids are not eating what the
cafeteria serves.

Who or what is affected by the problem or issue? WJF{[E A\ WP 24 [ E B il s 28 9

If you recommend that cafeteria food change, you write about what would happen if it
did.

What is the history of the problem or issue--what or who caused it or contributed to it and
what is the state of the problem now?

iE A BGRERE S E TE ? AHE S T fEd poa (a7 BRI NG A0S
Ay ?

The school cafeteria has been trying to serve healthy food, but it can only offer a few
choices because it has to keep costs low. Students are eating less often at the cafeteria
and more often at the fast-food restaurant down the street.

Why is the issue or problem significant? What makes this issue or problem important or
less important (yes, this is comparison and contrast)?

i M GEE A TR R ? ER PRGN (5 - 152 BB i) ?

If you are writing to ask your principal to have a community night about drinking in
6th and 7th grade, you might want to say why this more important than a community
night about study habits.
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If you are arguing or trying to persuade your reader to your opinion

SRR A IRER TR R S R - SRR

What facts or statistics could you mention as support?

A ERE G i DA E R 2

What observations could you make to prove your points?
AHERREIEE AGEN] H CROBES ?

What comparison could you make that would improve your reader's understanding?
AR EHIRO 2] DU HERS A Yy 1 2

What expert opinion would make your opinion more worthy?

AP EER R T DGR Rey E RS 2

Could you demonstrate your point with some examples?
{RBERE— SR T 2AGE N RARR RIS 2

Could you describe the views of an opposite but worthwhile opinion?

ORBERCILE RT3 R SO ARG 2

Tip: Strong arguments are often made by acknowledging what is good in the
opponent's view. You can use expressions like: on the other hand, granted, while it is
true that, or I agree that to introduce this opposite view.

PoR © RImA RS A AT 7 A& « /T LUA on the other hand
granted ~ while it is true that ~ I agree that Z¢za|n) 2R/ #ER A, -

If you are analyzing literature or writing a review of a story or movie

WRAR BT IR BAL T — (EE B

Can you summarize the story so that your reader knows what happens?

R m] ARG SR D R ARG 4 1 e e 2

Can you give the details about the place or time so that your reader has a context for
understanding the story?

TR AT LABE CE R BIRF IO AITED - AR BRI ekl 1 i 2

What can you say about the main characters so that the reader can "see" or understand
what makes them special or interesting?

URRERERR T T MeidcE o L T LURE i A A [ AT 2

Can you describe the point where the main character(s) is in a crisis and has to make an
interesting choice?

ORBERCHLWIF R TS - 11175 S TP e 2

Can you quote what characters say about each other or about what they are experiencing?
TraES [ A Tam S At (ol B O &z B RE R 3] 7

Does the story have a deeper truth or theme that you could discuss?

e e S AT e B UG IS SR AR TR 2

Can you describe the style in which the story is told or the camera angles of the movie?
OB E T G DA LA 2 S22 B FR s e T AT P A S A ity 2

Are there interesting "pictures", images or symbols? AJWFELAT BRG] ~ % E 2
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e If you are describing something or providing a definition

JUARATRAERU A SR ol R (1 — (e 2%

Can you tell what the thing looks like or what its parts are?

URBERIV ]G SR ERE A G TP A R A 2

Can you say what it does or means? {/RHEsHH A E B = ZNE ?

If what it does or means has changed over time, can you describe what it used to mean or
do and what it now means or does?

AR ERAE SR ARG RN UG - REERGE & SRR BIE UM 7
If certain places call this thing something different than it is called in another place, can
you tell the reader the different names or meanings?

WHGE YRR VR ELR R AN - (RBE S ARl &N A4 R e MR E
M 2

e If you are telling how to do or make something

AR R AT TR S B B

Have you started at the right place--the first step--and moved logically?

IR B 20N 2 B T RIS T 5~ ?

Have you defined any terms that might be strange to your reader?

I R A o st 5 S oy PR Bl S 2

Have you given an example if that might help your reader understand what you mean?
TR AT 7 1 R B R 2

Have you tried to break your instructions into easy steps? Have you numbered these steps
so that the reader knows the order in which it is best to do them?
TREEHTIRBYRR B A B 2P RIS © 3% RhE B2 b BRAE L3l - SR e e
ENEST 2

Tip: You may want to think of a way to arrange your material so that you can be
most helpful to your reader. For example, in a recipe the ingredients are listed at
the top and the instructions are in short paragraphs or are numbered as steps.

R ¢ YR RERS EARME G SR B RS - B RV R A Ry - 2

BIZESE > — 1y BRI TR A R IR > SRR R R s B S

5.5 Conclusion #53f

Is this your conclusion? ZRRAVASSH TIE ?

The concluding paragraph is separate from the body paragraphs and brings closure to the essay.

etk — B Bl T ER E PErY  [RliRH 2 — R sOasE -
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e [t grows out of the support provided in the body of the essay
CANZSYEINES RS N KRS

o It restates the thesis with fresh wording ‘&2 DUAS [A] )R Bt L

o It often sums up the main ideas of the paper T 55 3 B i - Taf S/ H &L

e It can also include an anecdote, quotation, statistics, or suggestion

EHFIR TR — PRI ~ SEAGERAROR T 43 Pt
Concluding Approaches T #&aRAY 1%

You might consider some of the following approaches to writing concluding paragraphs:

BEE RS BEIRE - AR LIS Tk

e Summarizes main points F&%5 F 2iamE

e Provides a summarizing anecdote FE{t—{ BRIk A4S

o Includes a provocative or memorable quotation [ AN A CyE g A =1I44 5 5 [t
e Makes a prediction or suggestion {FHFHHIE A

o Leaves the reader with something to think about #3255 N B2

Here are two different concluding paragraphs:

EARRHREN SRS EA

Good teaching requires flexibility, compassion, organization, knowledge, energy,
enthusiasm and the wisdom to know when to take the long view in a situation. A good
teacher must decide when a student needs to be prodded and when that student needs
mercy. Good teaching requires knowing when to listen and reflect and when to advise or
correct. It requires a delicate balance of many skills, and often a different mix of
approaches for different students and in different situations. Is this profession
demanding? Yes! Boring? Never!! Exciting? Absolutely!!

When I become a teacher, I want fourth graders like Miss Ryan's. We adored her and
wanted to please her. But more importantly, I want to be a Miss Ryan for my students. [
want to challenge my students to become good citizens. When the river in our town
overflowed its banks, and some classmates had to be evacuated, Miss Ryan asked us to
brainstorm what we could do. We came up with three decisions. We packed lunches for
our classmates, we shared our books and pencils in class, and we lent them spare
clothing. Later when we did a unit on government, we realized that we were looking
after our classmates the way local federal government does in a disaster. Miss Ryan was
helping her fourth graders become more civic minded. I'm hoping to help my students
think like that when I'm a teacher.
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5.6 Transitional Words and Phrases §&§75281 5 58

Do you use transitional words and phrases to take the reader smoothly from one idea to the
next?

A 52 P T R SR el A R T DA St B S 2

You can use these handy words and phrases to lead the reader through a piece of writing by
beginning paragraphs and sentences with these words. Each of these words is like a sign along a
road. They give the reader an idea of the relationships between the various ideas and supporting
points. They also point out the relationship between sentences.

R AR AT I 3] P SRRt 26— BRGS0 » 3 PRAE A AR - SEie 7t
R LI » 0 T A —TARER: » AT T RS0 o I RS2 R R BRI - 5
oy B TR -

¢ These words can help you talk about time and the relationship of events:

18 B A DUR R RE SRR RO AIRR 1% -

today, tomorrow, next week, yesterday, meanwhile about, before, during, at, after,
soon, immediately, afterward, later, finally, then, when, next, simultaneously, as a result

o These words can help you show the order of ideas: 380l DIE{REFIREL-SHINERE

first, second, third, finally, last, most importantly, of least importance

o These words can help you show location: ;ZEFH[DIERFRME :

above, over, below, beneath, behind, in front of, in back of, on top of, inside,
outside, near, between, beside, among, around, against, throughout, off, onto, into,
beyond

e These words can help you compare or demonstrate similarity:

18 B ] DUR R EL I eREG HAAE DU -
also, as, similarly, in the same way, likewise, like

¢ These words can help you contrast or demonstrate difference:

B ] DU AR LB AR SR

in contrast, however, although, still, even though, on the other hand, but

e These words can help you add information: 3820l D IE{REEARER :
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in addition, for instance, for example, moreover, next, likewise, besides,
another, additionally, again, also, in fact

e These words can help you clarify a point: 388%=Z0] DS /REIHHEIEL -

in other words, for instance, that is

¢ These words can help you add emphasis to a point that you are making:

18 B DUGRIR R R RS
truly, in fact, for this reason, again, on top of that
e These words can help you conclude or to summarize: 38520 DIERERSS ¢
all in all, last, as a result, in summary, therefore, finally

Do each of your paragraphs support and develop the main idea/topic sentence?

(B R SR B R 3 RE BEENS 2

Paragraphs are units of thought or discussion. Each of these stands alone. Indent five spaces at the
beginning to show where each paragraph begins.

Bt R RR T Rm BT - B — B Al 0 PRI GOIS BHERGRIBHIART N Tkd 22 -

Tip: Talk to your instructor about indenting paragraphs because letters and memos have
different rules about making paragraphs.

R © FAREYZRTET A BREPERIRRE - ARG S BE e LA ERISAY -

Some paragraphs are long and some are short. Some paragraphs can be as small as one sentence,
which can be quite powerful all by itself. Some contain an interesting story that can take several
sentences to tell. Some paragraphs could stand alone. Others are more like bridges between two
main ideas.

B RIEAAANE » AR T LU R — i 5) 5 E s S AS S E AT -
AT REAHA SR A TR SR 7 Tl rT DARROE » AT ERER mT LU - AMAY R EAEHR - 15
Bl [ FHRS -

Here are some questions to help you evaluate your paragraphs:

e et — e - AT DU AL IR B R B

¢ Have you said enough so that each paragraph is complete?

BB B I > (R RE AN TG 2

Tip: You could try giving each paragraph a title and see if it could stand alone as
something meaningful. Or pretend that your reader asked you a specific
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question and this paragraph is the answer. If some of the sentences don't fit as
an answer, then you should probably get rid of them.

R ¢ IR DRSS — A - ZBREREWLEIL - EE - BB BREHrH
AR — AR e - TERMEER - IREEATIESEFER
HORATRE R E I -

Have you used words that need to be explained or defined?

TRAT JEEERR T ERNTE ?

If you're trying to sound important and don't explain what you mean, your reader might

feel frustrated. Try using more than one sentence to define or explain something. Try using

three sentences, and see how more complete your idea is!

AARARAR S E SRR R P R AR R B 2 - (EAS N E Z g 2 (R )
REET AT - B I 2B f) TACE iR a o S0 =) 1 BEIKR

AR A ERER AL L HE |

Have you provided evidence? Would an example show what you mean?

A RMEEHE ? FEAET 1 DURBR R R FERS ?

Use a good example to show that what you say is true. This is important.

A A BT A RORER S B HY > 38 AH & HLEY -

Is there a personal experience or quotation from another source that would support
what you are trying to say?

A EAREBRECK B fhpgry 5 [ 3 A] ASHRIRAIRRE ?

Check with your teacher about using your personal experience. In some kinds of writings,
this is preferred and in other kinds of writing, it is frowned upon.

AHREE Rilis 2R ORA I A5 > ot s R f S A A Ay il -

I FAEREHA SR IR FR 22 -

Tip: If you are quoting from another source, make certain that you are quoting
correctly.

$en © ARIRAEEES | FRIRRRI BN > B HERR RS [ 2 B -

Have you used clear transitions that establish connections between sentences and
ideas?

RGBT - WIREMR T RRE S 7

A test of your paragraph is to think of it as a train and the sentences as cars (and the topic
sentence as an engine). Do all the parts of the paragraph link or fit together?

TR DR B AR e —H 1K i) 25U (RS %) - DAUIEESS
Y F e A AR B A
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