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[0 O When we were working hard on the first edition of this book[d back in.lets just say it was some time ago[] we
felt we had a fresh way to approach the traditional way of teaching writing. That isC] we would use a friendly[]
spoken style of writing and lots of straightforward examples——the kind students might actually write. And we
would teach a way for students to bring structure to their writing that would work not just in school but beyond. [
[ Different approaches to writing have come and goneld havent they? And today[d with the wonderful
technology everywhere[] a spoken style of writing and a clear structure are much in demand. Think about the
Web. Most usability experts say good writing for the Web should be skimmable and whats more skimmable than
having the main point up front for a paper? And then the main point at the beginning of each paragraph?] O And
in schoold teachers are suffering from information overload as much as anyone. Of course most of them
appreciate a clear[d straightforward approach to writing. So we believe The Practical Writer is right on target for
todays students!
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O "Writing andSpeaking at Work"[J "Plain English at Work"[1 "A Practical Guidefor Business Speaking"[] "Plain
English Approach to Business Writing" [ "Writing Clearly"[]

"Writing Research Papers"[d [J O "The Practical Writer with Readings"[]
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PREFACEACKNOWLEDGMENTSSECTION ONE O A Model for Writingld PART 1[0 The One-Paragraph
Essay (Stage (0 )[I O 1 Overview of the One-Paragraph Essay (Stage [1 )1 [0 2 Support: Examples, Statistics,
Statements by Authoritiest] [J 3 Topic Sentenced [0 4 Unity[J [0 5 Coherenceld [J 6 Tips on the Writing
Processt] PART 200 The One-Paragraph Essay (Stage (1 )[O I 7 Overview of the One-Paragraph Essay (Stage [ )
(0 O 8 Support: Subtopic Sentences[] [0 [0 Checklist for the One-Paragraph Essay] PART 30 The
Five-Paragraph Essay[] [1 9 Overview of the Five-Paragraph Essay[] (1 10 Alternative Techniques of Layout[]

[0 11 Thesis Statement with Blueprintd [0 12 Central Paragraphs O 13 Introduction] 00 14 Conclusiond O
(0 Checklist for the Five-Paragraph EssaySECTIO N TWO Beyond the Model Essay PART 4[] More Patterns of
Development [0 1500 Comparison and Contrastl] [0 16 Cause and Effectl] [1 17 Classificationd [1 18 Process
[0 PART 5 The Research Paper[] [1 19 Overview of the Research Paper[d [J 20 Finding Supportd 0 21 Taking
and Organizing NotesJ [J 22 Organizing Your Thoughts and Supportl] 0 23 Using Borrowed Material in Your
Paper] U 24 Parenthetical Documentation] [ 25 Works CitedSECTION THREEImproving Your
Punctuation and Expression PART 6 Punctuation] 0J 26 Definitions[] [ 27 Sentence Fragment[] [J 28
Comma Splice and Fused Sentenceld [1 29 Commall [J 30 Semicolont O O O O PART 7
ExpressionAPPENDIXESINDEX
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[0 O The one-paragraph essay is an essay in miniature. Its a little piece of writing,[J I but it contains many of the
fundamentals of much larger pieces of writing.[0 [0 For example:[] O The one-paragraph essay has a clear,
unmistakable structure. If thats good for something as small as a one-paragraph essay, think of how good that is for
someone reading a 20-page paper! Or a book![] [1 The one-paragraph essay has good support. That is, the middle
sentences help persuade the reader. Think of how important good support is for longer pieces of writing.[1 [J The
parts of the one-paragraph essay all have to go together well.We call that "unity." Again, thats also important for
everything from a paragraph to a book.[0 [0 And readers should know clearly at all times where they are in your
paragraph. For example, are they still reading the first part of your support or have they moved to the second part?
You should use signals to let them know. Those signals (and other devices well show you) help produce
“"coherence.” That,too, is extremely important not just in a paragraph but especially in larger pieces of writing.
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