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 التمهيدية

Major Points  

- Course Content 

- Course Rationale 

- Course Objectives  

- Evaluation 

- References 

- Contact   

  Course Content 

“Essay “ is the third and the last course in writing. It is designed to focus on the argumentative essay and to 

provide students with the rationale, examples, techniques, and training  in this type of academic and public 

mode of text-type.  

The course covers the traditional structure of argumentation (major premise, minor premise and 

conclusion), and thesis statement-supporting details model. The course takes the form of analysis of 

exemplary essays, of detailed outlines and of the methods of collecting and using published resources to 

report and argue a certain position.  

 Course Rationale 

This course has been suggested because:  

1- It provides students with the main models of argumentative writing .  

2-  It focuses on the collection and use of a variety of resources in the process of developing and writing –

up of a medium length essay(1.000-2.000 words)  

3- The course is needed to enable students to go up to the more specialized courses.  

Course Objectives 

By the end of the course, students should be able to:  

1- analyze argumentative essays of various types .  

2- extract and use information from various sources ( books , newspapers , magazines , journals , and 

internet ) in their writing .  

3- make an elaborate online including a thesis statement and sections of supporting details .  

4- write a well – structured essay ( about 1.500 words in length ) arguing a given position addressed to 

the general public 

Grading and Evaluation   

Total mark is out of 100 

1- 30% of the total mark is for your performance.   

 - 10% is for your participation on Blackboard Forum. 

Essay              Instructor:  Ammar Al-Ma’ani 
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 -  10% is for your main three assignments.  

 -  10% is for your attendance (live and recorded lectures). 

2. 70% of the total mark is for the FINAL TEST.  

The exact date and  time of the final test will be announced later.  

Note: The Final Test is only multiple choice test.  

Note: Three Main Assignments 

- You have to HAND IN these Assignments ON TIME. NO excuse will be accepted for ANY kind of delay.  

Attendance 

You have to attend all live and recorded classes.  

You also have to attend and participate on Blackboard Forums.  

Note: If you drop down any of these attendances, your grade will be deducted automatically by the end of 

the semester. So, ATTEND. 

Textbooks & Recommended References 

1- Main Textbook :  

     1. DiYanni , Robert Ed. (2007). One Hundred Great Essays . London, Longman.  

     2. Ellis, C and Northedge , A. (no date ) . The Arts Good Study Guide . The Open University .  

2- References :  

     1. University of Cambridge ( 2005 ) .IELTS 4. Cambridge University Press .  

     2. University of Cambridge ( 2005 ) . IELTS 5. Cambridge University Press .  

3- Websites :  

      1- www.barnesandnoble.com  

      2- www.IRICDATABASE.org  

      Contact 

For  more information or details, you can contact me through : 

Email: aalmaani@kfu.edu.sa                                       Office hours:                  11:30-12:30  Sat, Sun, Wed  

Notes:____________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

________________________________________________________________________________ 

http://www.barnesandnoble.com/
http://www.iricdatabase.org/
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Elements of the Lecture  
 

1-  What is an Essay? 

2- The Three Parts of an Essay  
       a. Introduction€ 
       b. body  

       c. conclusion  
  Hint: Unity & Coherence 

3- The Introductory Paragraph  

 a. General Statements 
 b. Different Models of Introductory Paragraph 
  Funnel, Dramatic, interesting or funny,  

                     surprising, statistics, facts, historical introductions 
 C. Thesis Statements 
      1.  Writing strong thesis statements 
      2.  How to develop thesis statement 

             4- Homework 
 
What is an Essay? Essay is.. 

  
- Several paragraphs long 
- One topic, just as a paragraph  

- Discussing too complex topic in several paragraphs 
- Tying or connect the paragraphs together by introduction and a conclusion  
- No more difficult than a paragraph, except it is longer.  

- The principles of organization are the same for both (paragraph and essay)  
          SO IF YOU CAN WRITE A GOOD PARAGRAPH, YOU CAN WRITE A GOOD ESSAY  
The Three Parts of an Essay  
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Hint: 
- An essay has UNITY and COHERENCE, just as a paragraph does.  

- Transition signals and the REPETITION OF KEY NOUNS link the paragraphs into a cohesive 
whole.  

 

- Unity: a paragraph discusses one and only one main idea from beginning to end. For 
example, if your paragraph is about the advantages of having a Toyota car, discuss only 
that. Do not discuss the disadvantages. 

 
Coherence 
 

- Coherence: the sentences must hold together; that is, the movement from one sentence 
to the next must be logical and smooth, without sudden jumps.  
 

- There are two ways to achieve coherence:  
 1. Repeated key words  
 2. Transition signals 
 

Transition Signals  
 

- To introduce an additional idea: in addition, furthermore, moreover, besides, also, too, 

and.  
- To introduce an opposite idea or contrast: on the other hand, in contrast, however, 

nevertheless, instead, still, and nonetheless, but, yet, although, while, whereas, though, 

even though.. 
- To introduce a choice or alternative: otherwise, or, if, unless.  
- To introduce a restatement or explanation: in fact, indeed, that is .  

- To list in order: first, second, third, next, last, finally, the first, second, the next, last, 
final…  

- To introduce an example: for example, for instance  

- To introduce a conclusion or summary: clearly, in brief, in conclusion, indeed, in short, in 
summary 

- To introduce a result: accordingly, as a result, as a consequent, therefore, consequently, 

hence, thus, so  



 

6 
 

4 

 
 



 

7 
 

4 

 

INTRODUCTION 

PARGRAPH 

THESIS              

  STATEMENT 

Body               

 Paragraph 1 

Body                 

Paragraph 2 

Body Par 3 

Body Par 4 

Concluding 

Paragraph 
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1- How many paragraphs does this essay contain? How many paragraphs are in the body? 
2- underline the topic sentence of each body paragraph, and double underline the topic. (Note: 

the topic sentence is not necessarily the first sentence in every paragraph.)  
3-  Notice which noun  phrase appears four times in the introduction. Circle each repetition of 

this key noun in the other paragraphs of the essay. 

 
The Introductory Paragraph  
 

- It has two parts: 
 A. General statements  
  1. introduce the general topic of the essay  

  2. capture the reader’s interests 
 B. Thesis statements 
  1. states the specific topic  

  2. may list subtopics or subdivisions of the main topics 
  3. may indicate the pattern of organization of the essay  
  4. is normally the last sentence in the introductory paragraph,  
 

Notice: General Statements 

 
 

- Notice how the general statements in the introductory paragraph of the model essay 
introduce the topic. The first sentence is about the arrival of Europeans and their encounter 

with new cultures.  
- The Next sentence points out that there were large differences between European and 

Native Americans.  

- The next two sentences say that two-way cultural exchange happened, but the direction of 
the exchange and the specific items are not identified.  

- The last sentence is the thesis statement. It is specific; it gives the direction of exchange 

(N. American influences on modern U.S. culture) and lists the subtopics (language, art, 
food, and government) 

-  

Different Models of Introductory Paragraph  
 

1- Funnel Introduction:  
  

 The funnel introduction begins with one or two very general sentences about the topic. 
Each subsequent sentence becomes increasingly focused on the topic until the last 
sentence, which states very specifically what the essay will be about. Writing a funnel 

introduction is like focusing a camera. You start with a wide picture and gradually narrow 
the focus so that just one object appears in the camera’s viewfinder: your thesis statement. 

 

                        Let’s Go and read the following example !!! 
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Underline the Thesis Statement  
 

      Moving to a new country can be an exciting, even exhilarating experience. In a new 
environment, you somehow feel more alive. Seeing new sights, eating new food, hearing the 
foreign sounds of a new language, and feeling a different climate against your skin stimulate 

your senses as never before. Soon, however, this sensory bombardment becomes sensory 
overload. Suddenly, new experiences seem stressful rather than stimulating, and delight turns 
into discomfort. This is the phenomenon known as culture shock. Culture shock is more than 

jet lag or homesickness, and it affects nearly everyone who enters a new culture – tourists, 
business travelers, diplomats, and students alike. 

        Although not everyone experiences culture shock in exactly the same way, many experts 

agree that it has roughly five stages. 
 
  2-Dramatic, interesting, or funny story introduction  

 
         A dramatic, humorous, or otherwise interesting opening will generate interest in the reader. 

It is important, after all, to capture the reader’s attention. For process paper’s it is often useful 
to begin with a description of a scene that establishes the need for a process explanation. 

Observe here how one student uses a description to set up a process essay. 
 
Underline the Thesis Statement  

   
 The rain pours down as if running from a faucet, lightning streaks across the dark restless sky, 

and thunder pounds the roof and walls of the house. All of a sudden the wind kicks up. Trees 

sway madly back and forth; loose objects are picked up and thrown all around. The house 
creaks and moans with every gust of wind. Windows are broken by pieces of shingle from a 
neighbor’s roof or by loose objects picked up by the wind. Power lines snap like thread. The 

unprepared house and its occupants are in grave danger as the awesome hurricane 
approaches. Had they prepared for the hurricane, they might not be in such danger. 

         Indeed, careful preparation before a hurricane is essential to life and property.  

 
 
  3- Surprising Statistics or Facts Introduction 

  
 Got high blood pressure? Try a truffle. Worried about heart disease? Buy a bon-bon. It’s the 

best news in years! Studies in two prestigious scientific journals say dark chocolate is good for 

you. It seems that eating a small piece of dark chocolate regularly can reduce the risk of heart 
disease because dark chocolate – but not milk chocolate or white chocolate – contains high 
amounts of flavenoids, powerful cholesterol-fighting compounds. What is the next health food 

going to be? Ice cream? Sugar cookies?  
        There are so many conflicting news stories about which foods are good for you that it is often 

difficult to make the right choices at the supermarket. 

 
 
   4-Historical Background Introduction 

 
       The Pilgrims who arrived in Massachusetts in 1620 came to find religious freedom. In the 

seventeenth and eighteenth centuries, large numbers of African men and women were 
brought as slaves to work on large plantations in the South. Immigrants from northern and 

southern Europe came in the early nineteenth century to escape poor economic conditions at 
home. Later in the nineteenth century, the first immigrants from China came as contract 
laborers to build the railroads connecting East and West. In the twentieth century, political 



 

10 
 

4 

and economic refugees arrived from Asia, Eastern Europe, and Latin America. Indeed, the 
United States has seen immigrants come from many different parts of the world, and they 

have come for many different reasons.  
          Their ability to adjust to life in their adopted land has depended on several factors. 
 

Thesis Statements 

 

 
Underline the Thesis Statement  
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Look at these introductory paragraphs. What should the paragraphs in the main 

discuss for each thesis statement? 
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Do The Following Homework!! 

Part II: Chapter 4: page 59: Writing Technique Questions 
Part II: Chapter 4: page 61: Writing Technique Questions 
Part II: Chapter 4: pages 62 + 63: Practice I  

Part II: Chapter 4: page 64: practice 2 

Notes:_______________________________________________________________________

____________________________________________________________________________
____________________________________________________________________________

____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________

____________________________________________________________________________
____________________________________________________________________________  
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-2- 
Elements of the Lecture 

 
1. Body Paragraph 

 a. logical division of ideas.  

 b. Three Keys to Organize Logical Division Essay 
 c. Paired Conjunction  
 d. Colon (:)  

 e. Parallelism  
 f. Parallelism with  correlative conjunctions  
 g. Thesis Statement Pitfalls 

 h. Transition Signals For Logical Division of Ideas 
 j.  Transitions between Paragraphs. 
 

Body Paragraphs 
 

The body paragraph in an essay are like the supporting sentences in a paragraph. They are 

the place to develop your topic and prove your points. You should organize your body 

paragraph according to some sort of pattern, such as  

  - Chronological order 

  - Comparison/ contrast 

  - or both 

a. Logical division of Ideas. 

 

( basic pattern for essays is logical division of ideas.) 

- In this pattern, you divide your topic into subtopics and then discuss each subtopic in a 

separate paragraph.  

 

- Logical division is an appropriate pattern for explaining causes, reasons, types, kinds, 

qualities, methods, advantages, and disadvantages, as these typical college exam questions 

ask you to do. 

 

- For Example: College questions are as the following: 

  

Economic Explain the three causes of inflation 

Agriculture/ Landscape design Describe the basic types of soils and additives needed to 
prepare each type for planting. 

U.S. History Discuss the causes of the U.S. Civil War. 

Business explain the three main forms of business organization 

Health Sciences Describe the various classes of drugs used to treat depression. 

  

b. Three Keys to Organize Logical Division Essay 

 

1- Divide your topic into subtopics, and then discuss each subtopic in a separate 

paragraph.  

2- Write a thesis statement that indicates logical division.  

3- Use transitions between paragraphs to guide your reader from one subtopic to the 

next.  
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c. Thesis Statements for Logical Division of Ideas 

 

- The thesis statement of a logical division essay often indicates the number of 

subtopics: 

a- Native Americans have made valuable contributions to modern U.S. culture in  four main 

areas. 

b-  Inflation has three causes.  

 

- The thesis statement may even name the subtopics: 

a- Native Americans have made valuable contributions to modern U.S. culture,     

particularly in the areas of language, art, food, and government. 

b- inflation has three causes: excessive government spending, unrestrained consumer 

borrowing,  and an increase in the supply of paper money.   

To be continued   

c-Paired Conjunctions 

 

Paired conjunctions (both… and, not only… but also) are an especially effective way to list 

two subtopics. 

            c.Young people in my culture have less freedom than young people in the United States  

…………..not  only in their choice of lifestyle but also in their choice of careers.   

 d. Puppies, like children, need both love and discipline to become responsible members   .     

…..of society. 

 

d. Colon (: ) 

 

* A colon is often useful before lists of two, three, or more subtopics in a thesis 

statement: 

  

 e. Young people in my culture have less freedom than young people in the United 

States  in three areas: where they live, whom they marry, and what their job is. 

  

 f. The Father of Psychoanalysis, Sigmund Freud, believed that the human mind had 

three separate parts: the id, the ego, and the superego. 

  

* Notice that subtopics are in parallel form, which means that they have the same 

grammatical form: In example a, d, and f all are nouns; in example b, all are adjective 

+ noun phrases; in example c all, are prepositional  phrases, in example e, all are 

dependent clauses.  
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e. Parallelism 

 

is an important element in English writing, especially when you are listing and comparing 

and contrasting items or ideas. Parallelism means that each item in a list or comparison 

follows the same grammatical pattern. If you are writing a list and the first item in your 

list is a noun, write all the following items as nouns also. If the first item is an –ing word, 

make all the others –ing words; if it is an adverb clause, make all the others adverb 

clause.  

 

Not Parallel Parallel 

My English conversation class is made up 
of Chinese, Spaniards, and some are from 

Bosnia. 

My English Conversation class is made up 
of Chinese, Spaniards, and Bosnians. 

(The items are all nouns) 

 Before you write a paper or before you 
take a test , you must organize your 

thoughts. 
Before you write a paper or  take a test, 
you must organize your thoughts. 

 

f. Parallelism with correlative conjunctions 

 

Use parallel forms with the paired conjunctions both… and , either…or, neither…nor, and not 

only…but also. 

Paired conjunctions are placed directly before the elements that join in the sentence. Notice 

the parallel sentences in these clauses joined by paired conjunctions: 

  

-  A new law provides the means for both regulating pesticides and ordering their removal if 

they are dangerous.  

-   Air pollutants may come either from the ocean as natural contaminants given by sea life or 

from the internal combustion engines of automobiles. 

 

 

Practice 3: (A.) page 66  

  

Check the thesis statements that suggest logical division as a method of organization  

____1. Teenagers demonstrate their independence in several ways.  

____ 2. on their eighteenth birthday, U.S. citizens receive two important rights/possibilities:  

they can vote, and they can sign legal contracts.  

____ 3. in most occupations, women are still unequal to men in three areas: salary, power, 

and status.  

____ 4. living in a dormitory offers several advantages to first-year students. 

_____ 5. a college degree in international business requires (1) a knowledge of business 

procedures and (2) a knowledge of cultural differences.  

_____ 6. a computer is both faster and more accurate than a human. 
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Practice: 3 (B) page 66 

 

Analyze the following thesis statements. Note: you may want to use one of the topics  in 

this practice or the next for your own essay at the end of the chapter. 

  

 Step 1   Locate the main topic and the subtopics in each of the following thesis  

………………………statements.  

 Step 2    Draw a box around the topic . 

 Step 3    Underline the subtopics. 

 Step 4    Draw a circle around the words or punctuation marks that introduce the 

      subtopics.  

 

The first one has been done for you as an example: 

 

1. Capital punishment should be abolished not only because it deprives another person of 

life but also because it does not stop crimes.  

 

 

Do This By Yourself  
 

2. Women generally live longer than men for two main reasons :  They tend to take better 

care of their health, and they have better resistance to stress.  

 

3. Teenagers declare their separateness from their parents by the way they dress and by 

the way they talk.  

 

4. In choosing a major, a student has to consider various factors, such as personal interest, 

job opportunities, and the availability of training institutions.  

 

5. An architect should be both an artist and an engineer.  

6. A healthy lifestyle involves eating a nutritious diet, exercising regularly, and getting 

enough sleep at night.  

 

g. Thesis statement Pitfalls. 

 

A thesis is the most important sentence in your essay, so write it with special though and 

care. Avoid these common problems: 

Problem 1: The thesis is too general.  

TOO GENERAL    A college education is a good investment.  

 IMPROVED         A college education is a good investment for four reasons. 

TOO GENERAL     Lasers are very useful .  

IMPROVED          lasers have several applications in industry and medicine.  

  

                                                                                               TO BE CONTINUED   
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g. Thesis Statement Second Pitfall. 

 

Problem 2: The thesis makes a simple announcement.  

 ANNOUNCEMENT      I am going to write about sports injuries.  

 IMPROVED           Avoid sports injuries by taking a few simple precautions.  

 

Problem 3: The Thesis stats an obvious fact.  

 OBVIOUS FACT       The internet is a communication superhighway.  

 IMPROVED             The explosion of the internet has had both positive and negative 

.                                      consequences. 

 

Practice 4: Writing Logical Division Thesis Statements  

 

Write thesis statement for logical division essay on each of the following topics. For items 1-

3, suggestions for subtopics are given in parentheses, which you do not have to use if you 

have ideas of your own. For items 4 and 5, use your own ideas.  

 

1- Clothing, hair, or shoe style in your school (three styles) 

   Three clothing styles you can see at my university include Uniforms dress, Dishdash, and 

pants. 

  

2- Dangerous automobile drivers (speeders, cell-phone users, teens)  

There are three types of drivers that make our street unsafe: speeders, cell-phone users, 

and teenagers. 

 (Do this by yourself) 

 

3-  Disneyland’s or Disney World’s appeal (children and adults) 

……………………………………………………………………………………………………………………… 

 

4- The advantages (or the disadvantages) of living in a large city/ a small town.  

.     Living in a small town has several advantages: little traffic, a low crime rate, friendly 

…...neighbors, and community spirits. 

5- Kinds of appeals television advertisers use to sell automobiles/beer/ any product or 

service. 

…………………………………………………………………………………………………………………… 

 

h. Transition Signals For Logical Division of Ideas… 

 

         Transition signals for logical division essays include many that you may already know. 

Transition Words or Phrases 

first, first of all, second, third, 
etc.  
next, last, finally,  

also, in addition, moreover, 
furthermore  

First, excessive government spending can 
lead to inflation.  
In addition,  unrestrained consumer 

borrowing can cause inflationary tendencies.  
Finally, an increase in the supply of 
paper money gives rise to inflation  
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h. Transition Signals For Logical Division of Ideas… 

 

Coordinators 

and 

both… and  
not only… but 
also  

 

Both an increase in the supply of paper money and unrestrained 

consumer borrowing can cause inflationary tendencies. 
  
To lose weight, one must not only exercise regularly but also eat 

wisely.  

  

h. Transition Signals For Logical Division of Ideas… 

 

Others 

the first cause, reason, factor, etc.  

 
the /a second problem, result, 
advantage, etc. one problem, reason, 

important factor, etc.      another way, 
reason, disadvantage, etc.  
 

an additional problem, result, etc.  
 
in addition to math and science…  

 

A second cause is an increase in the 

supply of paper money.  
 
Regular exercise is one way to get fit and 

lose weight. 
  
In addition to government spending, 

unrestrained consumer borrowing can 
cause inflationary tendencies.  
 

 

J. Transition Signals Between Paragraphs 

 

Linking paragraphs with transitions helps your reader see how the subtopics are related. 

Link one paragraph to the next by adding a transition to the topic sentence of the 

second paragraph. This transition may be a single word, a phrase, or a dependent clause 

that repeats or summerizes the main idea in the preceding paragraph.  

 

Study the following model, and notice how the paragraphs are linked.             
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One way an angry driver may react is cut off another motorist.  (+ supporting sentences) 

___________________________________________________  
 
 

 
Another way is to tailgate the other car. (+ supporting sentences) 
___________________________________________________ 

        
 
 

In addition to cutting off and tailgating other cars, aggressive drivers often use rude 
language or gestures to show their anger. (+ Supporting sentences) 
__________________________________________________ 

 
 
 

 
Although law enforcement authorities warn motorists against aggressive 
driving, the number who cut out their angry impulses has not declined. (+ Supporting  

sentences)                                                            
__________________________________________________ 
 

 
To conclude, aggressive drivers are endangering everyone because they create hazardous 
conditions by acting and driving foolishly. They should control their anger and learn to drive 

safely. After all, the lives they save could be their own.  

 

 

 

DO THE FOLLOWING HOMEWORK  

 

Chapter 4 , Part II, Practice 5 Transitions between Paragraphs. Pages 70 + 71 

Notes:______________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

__________________________________________________________________________ 

PARAGRAPH 

TRANISITIONS 

 

BODY 

PARAGRAPH 

1 

 

TRANSITION 

WORDS 

 

TRANSITIO

N WORDS 

TRANSITION 

WORDS 

 

TRANSITION 

WORDS 

 

TRANSITION 

WORDS  

 

BODY 

PARAGRAPH 2 

 

BODY 

PARAGRAPH 3 

 

BODY 

PARAGRPAH 4 

 

CONCLUDING 

PARAGRAPH  

 

Aggressive Drivers 

     The number of vehicles on freeways and streets is growing at an alarming 

rate. The increase of motor vehicles is creating hazardous conditions. Moreover, 

drivers are in such a rush to get to their destinations that many become angry or 

impatient with other motorists who are too slow or who are in their way. 

Aggressive drivers react foolishly toward others in several dangerous ways. 

MODEL 
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-3- 
Elements of the Lecture  

- Concluding Paragraph  
- Essay Outline 

 

Concluding Paragraph 
The conclusion is your last chance to make your point clear. 
The concluding paragraph consists of: 

• A summary of the main points, or a restatement of your thesis in different words; 
• Your final comment on the subject, based on the information you have provided. 
The concluding paragraph should be introduced with a conclusion transition signal: 

in conclusion, in summary, in brief, in short, indeed 
 
Here are some basic principles you should follow to write an effective conclusion: 

1. The conclusion should follow logically from the body of the essay. 
2. The conclusion must summarize the whole essay, not just one or two major points. 
3. The conclusion should not raise any new points but must be related to the thesis 
statement or body of the essay. 

 
You can use different devices to make your final comment more interesting. 
Some of 

them are: 
• emphasize the result of the ideas in the essay; 
• offer a solution to the problems stated in the essay; 

• predict a situation that will result or occur from the ideas introduced in the essay; 
• make a recommendation concerning material presented in the essay.  
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1. Paragraph A gives a summary of the subtopics. Paragraph B paraphrases the thesis statement  . 

2. Paragraph B gives suggestions. Paragraph A makes a prediction 
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To Summarize, stress is a health issue for those of us who live in 

modern, industrializes societies. Unless we want to move to a quiet 

village in the middle of nowhere, we need to follow the advice of 

health professionals by setting realistic goals, taking up a hobby, 

getting regular exercise, and above all, staying close to our families 

and friends.  

 

In conclusion, studying in the United Kingdom can be a wonderful 

experience. The British people may be more or less friendly than 

people at home, the weather may be rainier than the weather you 

are used to, and you may encounter some frosty stares the first time 

you forget to queue at the bus stop. Also, it may take you a few days 

to remember which direction traffic is coming from. However, with 

time and by maintaining a positive attitude, you will soon adapt to 

the ways of the British and soon feel comfortable in your temporary 

home.  
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What’s Essay Outlining ? 

Before you begin writing the first 

draft of your essay, it is best to make 
an outline.  An outline is a general 

plan of what you are going to write.  

You can compare making an outline 
to drawing plans to build a house.  

Before one begins to build a house, it 

is best to draw up plans to make sure 
that a house is built in the way you 
want.  The same is true with writing 

an essay and making an outline.   
 

Introduction 
The Benefits of an Outline 

  
An outline of an essay can be very helpful for two reasons: 
  

- An outline will help make your essay more 
organized.  A careful plan will help your body 
 paragraphs stay focused on the ideas in your 

thesis statement. 
 

-  An outline saves time for writers.  Preparing an 

     outline can take time, but when you are finished, 
     you will be able to write the rough draft of your 

 essay more quickly than if you didn’t have an 
 outline. 

 
Example 
Outline 

 
    Here is an example of how a blank outline might look:  

Essay Outline 

 

I. Introduction Thesis: _____________________ 

II. Body Paragraph #1-  Topic Sentence: _____________ 

  A.  supporting idea 

  B.  supporting idea  

 

III. Body Paragraph #2-  Topic Sentence: ____________ 

  A.  supporting idea 

  B.  supporting idea 

 

IV. Body Paragraph #3-  Topic Sentence: ____________ 

  A.  supporting idea 

  B.  supporting idea  

V. Conclusion 
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The Process 

Making an Outline  

 

In a formal outline, 

Roman numerals 

can 

be used to represent 

paragraphs.  Capital 

letters can be used to 

represent supporting 

details for the 

paragraphs. 

   
Click here to see a 

list of Roman 

numerals. 
 

Essay Outline 
 

Thesis: ____________________ I.    Introduction  
 
II.   Body Paragraph #1-  Topic Sentence: _________ 

A. supporting idea 
 

B. supporting idea 

 
  
III.  Body Paragraph #2-  Topic Sentence:_________ 

A. supporting idea 
 

  B.  supporting idea 
 

 
IV.   Body Paragraph #3-  Topic Sentence:_________ 

A. supporting idea 

 
B. supporting idea 

  

 
The Process 

Thesis Statement  

To begin an outline, you need to start with your thesis 
statement.  The thesis statement will be your guide 

throughout the process of writing your essay.  From the 
thesis statement, you can begin writing the topic sentences 
for the body paragraphs in the outline. 
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The Process 
Topic Sentences 

 
The topic sentence for each body paragraph 

should support the thesis statement.  The topic 

sentences need to agree with the main idea or 

subpoints in the thesis statement; otherwise, 

the essay could be confusing. 

 

 
  The Process 

Supporting Details  

Under the topic sentence for each paragraph, 

list some of the supporting details, examples, 

or ideas you want to include in each paragraph.     

 
The Process 

Supporting Details  

 

 

The Process 

Topic Sentences  
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Example Outline 
 

I. Introduction- Thesis Statement:  A job interview can often make or break your 
chances of getting your dream job.  There are several things that you can do in an 
interview to increase the possibility of your success such as, dressing properly, 

answering interview questions thoroughly, and asking good questions at the end of the 
interview. 

  

II. Body Paragraph #1: 
Topic Sentence:  The way you dress can have a 
big impact on an interview panel’s first 

impressions of you. 
 

 A.  Men and women should consider  wearing dark suits. 

 B.  Conservative dress will show the  interview panel you are serious  about what you do. 
 C.  Don’t carry too many things into the  interview.  A notebook, pens, and/or  laptop 

computer should be carried in  a briefcase. 
 D.  Hair and nails should be clean and neat. 

 
III. Body Paragraph #2: 

Topic Sentence:  An interview is an opportunity for potential employers to get to know you 

better, so it is important that you answer each 
question as completely as possible. 
 

 A.  Ask interviewers to repeat questions you don’t understand. 
 B.  Take some time to think about the   questions before you answer. 
 C.  A notebook to write down key words in interview questions is sometimes helpful. 

 
IV. Body Paragraph #3: 

Topic Sentence:  By preparing some thoughtful 

questions for the end of the interview, you can 
show the panel that you have prepared for the 
interview and want the job. 

 
 A.  Research the job and/or company before you go to the interview. 
 B.  The interview is your opportunity to get to know your potential employer.  Ask questions 

about company goals,  mission, expectations of employees,  etc. 
 C.  Don’t ask questions about benefits or salary during the interview.  You should try to get 

this information  before you apply for the job. 

 
IV. Conclusion:  Don’t underestimate the importance of a good interview. 

 

Roman Numerals 

I = 1 
II= 2 

III= 3 
IV= 4 
V= 5 

VI= 6 
VII= 7 

VIII= 8 
IX= 9 
X= 10 

XI= 11 
XII= 12 

XIII= 13 
XIV= 14 
XV= 15 

Notes:____________________________________________________________________________

_________________________________________________________________________________
_________________________________________________________________________________ 
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Review and Practice  

Elements of the Lecture 
- Review  
- Exercises  
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1- The essay contains six paragraphs. There are four paragraphs in the body.  

 
2- Topic sentences; 

 

o Body Paragraph 1: First of all, Native Americans left a permanent imprint on the 
English Language 
 

o Body Paragraph 2: Art is another area of important Native American contributions. 
 

o Body Paragraph 3: In addition to language and art, agriculture is another area in 

which Native Americans had a great and lasting influence on the peoples who arrived 
here from Europe , Africa, and Asia. 

  

o B.P 4: Finally, it may surprise some people to learn that Americans are also indebted 
to the native people for our form of government.  
 

3-  Native Americans is the key noun. It should be recycled 5 times in body paragraph 1, 4 
times in b.p 2, 4 times in b.p 3, 1 in b.p 4, and 2 in the concluding par.  
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Paragraph 1:  

 
(5) The way people greet each other when they meet for first time varies from culture to 
culture. (2) in some cultures, people bow, and in others, they shake hands. (3) In English-

speaking countries, shaking hands is the custom. (1) If done properly, a handshake gives 
the impression of strength and honesty, and if done completely; it conveys weakness and 
dishonesty. (4) A proper handshake has four ingredients: pressure, pumps, 
eye contact and verbal message. 

 

Type of Introduction: Funnel 
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Paragraph 2: 
 

(2) Mr. X went to Mexico from England to manage a milk pasteurization plant. (9) For eight 
months, he tried every way possible… (10) The response was always, “yes, yes, yes”… (3) 
Then one day an impressive new pasteurization … (1) To celebrate the occasion, Mr. X 

decided to throw a big party at the plant. (4) The employees did most of the planning and 
draped the new unit with garlands. (8) The party was a great success, and everybody had a 
good time. (5) During the party one of Mr. X’s supervisors… (6) And so it was –neither 

punctuality nor quality checks were any longer needed. (7) This story illustrates the need to 
understand that doing business in a  
different culture demands an understanding of the culture 

 

Type of Introduction: Interesting story 
 

 
 

Paragraph 3: 
 

(2) In 1976, an earthquake in China killed over 250, 000 people. (4) Iran suffered more than 
80,000 deaths. (3) In an average year, earthquakes kill 10, 000 people worldwide… (5) 
Scientists keep trying to find ways to predict earthquakes… (1)  currently under study are 4 

main methods of predicting when and where the next BIG ONE will occur.  
 

Type of Introduction: Surprising Statistics or Facts 
 
 

Remember : 4 types of Introduction 

 
1- Funnel Introduction  

2- Dramatic, Interesting or funny story  

3- Surprising Statistics or Facts 

4- Historical Background  
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A.  
1- Chronological Order.  

2- Comparison and contrast 

 

B. 
 1- Two Paragraphs: Increased educational opportunities and changes in the country’s  laws.  

3- Four Paragraphs: economic independence, political rights, educational opportunities, and 

social status/. 
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ان شاء الله تكىن ..الصىر في البىربىنت صغيرااا كبرتها هينااا

 واضحه في الطباعه
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Good Luck : ) 

 
Do the Following Exercises and share with us on Blackboard to get good scores  
Pages : 78 , 79 

 

Notes:______________________________________________________________________

___________________________________________________________________________
___________________________________________________________________________

___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________

___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________

___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________

___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________

___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________

___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________

___________________________________________________________________________ 
___________________________________________________________________________
___________________________________________________________________________

___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________

___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________

___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________

___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________

___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________

___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________

___________________________________________________________________________ 
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Chronological Order: Process Essay  

 
Process Essay 
 

 
 
Basic Info 
 

- A Process essay is a description of a procedure, a step-by-step analysis and explanation of a 
process.  
 

- Many tasks that we do every day are processes that we follow in a specific order.  
 

- It addresses a familiar process that we currently do regularly or that you have done in the 

past.  
 

- You are "the expert" and the organization of the essay is governed by chronological order, 
so it should be the easiest essay to write for you.  

 

 

Use First Person 
 

I am asking that you explain a process, and use expressions such as: 
"I (or we) did this, and then I (or we) did that (first person)"  
 

Do not use 2nd person such as: 
"you do this next, and you will see...(second person)."  
 

NEVER, EVER use second person in this essay for me!!  
 
 

Audience 
 

- Your audience is your reader.  

- Keep your reader (me) in mind, and assume that I know nothing or very little about your 
topic.  

- Therefore, you must define any terms I may not be familiar with.  

 
- Don't assume that I am an expert in computers or in any other subject.  
- Clarify your descriptions so that any reasonable person would understand your meaning.  

 

- Do not instruct me on how I can perform the task you have done. Rather, explain 
how YOU did it.  
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Writing Style 
 

- This is not a diary or journal exercise. It is not a narrative or story.  
- It must describe a procedure that can be broken down into steps or stages. 

  

- I suggest that you should try to organize your topic into three main categories 
- When you are organizing, first make sure your thesis statement is written correctly.  

 

- The thesis should immediately lead to the three divisions you make for your body 
categories.  

- Make sure that each paragraph then has a suitable topic sentence that outlines that stage of 

the process.  
 
 

Organizing the Essay 
 
The organization of the process essay should look like this: 
 

- Introduction paragraph  
- Stage one paragraph  
- Transition, stage two paragraph  

- transition, stage three paragraph  
- {any other stages if necessary}  
- transition, conclusion  

 
 
Organization continued… 

 
- Each body paragraph will be one step in the process, and various sub-steps should be 

explained within each body paragraph.  

 
- Be sure to use transitions to tie steps and sub-steps together: to act as bridges so that your 

writing flows more smoothly and coherently.  

 
- Most of the transitions will refer to time because the process paper analyzes steps of a 

process in time: first, second, third, next, then, soon after, later, last, finally, and so on.  

 
- A body paragraph should have a minimum of five sentences, so avoid having them be too 

short. 

 
 
The Intro Paragraph 

 
- Good process intros open with a general subject and gradually move toward the THESIS 

STATEMENT.  

 

- A good intro flows well, with no choppy sentences appearing out of nowhere.  

— They transition well.  

 

- The reader knows immediately that the essay will be about a procedure.  
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The Intro Paragraph 
 

- First, always remember that the thesis statement of your essay is the LAST sentence in your 
introductory paragraph.  
 

- It is the most important sentence of your essay, so a great deal of thought goes into that 
sentence.  
 

- All of the ideas you present in your body paragraphs must flow from that sentence, and in 
many ways, your thesis controls your conclusion as well.  
 

The Thesis 
 
Do not "announce" or "talk" to the reader as in the following examples of bad writing:  

 
- "In this essay, I will explain...,” 
- “As I mentioned above...,” 
- "As I have shown...,"  

- "I have chosen to write about...,"  
- "the above reasons,” 

 

Never use the following expressions:  
 

- "I think,"  

- "I feel,"  
- "In my opinion."  

 

The thesis continued… 
 

- If you are somewhat creative, you can begin with acreative introduction  

- Even if you aren't especially creative, your thesis statement must set the tone for the rest of 
your essay.  

- It must have a subject and a comment about it. 

 

 

Sample Thesis Statements 
 
(General introductory material comes before the thesis) 

 
- ...Once those decisions have been made, the difficulty of learning all the steps involved in 

diaper changing comes: preparation, procedure, and clean-up.  

 
- ...There are many delicious shrimp recipes. However, I enjoy preparing a French appetizer 

called "Shrimp Bordelaise."  
 

- ...The actual process of preparing a bowl of cereal is not difficult; what is hard is selecting 
what I want.  

 
- ...to maintain a healthy, attractive, and happy Shih-Tzu, a regimen of weekly grooming is 

required. (Regimen indicates a process, something repeated.)  

 
- ...To make this popular "Y" shaped necklace, several easy steps must be followed.  
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Writing Topic Sentences 
 
One of the dangers of this type of essay is to write a topic sentence that is too narrow or 

limited.  
 
For example, if your topic sentence is:  

 
"Next, I wrote a resume,"  
that body paragraph can discuss ONLY writing the resume.  

You cannot switch the subject matter in the middle of the paragraph and begin discussing 
how you contacted employment agencies or how you phoned for interviews.  
 
 

 
 
Mistakes witnessed by Mr. Sholtis 

 
- Remember, all of your body paragraphs' topic sentences must flow from the thesis 

statement, so pick a thesis statement that is broad enough to cover all of your stages in 

your process.  
 

- For example, I had a lady who wrote about her daughter's birthday party and wrote her 

thesis like this:  
• "After selecting the theme, the next step was to prepare the food."  

 

• Then, the entire essay must be about the food preparation.  
 

• No other topic, such as the games, the location, or the invitations could be 

mentioned, so she painted herself into a corner.  
 

• Therefore, if she had wanted to discuss those issues, she could have written:  

 
- After selecting the theme of the party, preparations focused on planning the 

invitations, the games, and the food. (Also notice that active verbs such as preparations 

focused on planning is better than the next step was. To be verbs are usually boring.) 
 
 

 
Suggestions to Aid Paragraph Development 
 

- Not only tell what to do but also tell why to do it.  

- Sometimes it's important to tell the readers what not to do. And why.  

 

- Inform readers of necessary cautions or warnings.  

- Include not only information about the process but also enough text to "prove" your point of 

view about the process.  

 

- Define any terms with which the readers may not be familiar.  

- Use pictures or diagrams that are helpful. 
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Conclusions 

 

- As in any essay, your conclusion of a process paper summarizes the essay.  

 

- It brings the reader "up to date" on the process, such as explaining the results of this 

process.  

—  

- For example: 

 you might discuss how much the family enjoys the patio you built 

 how pleased your sister was with the quilt you made her 

 how much everyone enjoyed the party you planned 

 how you got a promotion for handling your procedure so well 

 

 

Conclusions 

 

- Whatever the current status is on the project you did.  

- Even if you just do a recipe, you can tell about how people feel when they see it or taste it, 

and how satisfied you become when you see others' reactions to your work.  

 

- There is a sense of completion to the essay  

- It just doesn't stop abruptly causing the reader to wonder how it all turned out.  

 
- One way to see if your conclusion is good is to read your introduction and then jump directly 

to the conclusion and see if the two flow together well, or do they seem to be part of two 

different essays.  
 

- They should be similar in tone; if you start your intro humorously, your conclusion should be 

also.  
- Similarly, if your intro is formal, your conclusion should be formal as well  

 

Notes:______________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________

___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________ 

___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________

___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________

___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________  
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Process Essay  

 
 
 

 
 
Elements of the Lecture 

 
Process Essay (Practice)  

     
Cause and Effect Essay 

 

 

 

 

 
  

   

عند صورة السماعة اذهب الى البوربونت وانقر 

 نقرتين عليها واستمع
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1.Thesis Statement: “To understand how the accident at Chernobyl happened…. 

One operates.” it indicates chronological order by indicating that the essay will 

explain (1) how the accident happened and (2) how a nuclear is constructed and how 

one operates. 

2. Body par 2 explains how nuclear reactors produce electricity. Body Par 3 explains 

how the Chernobyl accident happened.  

3. Body Par 1 explains the design of a nuclear power plant. 

4. It has an attention-getting introduction 

5. It is a different kind (neither a summary nor a paraphrase). It gives a final 

comment that a well-deigned nuclear power plant is safe as long as safety 

procedures are followed.  
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4. Double Check-4- (“Procedures”)  

5. Single Check – Sentence 5. (“had been developing for several years”)  

9. Double Circle – 9 – ( Process)  

10. Single Check – 10- (“Life Cycle”)  
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Well, Introduction Body has time period “in April 1986” 

  Do the Rest By Yourself!! 

 

A third time,  

 

When he or she asks you 

speak up 

Then 

In the next few minutes 

When you return,  

 

As soon as the lesson begins 

Finally 

Before you sit down 

 

Next 

 

First 

 

In conclusion 

Second  
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5- a. Paragraph 5 has a topic sentence. You may still have to get ride of the 

temporary backup files that your computer made when you didn’t his SAVE often 

enough.  

 

 
 

6-  a. Paragraphs 6 and 7 begin with chronological transition signals: “Now’ and “The 

last step.”       b. After that and then.  
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Note: Read the other reading page 92. 

 

Cause and Effect Essay 

 

Let’s Play this icon and listen carefully. 

 

 

What is a cause? What is an effect?  

 

Cause and effect depend on each other.  You can’t have one without the other.  A 

plane crashed.  That is the effect.  What are the possible causes?  Was it a 

mechanical or human error?  Was it due to the weather? Was it a terrorist action? 

Obviously there are many possible causes.   

 

 

How to write a cause and effect essay.   

 

Step one: 

 Select a significant topic, for example,  a social phenomenon or a social trend. 

   

  Examples:   

  

    Social phenomena:  

    Teenage rebellion 

    Teenage violence 

    Domestic abuse 

    Environmental crisis 

    Pollution 

  

Social trends:  

     Increasing number of teenage pregnancies 

     Increases in computer science majors.   

 

 

 

Step two 

Decide whether you want to examine 

 the cause or effect or both.  

 

 

 

Step three 

Examine each cause and effect thoroughly,  

using sufficient evidence to prove your points.  
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The patterns of cause and effect essays are the following 

 

Cause-to-Effect Pattern 

Introduction, Thesis  
Effect 1 
Effect 2 

Effect 3 
Conclusion  
 

• Effect-to-Cause Pattern 

• Introduction, Thesis  
• Cause 1 
• Cause 2 

• Cause 3 
• Conclusion 

 
  

 

Guideline for Writing Cause and Effect Essays 

 

Introduction 

Lead-in: Introduce the topic 

Transition: Present popular assumption of the cause or the effect concerning the topic 

Thesis Statement: Present your speculation about the causes or effects of the topic 

(at least three cause or effects)  

 

 

 

 

Body 

 

Body Paragraph 1  

1. Topic Sentence: Present the first cause or the first effect. 

2. Supporting Details: Explain and provide examples. 

3. Closing Remarks: Link the examples back to the topic sentence.  

 

Body Paragraph 2  

1. Topic Sentence: Present the second cause or the second effect. 

2. Supporting Details: Explain and provide examples. 

3. Closing Remarks: Link the examples back to the topic sentence.  

 

Body Paragraph 3  

1. Topic Sentence: Present the third cause or the third effect. 

2. Supporting Details: Explain and provide examples. 

3. Closing Remarks: Link the examples back to the topic sentence. 

 

Conclusion 

 

1. Restate the thesis statement. 

2. Offer a solution or share insight. 

 

Notes:___________________________________________________________________

________________________________________________________________________  
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Cause & Effect Essay  

 
 
Elements of the Lecture 

 
- What’s Cause & Effect Essay? 
- Types of Cause & Effect Essay Organizations.  

 
  a. Block Organization  
  b. Chain Organization 

 
 
What is a Cause and Effect Essay? 

 
-  A Cause and Effect Essay provides reasons and explanations for events, conditions, 

or behaviors. 
 

-  It involves tracing probable or known effects of a certain cause or examining one or 
more effects and discussing the reasonable or known cause(s). 

 

 

Intro : Cause and EffectCause and Effect 
 

- analyzes why something happens. 
- Some effects are caused by multiple causes. 
- Some causes, in turn, can result in multiple effects. 

 
Every event has a cause and every cause has a result. 
 

 
Hint: Cause and Effect 
 

- In this unit, you will look at the situation (effect) and examine the reasons  (causes) 
for it. 

-  Usually there are more than one reason for the situation. 
-  When there are many reasons, there is usually one that is most important. 

 
 
Remember !!!  

 

Remember the following points when you write about the causes of an 

effect: 

 

1- Look at the possible causes and discuss them. 

2- Support all the causes. Give good examples. 

3- State your most important cause list. This will make your essay m ore interesting. 
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Understanding the Assignment 
 

- Cause and Effect Essay assignments typically use the following language: 

 

"What are the causes of X?"  

"What led to X?" 

"Why did X occur?" 

"Why does X happen?" 

"What would be the effects of X?" 

 

Example: 

 

- Define recession and discuss the probable effects a recession would have on  

American society. 

 

 

Transitions 

 

-  Transitions for showing cause: because and as 

 

- Because and as introduce a reason clause. They both answer the question “why?” 

Both because and as  can bу used at the beginning of the sentence or in the 

middle. 

 

-  Use a comma after the reason if you start the sentence with because and as.  

 

 

Two Ways of Organization: 

 

- There are two ways to organize a cause-and-effect essay:  

block organization and chain organization. 

 

- Some topics work better when organized in block, while others work better when 

organized in a chain. If the causes and effects are closely related, it id s better to use 

a chain organization. 

 

 

First Type:  

Block organization 

 

- You discuss all of the causes in one block (one, two or three paragraphs, depending 

on the n umber of causes). Then you discuss all the effects in another block. 
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Cause-and-Effect  Structure Words 

- Cause  structure words: 

the first reason is, the next cause, because 

- Effect structure words: 

the first effect, as a result, consequently 

- Note: use a semicolon before and a comma after consequently and therefore. 

 

Transition Paragraph 
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-  

 

  

 

 

  
 

 

 
 
 

 
 
 

 



 

60 
 

4 

 
 

 
 
 

 
 
 

 
 
 

 
 
 

 
 
 
 

 
 

 

 

 

1. It discusses mainly the causes of shyness.  

2. Paragraph 2, 4, 5, and 6  

3. Paragraph 7  

4. (1) biological and (2) environmental factors.  

5. Paragraph 2 

6. Paragraphs 4, 5, 6  

7.  Paragraph 3 is a transition paragraph. It divides the biological  from  the 

environmental causes  

8. Pattern B  
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Second Type: 
Chain organization 

 
You discuss a first cause and then the effect, a second cause and its effect, a third 

cause and its effect, and so on. 

 

Notice the Chain Organization 
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Notes:____________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________ 

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________ 

1. 1. Paragraph 1  

2. 2. Chemical imbalance.  

3. 3. Disturbance in the body’s natural clock.  

4. 4. Lethargy, oversleeping, weight gain, anxiety, and irritability – all signs of 

depression  
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Comparison and Contrast Essay  

 
 
 

Introduction to Academic Writing 2:  
Comparison and Contrast Essays 
 

 
 
What are Comparison and Contrast Essays? 

 
- Comparing things is something we do every day when we have to make decisions. For 

example, you might think of similarities or differences when we are buying a new MP3 

player or choosing a place to study English. 

 

- You may need to evaluate two sides of an issue you have studied in a class or two proposals 

for research or projects at your workplace. In these cases, you will need to write an essay or 

report to discuss your ideas about the topic. This is a comparison and contrast essay. 

 

 

Comparison/Contrast Essay Organization 

 

- Like other types of essays, a comparison and contrast essay must have a clear introduction 

and conclusion. 

- The body of the essay can be organized many ways. We will look at two organizational 

styles. 

 

Point by point organization 

Block organization 

 

The Introduction 

 

- For both types of organization, the introduction is the same. 

- Presents the topic or subject that is being compared and contrasted in the topic sentence. 

- Gives some general information about the topic 

- Ends with a thesis statement that tells the reader specifically what will be compared and 

contrasted. 

 

Point by Point Organization 

 

- The body paragraphs alternate between similarities and differences.  

- In a short essay, one body paragraph will explain the similarities between the two subjects 

and one paragraph will explain the differences. 

- In a longer essay, one paragraph will explain similarities between one main idea in the two 

subjects and one paragraph will deal with differences in the same main idea, and so on. 
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Short Essay Organization 

 
 

 

Longer Essay Organization 
 

 
 

Block Organization 

 

- In block organization, the body paragraphs first present the similarities in the two subjects. 

Then, in separate paragraphs, the differences are presented. 

- For the short essay, the organization is similar to Point by Point Organization. 

- For the longer essay, the body paragraphs first present the similarities as a set then, after 

a transition,  present the differences as a separate set. 

 

 

Short Essay Organization 
 

 
 

 
 

Long Essay Organization 
 

 

 

 

 

The Conclusion 

 

- For both types of comparison and contrast essay, the conclusion is the same. 

- Restate the topic 

- Restate or summarize the similarities and differences between the two topics 

- Give your opinion or feeling about the topic make a prediction, or explain the results 
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Let’s look at some sample essays 
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1. Similarities are discussed in paragraphs 5, 6, and 7.  

Differences are discussed in paragraph 2 and 3.  

2. It is a transition paragraph introducing the second half of the essay.  
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A Short Essay 

 

Point by Point or Block Organization 

 

 

The Introduction 

 

Introduces the topic  
and general 

 information 
 
 

 
 

There are two places that have had a profound  
impact on my life. One of them is New York 
 City, and the other is Quetzaltenango,  

Guatemala. When you compare them, they 
 seem like dramatically different places, but 
 they have some things in common, and I love 

 them both. 

The specific  
things that will be  
compared. It also 

 gives the writer’s 
 opinion about the 
 topic 

 

 

 

 

Introduces the 
similarities with general 
statements 

 

 
There are many reasons why New York seems like my home 
away from home. Both cities are striking and distinctive. For 

example, each has its own nickname. Everyone knows New 
York is “the Big Apple.” Quetzaltenango is known as “Xela” 
(pronounced (shey-la), which is a lot easier to say! Second, 

both cities have a “Central Park” where people like to go and 
walk. Although Central Park in Xela is smaller, its tropical 
flowers and colonial architecture mean it is just as beautiful as 

New York’s. Furthermore, when you walk around Xela, you find 
many tourists and people from other countries, just like New 
York. For me, this means conversations in Xela are just as 

interesting as conversations in New York. 
 

 
 

Examples of similarities 
between the two cities 
explain why the writer 

likes the two cities 
 

 

 
 
Introduces the 
differences 

 

 
Despite their similarities, these cities are different. Life in Xela is 
more colorful and the pace of life is slower. For this reason, 
whenever I return to Xela, it is like an escape. When I arrive, the 

first thing I notice is the color. In New York, many people wear 
black to be stylish, but in Xela stylish clothing is the rainbow-
colored clothing of the indigenous people. And because Xela is 

smaller, the beautiful green mountains outside the city are 
always visible. The second thing I notice is the pace of life.  
 

 
Specific examples of the 

differences 
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Homework 

 

Practice 2, pages 117-118 

Practice 3, page 121  

 

Notes:____________________________________________________________________________

_________________________________________________________________________________
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_________________________________________________________________________________
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Elements of the Class 

 
- Types of Clause Independent & Dependent  

and then  

- Types of Sentences 
 
 

 

  
 

 
 

 
 
 

 
 

 
 
 

 
 
 

 
 
 

 



 

73 
 

4 

 
 

 
 

 
 
Varying Sentence Structure 

 

 
 
 
 

Adding Variety to Sentence Structure 
 
To make your writing more interesting, you should try to vary your sentences in terms of 

length and structure.  You can make some of your sentences long and others short.  Read 

the two paragraphs on the next page. 
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Two Paragraphs 

 

Read the paragraphs below.  Choose the paragraph that is more effective. 

 

 

-         I love living in the city.  I have a wonderful view of the entire city.  I have an 

apartment. I can see the Golden Gate Bridge.  I can see many cargo ships pass under the 

bridge each day.  I like the restaurants in San Francisco.  I can find wonderful food from just 

about every country.  I don’t like the traffic in the city. 

 
 
 

-         I love living in the city of San Francisco.  I have a wonderful view of the entire city 

from my apartment window.  In addition, I can see the Golden Gate Bridge under which 

many cargo ships pass each day.  I also like San Francisco because  I can find wonderful 

restaurants with food from just about every country; however, I don’t like the traffic in the 

city. 

 

 

 

How do you vary sentence structure? 

 

You will want to use a variety of sentence structures in your writing.  There are three types 

of sentences we will study in this lesson: 

 

   -  Simple Sentence 

   -  Compound Sentence 

   -  Complex Sentence 

 

 

 

The Simple Sentence 

 

A simple sentence has one independent clause (one subject and a verb): 

 

 I live in San Francisco. 
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Compound Sentence 

 

A compound sentence contains two independent clauses that are joined together. 

 

 
 

 

 

 

Compound Sentence 

 

You can make a compound sentence by joining two logically related independent clauses 

by using… 

   - a semicolon 

   - a coordinating conjunction 

   - a transition 

 

Independent Clause + Coordinator + independent Claus 

 

 

 

Using a Semicolon 

 

Independent Clause ;  Independent Clause 
 

I love living in the city ; there are so many things to do. 

 
 
 
 

 
 
 

 

Independent Clause 

 

Independent Clause 
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Using a Coordinating Conjunction 
 

Independent Clause ,coordinating conjunction  Independent Clause 

 

 

He couldn’t watch the show , so he decided to tape it. 

 

 

 

 

 

 

Coordinating Conjunctions 

Logical Relationship Coordinating Conjunction 

Addition And 

Contrast But, yet 

Choice Or, nor 

Cause For 

Result So 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Independent Clause 

 

Independent Clause 
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There are 7 coordinators: FANBOYS 

 

Another way to remember these is… 

 

For    F 

And   A 

Nor   N 

But   B 

Or   O 

Yet   Y 

So   S 

 

 

CAUTION! 

 

Do NOT use a comma every time you use the words and, or, but, nor, for, so, yet.  Use a 

comma only when the coordinating conjunction joins two independent clauses. 

 

 

 
 

 

 

Using a Transition 
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Independent C: 3, 5, 6, 

Dependent , 4 
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Homework 

 

Practice 4, pages, 167 , 168 

Practice 5, page 170 

Notes:____________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________
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_________________________________________________________________________________ 
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_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________ 
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Elements of the Class 
 

- Complex Sentences 

- With adverb clause  

- With adjective clause  

- With noun Clasus  

 

 

 

Complex Sentences 

 

A complex sentence contains at least one independent clause and one dependent clause.  

 

 
 

 
 
 

 
Example- Complex Sentence 
 

A complex sentence contains at least one independent clause and one dependent clause. 
 

 
 
 



 

81 
 

4 

Complex Sentences 
 

Use a comma after a dependent clause if it begins the sentence. 
 

 
 

 
 

Correct!  

 
Excellent!  This sentence reads more smoothly 

because it has more sentence structure variety. 
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I’m Sorry!  
 

  
These sentence do not read as smoothly.  
These sentences contain no sentence variety.  

 
I love living in the city.  I have a wonderful view of the entire city.  I have an apartment. I 

can see the Golden Gate Bridge.  I can see many cargo ships pass under the bridge each 

day.  I like the restaurants in San Francisco.  I can find wonderful food from just about 

every country.  I don’t like the traffic in the city. 

 

 
 

 

Simple 

Sentences 
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Relationship Transition 

Addition Moreover   

Furthermore 
In addition 
besides 

Contrast However               On the contrary 
In contrast            On the other hand 

Result or Effect Consequently                Accordingly 
Thus                            Hence 
Therefore                     As a result  

Reinforcement/Emphasis Indeed 
In fact 

 

 

Relationship Transition 

Exemplification For example 
For instance 
In particular 

Time Meanwhile (at the same time) 
Subsequently (after) 
Thereafter (after) 

Reinforcement/Emphasis Indeed 
In fact 

Exemplification For example 

For instance 
In particular 
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Notes:____________________________________________________________________________

_________________________________________________________________________________
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_________________________________________________________________________________ 
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What’s Parallelism? 

Conjunctions 
 
 

Parallelism 
 
 

 
 
What is parallelism in grammar? 

 
The best way to understand the idea of parallelism is to look at examples. 

For example:  

(Not parallel) 

We wanted to cook and to go swimming.  

(Parallel) 

We wanted to cook and to swim. 

 

What is parallelism? 

 

- Parallelism means using similar structures to express similar ideas. 

- Parallel structures make sentences clearer and easier to read. 

- Editing for parallel structure helps you avoid awkward sentences and keeps you from 

breaking your promise to the reader. 

 

Using parallel structure in your writing will help with  

 

 1)  economy       2) clarity      

 3) equality          4) delight.  

 

Example: 
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Now you try.  Which sentence is parallel? 

 

- This semester I’m studying art, music, and taking a math course. 

 

- This semester I’m studying art, music, and math. 

 

Use parallel structure with elements in lists or in a series. 

 

 
 

How Can we make a paralleled structure? 

 

Use parallel structure with elements joined by coordinating conjunctions.  

 

 
 

What is a Conjunction? 

 

A conjunction is like glue.  It helps things to stick together.   

A conjunction joins words, phrases, and sentences, which are called clauses. 

 

What is a Conjunction? 

 

Conjunctions join two or more words.   

Example: I went to the store to buy eggs, milk, and bread. 
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What is a Conjunction? 

 

Conjunctions can join two prepositional phrases. 

Ex. I went skiing down the hill and past the trees. 

 

 
 

 

 

What is a Conjunction? 

 

Conjunctions can connect two clauses or sentences.   

When two sentences are joined, a comma MUST be placed before the conjunction. 

Ex. I played cards for awhile, but then I played chess. 

 

 
 

 

 

 

Types of Conjunctions 

 

One type of conjunction is the coordinating conjunction.   

They connect words, phrases, and clauses, which are sentences.   

They connect things of equal value. 

(This means that they would connect a noun with another noun or 

 a prepositional phrase with another prepositional phrase.) 

 

 

 

CONJUNCTIONS 

 

Conjunctions are words used as joiners. 

Different kinds of conjunctions join different kinds of grammatical structures. 
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“AND” 

 

Coordinating conjunctions affect the meaning of your sentence. 

“And” connects things that are alike or joined together. 

Ex. I want popcorn and pizza. 

 
 

 

“BUT” 

 

Coordinating conjunctions affect the meaning of your sentence. 

“But” is used to connect things that are different or separated. 

Ex. I want popcorn but not pizza. 

 

 
 

 

“OR” 

 

Coordinating conjunctions affect the meaning of your sentence. 

“Or” is used to offer a choice. 

Ex. Do I want popcorn or pizza? 

 

 
 

 

“NOR” 

 

Coordinating conjunctions affect the meaning of your sentence. 

“Nor” is used to offer a negative choice. 

Ex.  I do not want popcorn nor pizza. 
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“YET” 

 

Coordinating conjunctions affect the meaning of your sentence. 

“Yet” is used to show a change.  When it is used to combine two sentences, you must put a 

comma before it.  

Ex.  I want popcorn, yet I also want pizza. 

 

 
 

 

 

“SO” 

 

Coordinating conjunctions affect the meaning of your sentence. 

“So” is used to show a relationship between things.  When it is used to combine two 

sentences, you must put a comma before it.  

Ex.  I want popcorn, so I made some. 

 
 

 

 

“FOR” 

 

Coordinating conjunctions affect the meaning of your sentence. 

“For” is also used to show a relationship between things.  When it is used to combine two 

sentences, you must put a comma before it.  

Ex.  I ordered a pizza, for I was hungry. 
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Coordinating conjunctions 

 

 join equals to one another: 

words to words,  

phrases to phrases,  

clauses to clauses. 

 

 

 

 

 
 

 
 

 

 

 

 

 

Coordinating conjunctions go in between items joined, not at the beginning or end. 
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Punctuation with coordinating conjunctions: 

 

When a coordinating conjunction joins two words, phrases, or subordinate clauses, no 

comma should be placed before the conjunction. 

 

 

 

 
 

 
 

 

A coordinating conjunction joining three or more words, phrases, or subordinate 

clauses creates a series and requires commas between the elements. 

 

 

 
 

 
 

 

 

 

 

A coordinating conjunction joining two independent clauses creates a compound 

sentence and requires a comma before the coordinating conjunction. 
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PAIRED CONJUNCTION 
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These pairs of conjunctions require equal (parallel) structures after each one. 

 

 
 

Exercises 

 

1. The curtains were pulled shut.  The school was empty. 

2. Alvin has always lived in the city.  His parents bought a home in the suburbs. 

 

3. Biggie Molar has a toothache.  He will see the dentist, Dr. I. Yankum. 

4. Carmelo received a new Mini Cooper.  He passed all his subjects with A’s. 

 

5. Rod Ketchum worked in the city sewer system.  He attended night school. 

6. I may take a trip to Mt. Rushmore.  I may stay home. 

 

 

Answers 

 

1. The curtains were pulled shut, and the school was empty. 

2. Alvin has always lived in the city, yet his parents bought a home in the suburbs. 

3. Biggie Molar has a toothache, so he will see the dentist, Dr. I. Yankum. 

 

 

 

More Exercises 

 

1. The boys were given five detentions each.  They had cut Mr.  Atom’s science class. 

2. I had a chance to buy a ten speed racer.  I decided on buying an ATV instead. 

 

3. Bike riding enables me to see the sights of the city.  It allows me to lose weight. 

4. The canoe was old and leaky.  We won the race. 

 

5. The girls had never played on the team before.  They won the first game of the season. 

6. He was bigger and stronger than I.  I let him kick sand in my face. 

7. Girls are weaker than boys.  Boys are putty in their hands. 
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Answers 

 

1. The boys were given five detentions, for they had cut Mr. Atom’s science class. 

2. I had a chance to buy a ten speed racer, but I decided on buying an ATV instead. 

 

3. Bike riding enables me to see the sights of the city, and it allows me to lose weight. 

4. The canoe was old and leaky, yet we won the race.  

 

5. The girls had never played on the same team before, but they won the first game of the 

season. 

 

6. He was bigger and stronger than I, so I let him kick sand in my face. 

7. Girls are weaker than boys, yet boys are putty in their hands. 

 

 

 

To Be Continued… 

 

Notes:____________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________ 
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_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________
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- Conjunctions (review) 
- Comparison (Parellelism) 
- Subordinating Conjunctions for Adverb, Adjective, Noun Clauses  

- Transition words  
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Adverb Clause 
 

An adverbial clause is a dependent clause that functions as an adverb. In other words, it 

contains a subject (explicit or implied) and a predicate, and it modifies a verb.  

 

 

 

 

These clauses are used to say when something happens by referring to a period 

of time or to another event. 

 

 

 

 

 

 
 
 

 
 
 

 

http://en.wikipedia.org/wiki/Dependent_clause
http://en.wikipedia.org/wiki/Clause
http://en.wikipedia.org/wiki/Adverb
http://en.wikipedia.org/wiki/Subject_(grammar)
http://en.wikipedia.org/wiki/Predicate_(grammar)
http://en.wikipedia.org/wiki/Verb
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These clauses are used to talk about the location or position of something. 
 

 

 
 
 

These clauses are used to talk about someone's behavior or the way something is 
done. 

 
 

 
 
These clauses are used to indicate the reason for something. 
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Subordinating conjunctions also join two clauses together, but in doing so, they 

make one clause dependent (or "subordinate") upon the other. 

 

 
 

 

A subordinating conjunction may appear at a sentence beginning or between two clauses in 

a sentence. 

Punctuation Note:  

When the dependent clause is placed first in a sentence, use a comma between the two 

clauses.  When the independent clause is placed first and the dependent clause second, do 

not separate the two clauses with a comma.  
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Purposes conjunctions are used to indicate the reason for something. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

These 

clauses 

are used 

to indicate 

the result 

of 

something. 

 

These clauses 

are used to 

talk about a 

possible or 

counterfactual 

situation and 

its 

consequences 

 

These clauses are 

used to make two 

statements, one of 

which contrasts 

with the other or 

makes it seem 

surprising. 

 



 

102 
 

4 

Adjective Clause is : A dependent clause that functions as an adjective and 

modifies a noun or pronoun. In other words, it adds extra information about that 

noun or pronoun. 
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A dependent clause that functions as a noun in a sentence. Noun clauses can act 

as subjects, direct objects, and objects of prepositions. 

 

 

A conjunctive adverb is an adverb that connects two clauses. Conjunctive adverbs show cause 

and effect, sequence, contrast, comparison, or other relationships. 
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Transitions, transition words, or transitional expressions, et cetera, are certain words, 

expressions, or other devices that give text or speech greater cohesion by making it more explicit, 

or signaling, how ideas are meant by the writer or speaker to relate to one another.
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Exercises 

 

Let’s practice: 

 

-  Mr. Garcia has promised me a good job and to pay me a fair salary. 

 Mr. Garcia has promised me a good job and  a fair salary.  

 

- The manager asked both groups to meet and share their differences and finally arriving at 

an agreement.  

The manager asked both groups to meet and share their differences and to arrive at an 

agreement.  

 

- The magazine contains news, pictures, ads, tell you where to shop, and feature columns. 

The magazine contains news, pictures, ads, shopping ads, and feature columns.  

  

- Tennis, modeling and to read suspense novels took up most of her time.  

Tennis, modeling and reading suspense novels took up most of her time.  

 

- This is the life –to live, working and cooking outdoors.  

This is the life –living, working and cooking outdoors.  

 

- Running towards the end zone,  he slipped, got  up, and was keeping on going as fast as he 

could. 

Running towards the end zone,  he slipped, got up, and kept on going as fast as he could.  
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It’s Your Turn Now…  

 

- Let’s go down to the store for a hamburger, donuts and drinking some coffee or tea.  

 

- After a hard fought war in  a foreign land  and he travels a long way home,  Dad deserves a 

little rest.  

 

- We tried to snap pictures and catch fish,  but we got mosquito bites and sunburned. 
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Notes:____________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________ 
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Comma, Colon, Semicolon  

 
COMMA  

 

1. In a Series – Place a comma between three or more items connected by a coordinating 
conjunction. 

 

- words  
Jones, Smith, and Jackson presented an interesting report. 
 

- phrases  
The novel is available in print, on audio tape, and on video cassette. 
 

- clauses  
The lawyer argued that the weather was bad, that the car had poor brakes, and that the 
other driver was speeding.  

 
 
 

Caution: 
 

1. Do not place commas between two items separated by commas or between three 

items separated from one another by commas. 

 

- Incorrect:   

Jones, and Smith presented an interesting report. 

Jones, and Smith, and Jackson presented an interesting report. 

  

- Correct:  

Jones and Smith presented an interesting report. 

Jones and Smith and Jackson presented an interesting  report. 

 

 

 

Remember to place a comma before the coordinating conjunction joining the last 

two elements of the series.  Otherwise, the intended meaning of the sentence 

may not be clear. 

 

Confusing:  

He appealed to the administrators, the deans and the advisors. 

  

Are there three distinct groups of people 

administrators    deans      advisors 

OR 

 two groups of administrators? 

deans         advisors 

 

http://wwwnew.towson.edu/ows/conjunctions.htm
http://wwwnew.towson.edu/ows/conjunctions.htm
http://wwwnew.towson.edu/ows/conjunctions.htm
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Confusing: 

 

The smooth gray of the beech stem, the silky texture of the birch  and the rugged pine 

capture the eye immediately.                                                          

 

Does this sentence refer to three items       

the smooth gray of the beech stem 

 the silky texture of the birch 

the rugged pine 

OR     

 

two items? 

the smooth gray of the beech stem 

the silky texture of the birch and the rugged pine 

 

 

 

2. Between Coordinate Adjectives – Place commas between equal adjectives with no 

coordinating conjunction between them. 

 

 

 

She bought a red, fuzzy coat. (tests work: red and fuzzy / fuzzy, red ) 

  

Incorrect: 

The professor gave a hard, final examination. 

(tests do not work:  hard and final  /  final, hard ) 

  

This is a long,  short story. 

(tests do not work:   long and short  /  short, long ) 

 

 

 

 

3. Before FANBOYS  between Independent Clauses in Compound Sentences 

  

The war lasted for two years, but very few people supported it. 

 

Caution:  Do not place a comma between two items with FANBOYS when one item is not a 

complete  sentence. 

   

Incorrect: 

The war lasted for two years, but never gathered much support. 
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Caution: 

Do not place a comma after the FANBOY.  

 

Incorrect:  

The war lasted for two years but, very few people supported it.  

 

Note: 

The comma may be omitted between independent clauses if a sentence is very short. 

 

Acceptable:  

The shooting stopped and peace followed. 

 

 

4. Nonessential  Adjective Clauses / Nonessential participial phrases-Separate 

 

unneeded adjective clauses and participial phrases from the rest of the sentence 

 

 

Nonessential 

 

adjective clause Mary Jones, who spoke at the meeting today, opposed the merger. 

    

 Nonessential 

present participial   

 phrase Mary Jones, speaking at the meeting today, opposed the merger, 

                                                 OR 

  Speaking at the meeting today, Mary Jones opposed the merger. 

 

 

 

Nonessential 

 

   past participial   

    phrase Mary Jones, frightened by a mouse, bought a cat. 

                                                OR 

  Frightened by a mouse, Mary Jones bought a cat. 

   

 

Caution:  Do not separate needed adjective clauses and participial phrases from the  rest 

of the sentence. 

 

Incorrect: The woman, who spoke at the meeting today, opposed the merger. 

The woman, speaking at the meeting today, opposed the merger.  

The woman, frightened by a mouse, bought a cat. 
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5. Introductory Elements - Place a comma after certain introductory elements. 

 

A- Long prepositional phrases or a succession of prepositional phrases  

  

 Correct: In the solitude of that snowy December night, we became good friends. 

  

At the end of the road on the west side of the train station, an elderly couple sold produce 

each summer. 

  

Note:  With short introductory prepositional phrases, the comma is optional. 

 Correct: On that night we became friends. 

                         OR  

On that night, we became friends. 

  

In December two big snow storms interrupted Bill's daily routine. 

                          OR  

In December, two big snow storms interrupted Bill's daily routine. 

 

 

 

B- Participial phrases  

 Speaking at the meeting today, the woman opposed the merger. 

Stretching, the cat slowly opened her eyes. 

Terrified, the mouse ran behind the cupboard. 

 

 

C- Gerunds as objects of prepositions  

Upon entering the room, the police heard a gun shot. 

 Incorrect: Entering the room, was dangerous.  

 

(Here the gerund is the sentence subject, not an  object of a preposition) 

 

 

D- Adverbial infinitives 

To buy that car, you must pay a $500.00 deposit. 

  

Note: To test whether the introductory infinitive is adverbial, place "in order" in front of the 

infinitive.  If the resulting sentence makes sense. the introductory infinitive is adverbial and 

should be followed by a comma. 

    

Test  

  To buy that car, you must pay a $500.00 deposit. 

  

In order to buy that car, you must pay a $500.00 deposit. 

http://wwwnew.towson.edu/ows/prepositions.htm
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6. To separate Interrupters  

 

A- Parenthetical  expressions and transitions (in my opinion, unfortunately, moreover, of 

course, unfortunately,  as a matter of fact,  indeed, for example,  etc.) 

  

The meeting was, in my opinion, very productive. 

The committee members, however, lacked initiative. 

However, the committee members lacked initiative. 

 

B- Nonessential Appositives   (renamers) 

  

Professor Jones, my history instructor, dismissed the class early. 

  

Caution:  Do not separate essential appositives with commas. 

 

 

Correct: My daughter, Jane, is taller than her sisters. 

  

(Here, the appositive is essential since there is more than one daughter.) 

  

My daughter Jane is taller than her sisters. 

 

C- Direct Address 

 Joe, please hand me the newspaper. 

  

 You will see, ladies and gentlemen, that I have nothing up my sleeve 

 

 

7. Nonessential Examples Introduced by such as, especially, particularly 

 

Jones likes to read about dogs, especially Welsh Corgis,  in his spare time. 

 Service professions, such as social work and teaching, offer many non-monetary rewards. 

  

Caution:  Do not separate essential examples with commas. 

Incorrect:  Dogs, such as Welsh Corgis, are expensive. 

 Correct:  Dogs such as Welsh Corgis are expensive. 

 

 

 

8.  Expressions of Contrast            

 

I want chocolate, not vanilla. 

His wife, not his brother, needs the money more. 

http://wwwnew.towson.edu/ows/nouns.htm
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9. Dates and Addresses 

 

Rule:  

 When a date or address with several parts occurs in a sentence, place a comma  between 

each element and after the last part. 

  

Correct: 

 The house at 100 West 67th Street, Baltimore, MD 21210, was sold today. 

My son was born on January 5, 1976, in Chicago, Illinois. 

      

Caution: 

When the date or address has only one element or has its individual parts separated by 

words  in the sentence, do not use a comma within or after the date or address. 

 

Incorrect:  

It was on January 5, that my son was born. 

She lives at 100 West 67th Street, in Baltimore.  

 

Correct: 

 She lives at 100 West 67th Street in Baltimore, Maryland 

 

 

 

 

 

10. Before Confirmatory Questions 

 

Place a comma between the confirmatory  

question and the statement that precedes it. 

  

  

You will be at the party,  won't you? 

  

            statement          confirmatory question 

 

 

 

 

11. Name followed by  Jr., Sr., Ph.D., M.D. 

 

Mary Jones, Ph.D., will lecture on insec fragmentation today at 4 p.m. 
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Notes:____________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________ 

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________ 
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-14- 
Review  

 
 
The Introductory Paragraph  

 
- It has two parts: 

 

 
 A. General statements  
  1. introduce the general topic of the essay  

  2. capture the reader’s interests 
 
 

 B. Thesis statements 
  1. states the specific topic  
  2. may list subtopics or subdivisions of the main topics 
  3. may indicate the pattern of organization of the essay  

  4. is normally the last sentence in the introductory paragraph,  
 

 

 
 
 

Different Models of Introductory Paragraph 
 

1. Funnel Introduction 

2. Dramatic, interesting, or funny story introduction  

3. Surprising Statistics or Facts Introduction 

4. Historical Background Introduction 

 

 

 
 
Thesis Statements 
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Body Paragraphs 
 

The body paragraph in an essay are like the supporting sentences in a paragraph. They are 

the place to develop your topic and prove your points. You should organize your body 

paragraph according to some sort of pattern, such as  

 

  - Chronological order 

  - Comparison/ contrast 

  - or both 
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Logical division of Ideas. 

 

( basic pattern for essays is logical division of ideas.) 

- In this pattern, you divide your topic into subtopics and then discuss each subtopic in a 

separate paragraph.  

 

- Logical division is an appropriate pattern for explaining causes, reasons, types, kinds, 

qualities, methods, advantages, and disadvantages, as these typical college exam questions 

ask you to do. 

 

- For Example: College questions are as the following: 

  

Economic Explain the three causes of inflation 

Agriculture/ Landscape design Describe the basic types of soils and additives needed to 
prepare each type for planting. 

 
 

 

Thesis Statements for Logical Division of Ideas 

 

- The thesis statement of a logical division essay often indicates the number of 

subtopics: 

c- Native Americans have made valuable contributions to modern U.S. culture in  four main 

areas. 

d-  Inflation has three causes.  

 

- The thesis statement may even name the subtopics: 

c- Native Americans have made valuable contributions to modern U.S. culture,     

particularly in the areas of language, art, food, and government. 

d- inflation has three causes: excessive government spending, unrestrained consumer 

borrowing,  and an increase in the supply of paper money.   

To be continued  

 

  

Thesis Statement Second Pitfall. 

 

Problem 2: The thesis makes a simple announcement.  

 ANNOUNCEMENT      I am going to write about sports injuries.  

 IMPROVED           Avoid sports injuries by taking a few simple precautions.  

 

Problem 3: The Thesis stats an obvious fact.  

 OBVIOUS FACT       The internet is a communication superhighway.  

 IMPROVED             The explosion of the internet has had both positive and negative 

.                                      consequences. 
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Transition Signals For Logical Division of Ideas… 

 

Transition signals for logical division essays include many that you may already know. 

 

Transition Words or Phrases 

first, first of all, second, third, 
etc.  

next, last, finally,  
also, in addition, moreover, 
furthermore  

First, excessive government spending can 
lead to inflation.  

In addition,  unrestrained consumer 
borrowing can cause inflationary tendencies.  
Finally, an increase in the supply of 

paper money gives rise to inflation  

 

 

 
Concluding Paragraph 
 

The conclusion is your last chance to make your point clear. 
 
The concluding paragraph consists of: 

• A summary of the main points, or a restatement of your thesis in different words; 
• Your final comment on the subject, based on the information you have provided. 
 

The concluding paragraph should be introduced with a conclusion transition signal: 
in conclusion, in summary, in brief, in short, indeed 
 
 

 
 

What’s Essay Outlining ? 
 
 

Before you begin writing the first 
draft of your essay, it is best to make 
an outline.  An outline is a general 

plan of what you are going to write.  
You can compare making an outline 
to drawing plans to build a house.  

Before one begins to build a house, it 
is best to draw up plans to make sure 
that a house is built in the way you 

want.  The same is true with writing 
an essay and making an outline.   
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Example 
Outline 

 
    Here is an example of how a blank outline might look:  

Essay Outline 

 

V. Introduction Thesis: _____________________ 

III. Body Paragraph #1-  Topic Sentence: _____________ 

  A.  supporting idea 

  B.  supporting idea  

 

III. Body Paragraph #2-  Topic Sentence: ____________ 

  A.  supporting idea 

  B.  supporting idea 

 

IV. Body Paragraph #3-  Topic Sentence: ____________ 

  A.  supporting idea 

  B.  supporting idea  

V. Conclusion 

 
 
 

The Process 
Making an Outline  

 

In a formal outline, 

Roman numerals 

can 

be used to represent 

paragraphs.  Capital 

letters can be used to 

represent supporting 

details for the 

paragraphs. 

   
Click here to see a 

list of Roman 

numerals. 
 

Essay Outline 

 
Thesis: ____________________ I.    Introduction  
 
II.   Body Paragraph #1-  Topic Sentence: _________ 

C. supporting idea 
 

D. supporting idea 

 
  
III.  Body Paragraph #2-  Topic Sentence:_________ 

B. supporting idea 
 

  B.  supporting idea 

 
 
IV.   Body Paragraph #3-  Topic Sentence:_________ 

C. supporting idea 
 

D. supporting idea 
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Elements of the Lecture 
Process Essay (Practice)  

     
Cause and Effect Essay 

Process Essay 

- A Process essay is a description of a procedure, a step-by-step analysis and explanation of a 
process.  

- You are "the expert" and the organization of the essay is governed by chronological order, 

so it should be the easiest essay to write for you.  
 

 
 
 

 

 
 

 

 
 
 
 

 
 
 

 
 
 

 
 
 

 
 
 

 
 
 

 
 
 

 
 
 

 
 
 

 
 



 

128 
 

4 

What is a cause? What is an effect?  

 

Cause and effect depend on each other.  You can’t have one without the other.  A plane 

crashed.  That is the effect.  What are the possible causes?  Was it a mechanical or human 

error?  Was it due to the weather? Was it a terrorist action? Obviously there are many 

possible causes.  
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Notice the Chain Organization 

 

 
  

 
 
 

What are Comparison and Contrast Essays? 
 

- Comparing things is something we do every day when we have to make decisions. For 

example, you might think of similarities or differences when we are buying a new MP3 

player or choosing a place to study English. 

 

- You may need to evaluate two sides of an issue you have studied in a class or two proposals 

for research or projects at your workplace. In these cases, you will need to write an essay or 

report to discuss your ideas about the topic. This is a comparison and contrast essay. 

 

 

 

Comparison/Contrast Essay Organization 

 

- Like other types of essays, a comparison and contrast essay must have a clear introduction 

and conclusion. 

- The body of the essay can be organized many ways. We will look at two organizational 

styles. 

 

Point by point organization 

Block organization 
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The Simple Sentence 

 

A simple sentence has one independent clause (one subject and a verb): 

 

 I live in San Francisco. 

 

 
 

 

 

 

 

Compound Sentence 

 

A compound sentence contains two independent clauses that are joined together. 
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What is parallelism in grammar? 
 

The best way to understand the idea of parallelism is to look at examples. 

For example:  

(Not parallel) 

We wanted to cook and to go swimming.  

(Parallel) 

We wanted to cook and to swim. 
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How Can we make a paralleled structure? 

 

Use parallel structure with elements joined by coordinating conjunctions.  
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PAIRED CONJUNCTION 
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Adverb Clause 

 
An adverbial clause is a dependent clause that functions as an adverb. In other words, it 

contains a subject (explicit or implied) and a predicate, and it modifies a verb.  

 

 

 

Adjective Clause is : A dependent clause that functions as an adjective and 

modifies a noun or pronoun. In other words, it adds extra information about that 

noun or pronoun. 

 

 

 

 

 

 

http://en.wikipedia.org/wiki/Dependent_clause
http://en.wikipedia.org/wiki/Clause
http://en.wikipedia.org/wiki/Adverb
http://en.wikipedia.org/wiki/Subject_(grammar)
http://en.wikipedia.org/wiki/Predicate_(grammar)
http://en.wikipedia.org/wiki/Verb
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A dependent clause that functions as a noun in a sentence. Noun clauses can act 

as subjects, direct objects, and objects of prepositions. 

 

 

A conjunctive adverb is an adverb that connects two clauses. Conjunctive adverbs show cause 

and effect, sequence, contrast, comparison, or other relationships. 
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Transitions, transition words, or transitional expressions, 

 et cetera, are certain words, expressions, or other devices that 

give text or speech greater cohesion by making it more explicit, or signaling, how ideas are meant 

by the writer or speaker to relate to one another. 

 

 

 

 

 

 
COMMA  

 
In a Series – Place a comma between three or more items connected by a coordinating 
conjunction. 

 
- words  

Jones, Smith, and Jackson presented an interesting report. 

 
- phrases  

The novel is available in print, on audio tape, and on video cassette. 

 
- clauses  

The lawyer argued that the weather was bad, that the car had poor brakes, and that the 

other driver was speeding.  
 

http://wwwnew.towson.edu/ows/conjunctions.htm
http://wwwnew.towson.edu/ows/conjunctions.htm
http://wwwnew.towson.edu/ows/conjunctions.htm
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Thank You So Much  

 

 
 
 

 
 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  وصحبه أجمعين,والصلاة والسلام على نبينا محود وعلى آله 

 لا تنسىني هن دعائكن فدعىة الأخ لأخيه المسلن في ظهر الغيب مجابه, انتهت المادة  

 دعىاتي وتمنياتي لكن بأعلى الدرجات في الدارين
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http://www.ckfu.org/vb

/ 

 

 

 

 

 

“Essay” is the third and last course 

in writing. It focuses on the 

argumentative essay, trying to 

provide students with the rationale, 

examples,techniques and training in 

this type of academic and public 

mode of texttype. 

The course covers the traditional 

structure of argumentation (Major 

premise, minor premise and 

conclusion), and thesis statement 

supporting details model. The 

course takes the form of analysis of 

exemplary essays, of detailed 

outlines and of the methods of 

collecting and using published 

resurces to report and argue a 

certain position. 

http://www.ckfu.org/vb/
http://www.ckfu.org/vb/

