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Lecture 1 

 

This lecture will cover the following points: 

1- What is a paragraph? 

2- The three parts of a paragraph 

    a- The topic sentence    

    b- The supporting sentences   

    c- The concluding sentence  

  

What is a paragraph? 

A paragraph is a group of related sentences that discuss one (and usually 

only one) main idea. A paragraph can be as short as one sentence or as long 

as ten sentences. The number of sentences is unimportant; however, the 

paragraph should be long enough to develop the main idea clearly. A 

paragraph may stand by itself.  

In academic writing, you often write a paragraph to answer a test question 

such as the following: "Define management by objective, and give one 

example of it from the reading you have done for this class." A paragraph 

may also be one part of a longer piece of writing such as an essay or a book.  

We mark a paragraph by indenting the first word about a half inch (five 

spaces on a typewriter or computer) from the left margin. The following 

model contains all the elements of a good paragraph. Read it carefully two 

or three times. Then answer the Writing Technique questions that follow, 

which will help you analyze its structure. 
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Writing Technique Questions 

1. What is the topic of the paragraph?  

2. What two main points does the writer make about the topic?  

3. In which two sentences does the writer say that there are two main points?  

4. What examples does the writer use to support each point? 

 

The three parts of a paragraph 

All paragraphs have a  

1-topic sentence  

2-supporting sentences  

3-some paragraphs also have a concluding sentence.  
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The topic sentence states the main idea of the paragraph. It not only names 

the topic of the paragraph, but it also limits the topic to one specific area that 

can be discussed completely in the space of a single paragraph. The part of 

the topic sentence that announces the specific area to be discussed is called 

the controlling idea.  

 

Notice how the topic sentence of the model states both the topic and the 

controlling idea: 

 

         

Supporting sentences develop the topic sentence. That is, they explain or 

prove the topic sentence by giving more information about it. Following are 

some of the supporting sentences that explain the topic sentence about gold. 

 

1-First of all, gold has a lustrous beauty that is resistant to corrosion. 

2-For example, a Macedonian coin remains as untarnished today as the day 

it was made 25 centuries ago. 

3-Another important characteristic of gold is its usefulness to industry and 

science. 

4-The most recent use of gold is in astronauts' suits. 

 

The concluding sentence signals the end of the paragraph and leaves the 

reader with important points to remember: 

In conclusion, gold is treasured not only for its beauty but also for its utility. 

Concluding sentences are customary for stand-alone paragraphs. However, 

paragraphs that are parts of a longer piece of writing usually do not need 

concluding sentences  



 
 

د       لصيف كلملا ةعماج تابلاط و بلاط ىقتلم  2012أم رغ                   4 

 

Lecture 2 

 

This lecture will cover the following points: 

1-The Topic Sentence 

2-Position of Topic Sentences 

3-Recognizing Topic Sentences 

 

The Topic Sentence 

Every good paragraph has a topic sentence, which clearly states the topic 

and the controlling idea of the paragraph. A topic sentence is the most 

important sentence in a paragraph. It briefly indicates what the paragraph is 

going to discuss. For this reason, the topic sentence is a helpful guide to both 

the writer and the reader.  

The writer can see what information to include (and what information to 

exclude). The reader can see what the paragraph is going to be about and is 

therefore better prepared to understand it. For example, in the model 

paragraph on gold, the topic sentence alerts the reader to look for two 

characteristics. Here are three important points to remember about a topic 

sentence. 

 

1. A topic sentence is a complete sentence; that is, it contains at least one 

subject and one verb. The following are not complete sentences because they 

do not have verbs: 

Driving on freeways. 

How to register for college classes. 

The rise of indie films. 

2. A topic sentence contains both a topic and a controlling idea. It names the 

topic and then limits the topic to a specific area to be discussed in the space 

of a single paragraph. 
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3. A topic sentence is the most general statement in the paragraph because it 

gives only the main idea. It does not give any specific details. A topic 

sentence is like the name of a particular course on a restaurant menu. When 

you order food in a restaurant, you want to know more about a particular 

course than just "meat" or "soup" or "salad." 

You want to know generally what kind of salad it is. Potato salad? Mixed 

green salad? Fruit salad? However, you do not necessarily want to know all 

the ingredients. Similarly, a reader wants to know generally what to expect 

in a paragraph, but he or she does not want to learn all the details in the first 

sentence. 

Following is a general statement that could serve as a topic sentence. 

The Arabic origin of many English words is not always obvious. 

The following sentence, on the other hand, is too specific. It could serve as a 

supporting sentence but not as a topic sentence. 

The slang expression so long (meaning "good-bye") is probably a corruption 

of the Arabic salaam. 

This sentence is too general. 

English has been influenced by other languages. 

 

Position of Topic Sentences 

The topic sentence is usually (but not always) the first sentence in a 

paragraph. Experienced writers sometimes put topic sentences in other 
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locations, but the best spot is usually right at the beginning. Readers who are 

used to the English way of writing want to know what they will read about 

as soon as they begin reading. 

 

Sometimes a topic sentence comes at the end. In this case, the paragraph 

often begins with a series of examples. Other paragraphs may begin with a 

series of facts, and the topic sentence at the end is the conclusion from these 

facts. 

 

 

PRACTICE I  

Recog nizing Topic Sentences 
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Lecture 3 

 

 

This lecture will cover the following points: 

1-Recognizing Topic Sentences 

2-Identifying the Parts of a Topic Sentence 

3-Supporting Sentences 

4-The Concluding Sentence 

 

 

Recognizing Topic Sentences 

a. The history of astronomy is interesting.  

b. Ice age people recorded the appearance of new moons by making 

scratches in animal bones. 

c. For example, Stonehenge in Britain, built 3500 years ago to track the 

movement of the sun. 

 d. Ancient people observed and recorded lunar and solar events in 

different ways 

 

a. The history of astronomy is interesting. Too general  

b. Ice age people recorded the appearance of new moons by making 

scratches in animal bones. Too specific 

c. For example, Stonehenge in Britain, built 3500 years ago to track the 

movement of the sun. inc. sent. 

 d. Ancient people observed and recorded lunar and solar events in 

different ways. Best TS 
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Identifying the Parts of a Topic Sentence 

 

Driving on freeways requires skill and alertness. 

            

            Topic                          Controlling Idea      

 

 

 

 

Supporting Sentences 

Supporting sentences explain or prove the topic sentence. One of the biggest 

problems in student writing is that student writers often fail to support their 

ideas adequately. They need to use specific details to be thorough and 
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convincing. There are several kinds of specific supporting details: examples, 

statistics, and quotations. 

 

 

 

The Concluding Sentence 

A concluding sentence serves two purposes: 

1. It signals the end of the paragraph. 

2. It leaves the reader with the most important ideas to remember. It can do 

this in two ways:  

• By summarizing the main points of the paragraph 
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OR  

 

• By repeating the topic sentence in different words 

A paragraph does not always need a concluding sentence. For single 

paragraphs, especially long ones, a concluding sentence is helpful to the 

reader because it is a reminder of the important points. However, a 

concluding sentence is not needed for every paragraph in a multi-paragraph 

essay.  
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Lecture 4  

 

This lecture will cover the following points: 

1-Unity and Coherence 

2-Ways to achieve coherence: 

    a. Repeat key nouns. 

    b. Use consistent pronouns.  

Unity 

An important element of a good paragraph is unity. Unity means that a 

paragraph discusses one and only one main idea from beginning to end. For 

example, if your paragraph is about the advantages of owning a compact car, 

discuss only that. Do not discuss the disadvantages. Furthermore, discuss 

only one advantage, such as gas economy, in each paragraph.  

If you begin to discuss another advantage, start a new paragraph. Sometimes 

it is possible to discuss more than one aspect of the same idea in one 

paragraph if they are closely related to each other. For example, you could 

discuss gas economy and low maintenance costs in the same paragraph 

because they are closely related, but you should not discuss both gas 

economy and easier parking in the same paragraph because they are not 

closely related.  

The second part of unity is that every supporting sentence must directly 

explain or prove the main idea. For example, in a paragraph about the high 

cost of prescription drugs in the United States, you could mention buying 

drugs from pharmacies outside the United States as an alternative, but if you 

write several sentences about buying drugs outside the United States, you 

are getting off the topic, and your paragraph will not have unity. 

Both of the following paragraphs break the rule of unity because they 

contain one or more sentences that are off the topic. 

Step 1 Locate and underline the topic sentence of each paragraph.  

Step 2 Cross out the sentence or sentences that are off the topic. 
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Paragraph 1  

Adventure travel is the hot trend in the tourism industry. Ordinary people are 

no longer content to spend their two weeks away from the office resting on a 

sunny beach in Florida. More and more often, they are choosing to spend 

their vacations rafting down wild rivers, hiking through steamy rain forests, 

climbing the world's highest mountains, or crossing slippery glaciers. People 

of all ages are choosing educational study tours for their vacations. 

Paragraph 1  

Adventure travel is the hot trend in the tourism industry. Ordinary people 

are no longer content to spend their two weeks away from the office resting 

on a sunny beach in Florida. More and more often, they are choosing to 

spend their vacations rafting down wild rivers, hiking through steamy rain 

forests, climbing the world's highest mountains, or crossing slippery 

glaciers. People of all ages are choosing educational study tours for their 

vacations. 

Paragraph 2 

  

Daredevil sports are also becoming popular. Young people especially are 

increasingly willing to risk life and limb while mountain biking, backcountry 

snowboarding, or high-speed skateboarding. Soccer is also popular in the 

United States now, although football is still more popular. One of the riskiest 

new sports is skysurfing, in which people jump out of airplanes with boards 

attached to their feet. Skysurfing rivals skydiving and bungee jumping for 

the amount of thrills and risk. 

Paragraph 2 

   

Daredevil sports are also becoming popular. Young people especially are 

increasingly willing to risk life and limb while mountain biking, backcountry 

snowboarding, or high-speed skateboarding. Soccer is also popular in the 

United States now, although football is still more popular. One of the riskiest 

new sports is skysurfing, in which people jump out of airplanes with boards 

attached to their feet. Skysurfing rivals skydiving and bungee jumping for 

the amount of thrills and risk. 
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Coherence 

Another element of a good paragraph is coherence. The Latin verb cohere 

means "hold together." For coherence in writing, the sentences must hold 

together; that is, the movement from one sentence to the next must be logical 

and smooth. There must be no sudden jumps. Each sentence should flow 

smoothly into the next one. 

There are four ways to achieve coherence: 

1. Repeat key nouns. 

2. Use consistent pronouns.  

3. Use transition signals to link ideas.  

4. Arrange your ideas in logical order. 

1. Repetition of key nouns 

The easiest way to achieve coherence is to repeat key nouns frequently in 

your paragraph. Read the model paragraph about gold to see how it uses this 

technique to smooth the flow of sentences. The key noun in this paragraph is 

gold. 

Paragraph with Coherence 
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There is no fixed rule about how often to repeat key nouns or when to 

substitute pronouns. You should repeat a key noun instead of using a 

pronoun when the meaning is not clear. Throughout the following 

paragraph, the word gold has been replaced by pronouns, making the 

paragraph much less coherent. 

 

 

 

2. Consistent Pronouns 

When you use pronouns, make sure that you use the same person and 

number throughout your paragraph. Don't change from you to he or she 

(change of person) or from he to they (change of number). Notice the 

changes the writer made for consistency in the following example. 
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Lecture 5 

 

This lecture will cover the following points: 

3-Transition signals  

a-Coordinators 

 

3- Transition signals  

They are expressions such as first, finally, and however, or phrases such as 

in conclusion, on the other hand, and as a result. Other kinds of words such 

as subordinators (when, although), coordinators (and, but), adjectives 

(another, additional), and prepositions (because of, in spite of) can serve as 

transition signals.  

 

Transition signals are like traffic signs; they tell your reader when to go 

forward, turn around, slow down, and stop. In other words, they tell your 

reader when you are giving a similar idea (similarly, and, in addition), an 

opposite idea (on the other hand, but, in contrast), an example (for example), 

a result (therefore, as a result), or a conclusion (in conclusion). Transition 

signals give a paragraph coherence because they guide your reader from one 

idea to the next. 
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Most words and phrases in the first two columns of the chart can appear at 

the beginning, in the middle, or at the end of one independent clause and are 

usually separated by commas. 

EXCEPTIONS  

1. The words and phrases in the last four groups in the chart (for listing ideas 

and time sequences, for emphasizing, for giving reasons, and for 

conclusions) 

usually appear only at the beginning of a sentence, not in the middle or at the 

end.  

2. Too usually appears only at the end of a sentence, sometimes preceded by 

a comma. 
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3. The short time words then, now, and soon usually do not need commas. 

The words and phrases in the first two columns of the 

chart can also connect two independent clauses. In this 

case, we use them with a semicolon and a comma. 

 

 

a- Coordinators 

 This group includes the seven coordinating conjunctions and, but, so, or, 

nor, for, and yet and the five correlative ("paired") conjunctions both ... and, 

not only ... but also, neither . .. nor, either . .. or, and whether . . . or. 

Coordinators may or may not have commas. When they connect two 

independent clauses, use a comma. 
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When coordinators connect two words or phrases, do not use a comma. 

Would you rather take a written or an oral exam? 

Children need not only love but also discipline. 

 

Exception:  

Some writers use a comma before but and yet even when they do not 

connect independent clauses to emphasize the contrast of the connected 

ideas. 

The poem is solemn, yet optimistic in tone. 
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Lecture 6 

 

This lecture will cover the following points: 

3- Transition signals  

a- Coordinators 

B- Subordinators & Practice  

B- Subordinators   

A subordinator (subordinating conjunction) is the first word in a dependent 

clause. A dependent clause is always connected to an independent clause to 

make a sentence. The sentence may or may not have a comma. The general 

rule is this: Put a comma after a dependent clause but not in front of one. 

 

 

 

The transition signals in this group include nouns such as example, 

adjectives such as additional, prepositions such as in addition to, verbs such 

as cause, and adverbs such as too.  

There are no punctuation rules for this group, but it is important to 

notice what kinds of words follow these signals. 
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1- Recognizing Transition Signals 

Step 1:  

Circle all the transition signals in the following paragraphs.  

Step 2:  

Punctuate the transition signals if necessary. 
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2- Choose the transition signal that best shows the relationship between the 

sentences in each group. 

 

2- The same article said that the causes of inflation were easy to 

find………………….. the cure for inflation was not so easy to prescribe. 

(however, for example, therefore). 

3. Era also suggested that rising wages were one of the primary causes of 

inflation…………………. the government should take action to control 

wages. (however; therefore, for example) 

2- The same article said that the causes of inflation were easy to 

find………………….. the cure for inflation was not so easy to prescribe. (to 

find; however,/ to find. However,) 

3. Era also suggested that rising wages were one of the primary causes of 

inflation…………………. the government should take action to control 

wages. (of inflation; therefore,/ of inflation. Therefore,) 

3- Fill in each blank with an appropriate transition signal from the list 

provided. Use each signal only once. Add punctuation if necessary. 

for example, in fact, similarly, also, indeed, third, second, final and most 

convincing 

Time 

One stereotype about North Americans says that they are obsessed with 

time. It sometimes seems true that for North Americans, time seems as 

valuable as money. (1)………….. they even say, "Time is money." 

(2)…………. have you noticed how many verbs can be followed by both 

time and money? (3)…………. you can spend time, save time, lose time, 
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find time, make time, waste time, and run out of time. (4)………… you can 

spend, save, lose, find, make, waste, and run out of money.  

(5)………… North Americans seem to regard time as a "thing" that one can 

own. You can have time, buy time, and take time. (One wonders how much 

it costs and where it is taken.) A (6)………..piece of evidence that North 

Americans are obsessed with time is their fanaticism about always being on 

time. (7)…………….. people who are habitually late risk punishment 

ranging from frowning disapproval to losing their jobs. The (8)………….. 

proof is that these poor people sometimes take courses in time management! 

That is really overdoing it, don't you agree? 

Time 

One stereotype about North Americans says that they are obsessed with 

time. It sometimes seems true that for North Americans, time seems as 

valuable as money. (1) In fact, they even say, "Time is money." (2) Also, 

have you noticed how many verbs can be followed by both time and money? 

(3) For example, you can spend time, save time, lose time, find time, make 

time, waste time, and run out of time. (4) Similarly, you can spend, save, 

lose, find, make, waste, and run out of money.  

(5) Second, North Americans seem to regard time as a "thing" that one can 

own. You can have time, buy time, and take time. (One wonders how much 

it costs and where it is taken.) A (6) third piece of evidence that North 

Americans are obsessed with time is their fanaticism about always being on 

time. (7)Indeed, people who are habitually late risk punishment ranging 

from frowning disapproval to losing their jobs. The (8) final and most 

convincing proof is that these poor people sometimes take courses in time 

management! That is really overdoing it, don't you agree? 
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Lecture 7 

 

This lecture will cover the following points: 

4- Logical Order 

- Kinds of logical order in English 

- Review 

4- Logical Order  

In addition to using transition signals and repeating key nouns and pronouns, 

a fourth way to achieve coherence is to arrange your sentences in some kind 

of logical order. Your choice of one kind of logical order over another will, 

of course, depend on your topic and your purpose. You may even combine 

two or more different logical orders in the same paragraph.  

The important point to remember is to arrange your ideas in some kind of 

order that is logical to a reader accustomed to the English way of writing.  

Some common kinds of logical order in English are chronological order, 

logical division of ideas, and comparison/contrast. 

1-Chronological order is order by time―a sequence of events or steps in a 

process. 

2- In logical division of ideas, a topic is divided into parts, and each part is 

discussed separately.  

3- In a comparison/contrast paragraph, the similarities and/or differences 

between two or more items are discussed. 

  Identify the type of logical order used in this paragraph?  

The process of machine translation of languages is complex. To translate a 

document from English into Japanese, for example, the computer first 

analyzes an English sentence, determining its grammatical structure and 

identifying the subject, verb, objects, and modifiers. Next, the words are 

translated by an English-Japanese dictionary. After that, another part of the 

computer program analyzes the resulting awkward jumble' of words and 

meanings and produces an intelligible sentence based on the rules of 
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Japanese syntax and the machine's understanding of what the original 

English sentence meant. Finally, a human bilingual editor polishes the 

computer-produced translation. 

The answer is : 

chronological order because it uses time order to organize the steps  

 

These are the important points covered in this chapter. 

1. Every good paragraph has both unity and coherence. 

  

2. You achieve unity by 

  

      • discussing only one idea in a paragraph.  

      • always staying on the topic in your supporting sentences.  
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3. You achieve coherence by 

   • repeating key nouns.  

   • using consistent pronouns.  

   • using transition signals.  

   • arranging your ideas in some kind of logical order.  

 

4. There are different types of transition signals. Each type is punctuated 

differently. 
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Lecture 8 

 

This lecture will cover the following points: 

1- Facts versus Opinions 

2- Using Outside Sources 

Supporting Details: Facts, Quotations, and Statistics 

Academic writing normally requires that you support your ideas and 

opinions with facts, statistics, quotations, and similar kinds of information. 

You get these kinds of supporting details from outside sources such as 

books, magazines, newspapers, Web sites, personal interviews, and so on. 

Facts versus Opinions 

First, it is important to distinguish between facts and opinions. Opinions are 

subjective statements based on a person's beliefs or attitudes. 

Men are better drivers than women. 

Smoking is a bad habit. 

English is an easy language to learn. 

Opinions are not acceptable as support. It is certainly acceptable to express 

opinions in academic writing. In fact, most professors want you to express 

your own ideas. However, you may not use an opinion as support, and if you 

express an opinion, you must support it with facts. Facts are objective 

statements of truths. 

At sea level, water boils at 100 degrees Celsius. 

Women live longer than men. 

Cigarettes are addictive. 

Sometimes even facts need proof. While all three statements above are facts, 

the last two need proof. Your readers may not believe that women live 

longer than men, or they may not agree that cigarettes are addictive. You 

have to use specific supporting details to prove that these statements are true 

facts. Kinds of specific supporting details include examples, statistics, and 

quotations. 
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Practice: Specific Supporting Details 

Decide which of the following statements is an opinion, a fact that 

needs proof, or a specific supporting detail.  

Write  

• O for opinion  

• F-NP for fact that needs proof  

• SSD for specific supporting detail 

 

4. Identity theft is more serious than any other type of theft. 

 5. Identity theft is increasing at a rapid pace. 

 6. In 2000, 31,000 cases of identity theft were reported to the Federal Trade 

Commission (FTC); in 2003, the number was 210,000. 
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4. Identity theft is more serious than any other type of theft. O 

 5. Identity theft is increasing at a rapid pace. F-NP 

 6. In 2000, 31,000 cases of identity theft were reported to the Federal Trade 

Commission (FTC); in 2003, the number was 210,000. SSD 

Using Outside Sources 

Where can you find specific supporting details to support your ideas? For 

some assignments, you may be able to use examples from your own personal 

experience, or you may be able to gather quotations and statistics by 

performing an experiment, taking a survey, or interviewing people.  

For other assignments, you may have to look for outside sources by 

researching your topic in a library or on the Internet.  

There are three ways to insert outside information into your own writing: (1) 

You can quote it, (2) you can summarize it, or (3) you can paraphrase it.  
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Lecture 9 

 

This lecture will cover the following points: 

1- Plagiarism  

2- Using Outside Sources 

3-Quotations 

a- Direct Quotations 

Plagiarism 

It is important to learn how to use information from outside sources without 

committing plagiarism. Plagiarism is using someone else's words or ideas as 

if they were your own, and it is a serious offense. Students who plagiarize 

may fail a class or even be expelled from school. When you use information 

from an outside source without acknowledging that source, you are guilty of 

plagiarism.  

 

One way to avoid plagiarism is to always put quotation marks around words 

that you copy exactly. (You do not need to use quotation marks if you 

change the words.) You are also guilty of plagiarism if you fail to cite the 

source of outside information―words or ideas―that you use. To cite a 

source means to tell where you got the information. 

Citing Sources 

Citing a source is a two-step process. 

1. Insert a short reference in parentheses at the end of each piece of 

borrowed information. This short reference is called an in-text citation.  

2. Prepare a list describing all your sources completely. This list is titled 

"Works Cited" and appears as the last page of your paper. 

Here is an example of an in-text citation and of its corresponding entry in a 

works-cited list. Notice the position and punctuation of the citation-at the 

end of the last sentence of the borrowed information, before the final period. 
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The abbreviation "Q&A" in parentheses at the end of this sentence is the 

first element of the title of an article from which the words in quotation 

marks were copied. There was no author. If readers want more information 

about this source, they can turn to the works cited list at the end of the essay, 

report, or paper and find this entry: 

 

This entry tells us that the complete title of the article is "Q&A: Red Light 

Running." It was published online in June 2003 by the Insurance Institute for 

Highway Safety. The date 26 Feb. 2004 is the date the writer found the 

article while researching the topic. The information in angle brackets < > is 

the Web site address (URL) where the article can be found. 

Quotations 

Quotations from reliable and knowledgeable sources are good supporting 

details. There are two kinds of quotations: direct and indirect. In a direct 

quotation, you copy another person's exact words (spoken or written) and 

enclose them in quotation marks. In an indirect quotation, you report the 

person's words without quotation marks, but with a reporting expression 

such as according to XYZ . .. or XYZ believes that .... 
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Direct Quotations 

 

 

Reporting Verbs and Phrases 

To introduce borrowed information-direct quotations, indirect quotations, or 

statistics―use the phrase according to or a reporting verb such as the 

following:  

(assert, insist, report, suggest, claim, maintain, say, write, declare, mention, 

state). 

Here are some rules for their use. 

1. Reporting verbs can appear before, in the middle of, or after borrowed 

information. The reporting phrase according to usually appears before or 

after but not in the middle. 

One young bicyclist says, "To win in world-class competition, you have to 

take drugs" (Jones). 

"To win in world-class competition," says one young bicyclist, "you have to 

take drugs" (Jones). 
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"To win in world-class competition, you have to take drugs," says one young 

bicyclist (Jones). 

According to one young bicyclist, athletes have to take drugs to win (Jones). 

Athletes have to take drugs to win, according to one young bicyclist (Jones). 

2. Reporting verbs can be used either with or without the subordinator as. 

As one writer says when discussing the case of an Olympic medalist who 

unknowingly took a banned drug, "The human body, of course, doesn't 

distinguish intentional use from inadvertent exposure. Neither does the IOC 

[International Olympic Committee]" (Kidder, par. 5). 

One writer says when discussing the case of an Olympic medalist who 

unknowingly took a banned drug, "The human body, of course, doesn't 

distinguish intentional use from inadvertent exposure. Neither does the IOC 

[International Olympic Committee]" (Kidder, par. 5). 

3. Reporting verbs can be in any tense. However, be aware that a past tense 

reporting verb may cause changes in verbs, pronouns, and time expressions 

in an indirect quotation. 

Some critics claim/have claimed that the International Olympic Committee 

has been lax on enforcement of drug bans ("2000 Olympics," par. 6). 

Some critics claimed that the International Olympic Committee had been lax 

on enforcement of drug bans ("2000 Olympics," par. 6). 

4. Including the source of the borrowed information with the reporting 

expression gives authority to your writing because it lets your reader know 

immediately that your information is from a credible source. 

The institute of Global Ethics warns, "The Olympics could well become just 

another money-drenched media promotion in which contestants will be 

motivated less by athletic glory than by lucrative future contracts" (Kidder, 

par. 7). 
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Lecture 10 

 

This lecture will cover the following points: 

1- Indirect Quotations 

2- Statistics 

Indirect Quotations 

In indirect quotations, the speaker's or writer's words are reported indirectly, 

without quotation marks. For this reason, indirect quotations are sometimes 

called reported speech.  

Indirect quotations are introduced by the same reporting verbs used for 

direct quotations, and the word that is often added for clarity. The tense of 

verbs in indirect quotations is affected by the tense of the reporting verb. 

The following paragraph is a model example of indirect quotations.  
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Changing Direct Quotations to Indirect Quotations 

1. Omit the quotation marks.  

2. Add the subordinator that. (You may omit that if the meaning is 

clear without it.)  

3. Change the verb tense if necessary. Follow the sequence of tenses 

rules.  

4. Change pronouns (and time expressions if necessary) to keep the 

sense of the original. 

Sequence of Tenses Rules  

If the reporting verb is in a past tense, the verbs in an indirect 

quotation may change tense according to the following rules. Also, pronouns 

(and sometimes time expressions) may change. 

 

There are three exceptions: 

1- When the reporting verb is simple present, present perfect, or 

future, the verb tense in the quotation does not change. 
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He says, "I can finish it today." 

He says that he can finish it today. 

2- When the reporting phrase is according to, the verb tense does not 

change. 

The lawyer said, "My client is innocent." 

According to the lawyer, his client is innocent. 

3- When the quoted information is a fact or a general truth, the verb 

tense in the quotation does not change. 

He said, "Water boils at a lower temperature in the mountains." 

He said that water boils at a lower temperature in the mountains. 

Practice 

Rewrite the following direct quotations as indirect quotations 

1- Pre-med student Alma Rodriguez said, "I miss being on campus, 

but I have to work and take care of my family.“ 

2-Other students said, "Last year, we spent several hours a day 

commuting to and from school. Now we don't have to do that." 

1- Pre-med student Alma Rodriguez said that she missed being on 

campus, but (that) she had to work and take care of her family. 

2-Other students said that last year they spent several hours a day 

commuting to and from school. Now they didn’t have to do that. 

Statistics  

Like quotations, statistics are good supporting details. Study the graph 

and then read the paragraph that uses data from it.  

Notice the reporting verb that gives the source of information. As you 

do with quotations, you must also cite the source of statistical data. 
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Lecture  11  

 

This lecture will cover the following points: 

1- Writing an Essay 

2- The Three Parts of an Essay  

Writing an Essay 

An essay is a piece of writing several paragraphs long. It is about one 

topic, just as a paragraph is. However, because the topic of an essay is 

too complex to discuss in one paragraph, you need to divide it into 

several paragraphs, one for each major point. Then you need to tie the 

paragraphs together by adding an introduction and a conclusion.  

 

Writing an essay is no more difficult than writing a paragraph except 

that an essay is longer. The principles of organization are the same for 

both, so if you can write a good paragraph, you can write a good essay. 

 

The Three Parts of an Essay  

An essay has three main parts: an introduction (introductory 

paragraph), a body (at least one, but usually two or more paragraphs), 

and a conclusion (concluding paragraph). 

The following chart shows you how the parts of a paragraph correspond 

to the parts of an essay.  
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An essay introduction consists of two parts: a few general statements to 

attract your reader's attention and a thesis statement to state the main idea of 

the essay. A thesis statement for an essay is like a topic sentence for a 

paragraph: It names the specific topic and gives the reader a general idea of 

the contents of the essay.  

The body consists of one or more paragraphs. Each paragraph develops a 

subdivision of the topic, so the number of paragraphs in the body will vary 

with the number of subdivisions or subtopics. The conclusion, like the 

concluding sentence in a paragraph, is a summary or review of the main 

points discussed in the body.  

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. 

Study the model essay about the influence of Native Americans' on modern 

U.S. culture and notice its structure. 
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د       لصيف كلملا ةعماج تابلاط و بلاط ىقتلم  2012أم رغ                   43 

 

 

The Introductory Paragraph 

An introductory paragraph has two parts, general statements and the thesis 

statement.  

General statements 

1- Introduce the general topic of the essay.  

2- Capture the reader's interest. 

 

The thesis statement 

1- States the specific topic.   

2- May list subtopics or subdivisions of the main topic or subtopics. 

3- May indicate the pattern of organization of the essay. 

4- Is normally the last sentence in the introductory paragraph. 

Funnel Introduction 
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The introductory paragraph of the model essay is a funnel introduction. This 

introduction is so called because it is shaped like a funnel-wide at the top 

and narrow at the bottom. It 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 with a telephoto lens. 

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. 

 

Model : Funnel Introduction 
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Lecture 12 

 

This lecture will cover the following points: 

1- Thesis Statement 

2- Body Paragraphs 

3- Logical Division of Ideas 

4- The Concluding Paragraph 

5- Essay Outlining 

Thesis Statement 

The thesis statement is the most important sentence in the introduction. It 

states the specific topic of the essay. 

Native Americans have made many valuable contributions to modern U.S. 

culture. 

Young people in my culture have less freedom than young people in the 

United States. 

The large movement of people from rural to urban areas has major effects on 

cities. 

Sometimes a thesis statement lists the subtopics that will be discussed in the 

body. 

Native Americans have made many valuable contributions to modern U.S. 

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

Young people in my culture have less freedom than young people in the 

United States in their choice of where they live, whom they marry, and what 

their job is. 

The large movement of people from rural to urban areas has major effects on 

a city's ability to provide housing, employment, and adequate sanitation 

services. 

Sometimes a thesis statement also indicates the pattern of organization that 

the essay will follow. 
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Body Paragraphs 

The body paragraphs 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 body paragraphs according to some sort of pattern, 

such as chronological order or comparison/contrast. Sometimes, depending 

on your topic, you will need to use a combination of patterns. 

Logical Division of Ideas 

A 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, lands, qualities, methods, advantages, and disadvantages, as 

these typical college exam questions ask you to do. 

 

Thesis Statements for Logical Division of Ideas 

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

subtopics: 

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

in four main areas. 

Inflation has three causes. 

The thesis statement may even name the specific subtopics: 

a. Native Americans have made many valuable contributions to modern U.S. 

culture, particularly in the areas of language, art, food, and government. 
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b. Inflation has three causes: excessive government spending, unrestrained 

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

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. 

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. 

Thesis Statement Pitfalls 

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

thought and care. Avoid these common problems: 
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The Concluding Paragraph 

The conclusion is the final paragraph in an essay. It has three purposes. 

1. It signals the end of the essay. To do so, begin your conclusion with a 

transition signal.  

2. It reminds your reader of your main points, which you can do in one of 

two ways: You can  

• summarize your subtopics.  

• paraphrase your thesis.  

3. It leaves your reader with your final thoughts on the topic. This is your 

opportunity to convey a strong, effective message that your reader will 

remember. 

Essay Outlining 

Because an essay is long, it is important to organize and plan before you 

begin to write. The best way to do this is to make an outline. An outline not 

only organizes your thoughts, but it also keeps you on track once you begin 

to write. 

A formal outline has a system of numbers and letters such as the following. 

In other fields of study, different systems are used. 

Roman numerals I, II, and III number the major sections of an essay 

(introduction, body, conclusion)  

Capital letters A, B, C, D, and so on label the body paragraphs. 

 Arabic numerals 1,2,3,4, and so on number the subpoints in each paragraph.  

Small letters a, b, c, d, and so on label the specific supporting details. 
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Lecture 13 

All Rights Reserved for KFU © 

[ ] 
This lecture will cover the following points: 
1- Chronological Order 
2- Thesis Statements for a Process Essay 
3- Transition Signals for Chronological Order 
 

Chronological Order 
Chronos is a Greek word meaning time. Chronological order is a way of 
organizing ideas in the order of their occurrence in time. Chronological 
order has all sorts of uses. We use it to tell stories, to relate historical 
events, and to write biographies and autobiographies. We also use it to 
explain processes and procedures. 
 
 
     For example, we would use chronological order to explain how to take a 
photograph, how to make a piece of pottery, how to perform a chemistry 
experiment, or how to set up an accounting system. Such essays are called 
"how to" essays, or process essays. 
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Thesis Statements for a Process Essay 
A thesis statement for a process essay in some way indicates the time 
order. Expressions such as the process of, the procedure for, plan, develop, 
evolve, five stages, and several phases indicate that time order will be used. 
Here are some examples: 
Follow these steps to make a beautiful ceramic vase for your home. 
The field of genetic engineering has developed rapidly in the past 10 years. 
A child learns to share over a period of time. 
Heating water by solar radiation is a simple process. 

Sometimes the thesis statement tells the number of steps in the process. 
The process of heating water by solar radiation involves three main steps. 
The thesis statement may even name the steps. 
The main steps in the process of heating water by solar radiation are (1) 
trapping the sun's energy, (2) heating and storing the hot water, and (3) 
distributing the hot water to its points of use. 
Sometimes the thesis statement tells the number of steps in the process. 
The process of heating water by solar radiation involves three main steps. 
The thesis statement may even name the steps. 

The main steps in the process of heating water by solar radiation are (1) 
trapping the sun's energy, (2) heating and storing the hot water, and (3) 
distributing the hot water to its points of use. 
 
 
Transition Signals for Chronological Order 
Chronological order signal words are especially important in a process 
essay. You have to be very clear about the sequence of steps: Does one 
step happen before, after, or at the same time as another step? 
Chronological order signals include all time expressions. 
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These are the important points covered in this lecture. 
1. Using chronological order to organize an essay means putting the ideas 
in order or sequence by occurrence in time. 
2. Use chronological order for narrative essays (stories, history, biography, 
and autobiography) and for process essays (how to do or make something). 
3. Following are the three keys to success in writing a chronological order 
essay: 
• Group the steps or events into paragraphs where natural breaks occur. 
• Write a thesis statement that indicates chronological order. 
• Use chronological order signal words and phrases to show the sequence 
of steps (in a process) or events (in a narration). 
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Lecture 14  

 

This lecture will cover the following points: 

1- Cause/Effect Essays 

2- Organization for Cause/Effect Order 

  - Block Organization   

  - Chain Organization 

Cause/Effect Essays 

Another common pattern of essay organization is called cause and effect. In 

a cause/ effect essay, you discuss the causes (reasons) for something, the 

effects (results), or both causes and effects. You might use cause/effect 

organization to answer typical test questions such as these: 

 

 

Organization for Cause/Effect Order 

You can organize a cause/effect essay in two main ways: "block" 

organization and "chain" organization. In block organization, you first 

discuss all the causes as a block (in one, two, three, or more paragraphs, 

depending on the number of causes). Then you discuss all the effects 

together as a block. You can discuss either causes or effects first. Of course, 

you can also discuss only causes or only effects. 
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Block Organization 

In block organization, a short paragraph often separates one major section 

from another major section. This paragraph is called a transition paragraph. 

Its purpose is to conclude one section and introduce another section. You do 

not always have to write a transition paragraph, but it is helpful when your 

topic is long and complex.  

For example, an essay about global warming might include several 

paragraphs about the causes and several paragraphs about the effects, with a 

transition paragraph between the two blocks.  

Essays that discuss mainly (or only) causes or mainly (or only) effects might 

have a transition paragraph between blocks of different kinds of causes or 

between blocks of different kinds of effects.  

For example, you might use a transition paragraph to separate the personal 

effects of our increased life expectancy from its many effects on the 

economy. In short, a block-style cause/effect essay could have many 

different patterns. Some possibilities are shown here. 
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Chain Organization 

In this pattern, causes and effects are linked to each other in a chain. One 

event causes a second event, which in turn causes a third event, which in 

turn causes a fourth event, and so on. Each new cause and its effect are links 

in a chain. Depending on the complexity of the ideas in each link, you can 

devote an entire paragraph to one link, or you may include several links in 

one paragraph, or you may describe the entire chain in one paragraph. 

Chain organization usually works better than block organization when the 

causes and effects are too closely linked to be separated. Notice the chain 

pattern in the following diagram. 

 

 

The type of cause/effect organization you choose depends on your topic. 

• A chain pattern is usually easier if the causes and effects are very closely 

interrelated. You might use a chain pattern to write about the causes of a 

particular disease or phenomenon in nature such as a thunderstorm or a 

rainbow.  
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• The block pattern is usually easier with larger, complex topics such as 

global warming or homelessness.  

• Sometimes you will want to use a combination of block and chain 

organization.  
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Practice: Recognizing Cause Signal Words 

  

Step 1 Underline the part of the sentence that states a cause.  

Step 2 Circle the word or words that introduce the cause 
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Practice: Recognizing Effect Signal Words 

  

Step 1 Underline the part of the sentence that states an effect.  

Step 2 Circle the word or words that introduce the effect 

 

These are the important points you should have learned from this lecture. 

1. Cause/effect organization is a common pattern in academic writing to 

write about causes (or reasons) and effects (or results).  

2. There are two common cause/effect patterns of organization.  

• In block organization, the causes (or reasons) are grouped together in one 

block, and the effects (or results) are grouped together in another block. 

There may be a transition paragraph between blocks. 

• In chain organization, the causes and effects are too closely linked to be 

separated. One cause leads to an effect, which is the cause of the next effect.  

3. Use a variety of cause/effect signal words to help your reader follow your 

ideas. 

 

Prepare by 


