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PART ONETHE SENTENCEI. TYPES OF SENTENCESA. The Periodic SentenceB. The Short and Long
Sentencesl. Using short sentences2. Using long sentences3. Alternating short and long sentencesC. Simple,
Compound, Complex and Compound—Complex Sentencesl. The Simple sentence2. The compound sentence3.
The complex sentence4. The compound—complex sentencell. COMMON ERRORSA. Run—on SentencesB.
Fragmentary Sentencesl. dependent—word fragments2. — ing and to fragments3. added—detail fragments4.
missing—subject fragmentsC. Faulty Parallelism1. Correcting faulty coordination2. Making a series of parallels3.
Watching incorrect omissions4. Comparisons using than or asD. Misplaced Modifierst. dangling ModifierslII.
SENTENCE VARIETY AND BREVITYA. Modifying PhrasesB. Relative PronounsC. Joining Sentences And
Doing Away With Unnecessary WordsD. Combining Short Sentencest. Sentence Variety Through Participle
PhrasesF. — ly OpenersG. to OpenersPART TWOTHE PARAGRAPHI. PREWRITINGA. Free—writingB.
QuestioningC. Listing and Groupingll. SIMPLE OUTLININGIII. THE TOPIC SENTENCESupporting
SentenceslV. UNITYV. COHERENCEA. The Use of PronounsB. The Repetition of Key Nouns And Key Word
GroupsC. Avoiding Pronoun ShiftsD. Using Transitional SignalsVl. ENDING A PARAGRAPHA. Restating the
Main lIdeaB. Summarizing the Main PointsC. Showing a ResultD. Putting the Most Important Point LastE.
Drawing an InferenceVIl. WAYS OF DEVELOPING A PARAGRAPHA. Time and ProcessB. SpaceC.
ExemplificationPART THREEPRECIS AND PRACTICAL WRITINGI. PRECIS WRITINGII. PRACTICAL
WRITINGA. Notesl. Note of thanks2. Messages3. Invitations4. Appointments5. ApologiesB. Lettersl. The format
of the letter2. Application for a job3. Application for a college4. Letters of invitation5. Letters of thanks6. Letters of
complaints?. Letters of congratulationsC. ResumeAPPENDIX IUSEFUL INFORMATION FOR WRITINGA.
CapitalizationB. PunctuationC. Word DivisionAPPENDIX IIDICTIONARIES RECOMMENDED FOR
LEARNERS OF ENGLISHWRITINGO OO OO0 OOO0DOOOODO0O
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[0 O In contrast to short sentences, long sentences are particularly useful for presenting a set of complex,

O interlocking ideas.l] The following paragraph shows how a series of long sentences can be used effectively in this
way.[J [ It is particularly difficult to find good, cheap accommodation in big cities.[] What is more,lJ public
transport is sometimes crowded and dirty, particularly in the rush hour, and even the parks can become very
crowded," especially on Sundays when it seems that every city-dweller is looking for some open space and green
grass. Last of all, despite all the crowds, it is still possible to feel very lonely in a city.[1 [I In conclusion, | think that
city life can be particularly appealing to young people, who like the excitement of the city and dont mind the noise
and pollution. However, many people, when they get older, and particularly when they have young children, often
prefer the peace and fresh air of the countryside.[] [0 Each of the three long sentences show the disadvantage of
living in the city. Short sentences would probably not work as effectively here because they could not adequately
express the ideas being presented.
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