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Preface

This book is an attempt to help EFL students in general and Payame
Noor University students in particular to improve their English writing
skills. It aims at helping students who have passed two basic courses
of grammar and writing I and II to take a step further in combining
grammatically correct sentences into paragraphs.

There is no doubt that the practice of writing good paragraphs is essential
to writing. Therefore, this book provides basic concepts and strategies for
paragraph writing and involves students in analyzing and synthesizing the
main sections of different types of paragraphs. There are also short tasks
designed to develop paragraph writing strategies in a self-study process.

Due to the limited number of hours of class instruction at Payame Noor
University, guidelines and instructions are provided to help students to be
as independent as possible. For the same reason, key to exercises has
been provided at the end of the book; however, students are advised not
to refer to the key before doing the exercises themselves.

The book includes guided paragraph writing and contains 9 units. Unit
one introduces pre-writing activities, the definition, and different sections
of a paragraph. The second unit familiarizes students with characteristics
of paragraphs. Units 3 to 9 introduce 7 types of paragraphs and elaborate
on the characteristics and sections of paragraphs introduced in the first
and second units. Each unit ends with a variety of exercises. Attempt has
been made to provide students with the maximum amount of samples,
exercises and instructions in a simple language; however, the book is not
certainly devoid of defect. Therefore, comments and suggestions for
improvement are most welcome.

Fatemeh Hemmati
Farzaneh Khodabandeh

vl






Unit 1

Paragraph

In this unit, you will learn about:
® Pre-writing activities

® Drawing a mind map

® Definition of a paragraph

® Basic parts of a paragraph

e Topic sentence, supporting sentences, concluding sentence

1.1. Pre-writing activities

When you want to write, the first point to keep in mind is the purpose
or the main point of your writing. To do this, you have to read the
topic, think about it, and understand it. While you are thinking about
the topic, different ideas might cross your mind. Make a note of all the
ideas that come to your mind without judging them. No matter how
relevant or irrelevant they might seem, make a list of them all. The
aim of this stage is to produce as many ideas as possible, so you do
not need to worry about correct spelling or grammar. This is called
brainstorming.

Task 1.1. Suppose that you have been asked to write about problems
with the public transport. Read the topic again, reflect on it and
underline the key words that need to be focused on. Then make a list of
ideas that you can think of in the spaces provided. Two ideas have been
written as clues.
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- There is not enough public transport.
- Buses are usually slow and dirty.

1.2. Drawing a mind map

After brainstorming, it is time to go through the list to choose the
ideas that are intimately relevant to the topic and important enough to
be included in your writing. This will help you to come up with a list
of ideas that have to be included; however, the ideas need to be put in
some order. An effective way to sort them is to draw a map or
diagram for them. Look at the mind map for the topic in Task 1.1.
The topic is in the middle and four main problems have been written
for it. Two of the problems have further subdivisions too.

Causing
Pollution

Problems with
the public
transport

Not
comfortable

Task 1.2. A topic similar to the one in Task 1.1 is: The consequences
of traffic congestion. Brainstorm ideas for the topic and draw a similar
mind map for your ideas.
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Put the topic in a big circle in the middle of the page. Then add the
main ideas in smaller circles and link them to the main circle with a
line. You can have even smaller circles that are linked to the second
circles as their subdivisions.

There are different types of pre-writing activities. Brainstorming,
mentioned above, is just one possible way. Other techniques include:
reading about the topic, discussing the topic with friends and
classmates, using the Internet, etc. In most of the units of this book we
are assuming that you have to write promptly and you do not have
enough time to discuss or explore the topic.

Now that you have an outline of your paragraph, you are ready to
leave the pre-writing stage and initiate the drafting stage and organize
your ideas in the form of a paragraph. In the next sections of this unit
and unit 2 you will get familiar with the characteristics of paragraphs.

1.3. Definition of a paragraph
Let’s begin with what a paragraph is.

Task 1.3. Form a group with two or three of your classmates and follow
these steps:

- Write your own definition of the word paragraph.

- Compare your definitions and find the similarities and differences.

- Decide which words and expressions have been repeated in most
definitions.

- Decide which parts should be kept in the definition and which parts should
be deleted.

- Write down your final definition.

The definitions suggested in Task 1.3 must have included words
and expressions such as: organized, coherent, single topic, and
sentences. Therefore, we can define a paragraph as a series of
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sentences that are organized, coherent, and related to a single topic.
Almost every piece of writing that you do will be organized into
paragraphs. Dividing your work into paragraphs must show the reader
where the subdivisions of your thoughts begin and end; this helps the
reader to grasp the main points of your writing.

Paragraphs contain different kinds of information. A paragraph
can contain a series of brief examples to illustrate a point. It might
describe a person, place, or process; narrate a series of events;
compare and contrast two or more things; classify items by category;
or show a cause and effect relationship.

1.4. Basic parts of a paragraph

A paragraph has three basic parts: the topic sentence, the supporting
sentences, and the concluding sentence. A successful paragraph
begins with a main idea. This idea is explained, developed, and
reinforced in the paragraph, with evidence provided. Effective
paragraphs help your reader to follow your line of reasoning (or your
argument). For example, in Task 1.1 you brainstormed the topic and
ended up with a mind map of ideas. Based on the map, you can have a
topic sentence to include the four ideas. Then, each idea can be
explained, illustrated, and reinforced in the supporting sentences that
follow the topic sentence. At the end of the paragraph you can have a
concluding sentence to sum it up.

Let's now exemplify the basic parts of a paragraph; a topic
sentence, supporting sentences, and a conclusion. Think of a paragraph
as an Oreo cookie. The first and last sentences are like the top and
bottom chocolate cookie of an Oreo; they are general statements about
the topic which tie the paragraph together. The middle sentences are
like the white creamy filling, which contains information, facts,
opinions, and examples that support or develop the topic sentence.
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A paragraph has three basic parts:

1. The topic sentence. This is the
main idea of the paragraph. It
is usually the first santence of FK00OK 306 30K XK XK XKKIEK IOCKK. XX
i y -

the paragraph, and it is the 000X XX XOO0000K X006 20K J000K X0000K XX
most general sentance of the

COCEOX X KIOC IOK JOCOTKNK XKHX XK X
paragraph. 4
xx EXX KHKRHKXK KXXKIOK

2. The supporting sentences. These
are sentences that talk about or
explain the topic sentence. They
are more detailed ideas that /——*xx:oc X 300CKK XXX XXX XK. KI0K X 20K
follow the topic sentence.

000K OO HOOOK 20¢ XX X XX 20008K

20XK FOOOOEXK 00K, KoK KX

FOCOOOK KK IKHKKK XX XK XX X JO000000K|

3. The concluding sentence. This XK 00O RHKHK HKKXKK, KHKXK XX X KKK X
may be found as the last sentence
of a paragraph. It can finish a

paragraph by repeating the main 20K XX JOO0OOEK X XXKX X 300K JKK XX X
idea or just giving a final TEOK 20K 200K XX X X0K X HNOOOEK XXX
comment about the topic. /

Topic sentence

Supporting sentences

Concluding sentence

Now think of a paragraph as a hamburger. The first and last
sentences are like the top and bottom buns of a hamburger. We start
with the top bun, the topic sentence. The topic sentence is the very first
sentence of your paragraph which tells what the paragraph is going to
be about. The second sentence is like the lettuce in a hamburger which
is not the most important detail and is placed under the topic sentence,
the top bun. Under the lettuce, there is the tomato, the second detail of
our paragraph. The third sentence is like the layer of cheese in your
hamburger. This layer adds more details. Meat is the last detail of the
hamburger and in your paragraph it is the last and the most important
detail. Finally, we have the bottom bun, the closing sentence, which
looks like the topic sentence and needs to summarize the topic.
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Task 1.4. Read the following paragraph, identify its different
components (topic sentence, supporting sentences, and closing sentence),
and put them in the spaces provided next to the hamburger.

There are many reasons that I love to teach. First of all, I love
to teach because I like being at school. Another reason is that the
days go by quickly when I am busy teaching. My third reason is
because I love seeing a student understand something new. Finally, 1
love to teach because I love to be around kids. These are just a few
reasons I love to teach.

The Hamburger Paragraph

SUPPORTING SENTENCE 2
S — - e
————

N CONCLUSION SENTENCE ’

Let’s now explore each of the components of a paragraph to see
how they fit together to create the structure of a paragraph. We start
with the topic sentence, its features, types and locations.

Topic sentence
Every paragraph needs to make one main point. This point is located
in the topic sentence. Usually, but not always, the topic sentence is the
first sentence of the paragraph. The first sentence of the following
sample paragraph is its topic sentence.

My first day of college was a disaster. First, I went to the wrong

classroom for math. I was sitting in the class, surrounded by people
taking notes and paying attention to how to do equations, which would
have been okay if I was supposed to be in an algebra class. In reality,
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I was supposed to be in geometry, and when I discovered my error, 1
had already missed the first twenty minutes of a one-hour class. When
1 got to the correct class, all twenty-five students turned and looked at
me as the teacher said, “You're late.” That would have been bad
enough, but in my next class my history teacher spoke so fast I could
not follow most of what he said. The only thing I did hear was that we
were having a quiz tomorrow over today’s lecture. My day seemed to
be going better during botany class, that is, until we visited the lab. 1
had a sneezing fit because of one of the plants in the lab and had to
leave the room. When I finally finished my classes for the day, I
discovered I had locked my keys in the car and had to wait for my
brother to bring another set. My first day of school was so bad that 1
know the rest will have to be better.

The topic sentence of the above paragraph has most of the
characteristics of a good topic sentence. First of all, it is suitable to the
size of the paragraph. That is, it is narrow and specific enough to be
supported by one paragraph. Besides, it states a single main point or
position about the topic. When we read it, we immediately realize that
the writer is going to write about his first day of college that has gone
terribly wrong. Finally, the main point stated in the topic sentence can
be proven and explained by the writer and it is a firm and forceful
idea. Now read the paragraph once more to get more familiar with the
way the writer has developed the paragraph and has supported the
main point of the topic sentence. In the next sections of this unit you
will have more opportunities to work on topic sentences.

Task 1.5. Imagine that you have been asked to write a paragraph about
The health benefits of chocolate.

If you follow the pre-writing activities mentioned in the previous section,
you might come up with the following list of ideas:

— Improves heart health.....................o i,
— Relaxes blood VesSels. ... ...ouiieiiiii
— Lowers risk of StroKe. .. .....ooviuiiii i
— Lowers risk of heart disease..............o.oiiiiiiiiiiiiiiiieeie
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— Lowers blood PreSSUIE. .....o.vvutirtittitt ittt ettt eeeie e,
Try to write a topic sentence for your paragraph that includes all the
mentioned ideas.

In the above task, the main idea is that chocolate can improve
heart health. The rest of the paragraph needs to stay focused on this
idea and prove that it is true. Therefore, a good topic sentence for your
ideas in Task 1.5 can be: Chocolate can have many health benefits.

Read the suggested topic sentence again and pay attention to its
underlined key words. It is clear that in the paragraph which is
supposed to follow this topic sentence we have to write about
chocolate and health benefits of chocolate. Therefore, the topic
sentence is restricting us to the benefits of chocolate not any other
information such as, for example, the disadvantages of chocolate.

Not only is a topic sentence the first sentence of a paragraph, but,

more importantly, it is the most general sentence in a paragraph.
What does most general mean? It means that there are not many
details in the sentence, but that the sentence introduces an overall idea
that you want to discuss later in the paragraph. For example, suppose
that you want to write a paragraph about the natural landmarks of your
hometown. The topic sentence of your paragraph might look like this:
My hometown is famous for several amazing natural features.
Note how the topic sentence states a general idea and does not
mention any specific details about the town's geography. It leaves the
details to the rest of the sentences that are supposed to provide support
for the topic sentence.

Remember that a good topic sentence:

¢ informs the reader of the subject that will be discussed in the
paragraph;

e asserts the writer’s point of view or attitude;
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e encourages the reader to continue reading, and
e is not vague, rambling, too narrow or too broad.

Task 1.6. Here are two examples that are not considered as good topic

sentences. Can you figure out why they are not good enough?

1. My hometown is famous because it is located near a big river which is very
wide, and because it is built near an unusually steep hill.

2. Clouds are white.

Location of the topic sentence
Although a topic sentence can appear anywhere in a paragraph, it is
usually first or last.

Ganeral Toplec Senfence
Detail
Specific Detail

Dl

Topic sentence first

In most paragraphs, the topic sentence comes first. The author states
his or her main point and then explains it. The following sample
paragraph begins with a topic sentence. The details which follow it
repeat the controlling idea of the paragraph and are arranged in
chronological order, that is, from first to last:

. ) ) 1)
Constructing a  wedding cake is a &_)2
=

complicated process. Before any baking takes

place, the size of the cake and the decorative
design to be used must be determined. Then
the layers are baked. On a large cake the
bottom layers may be as much as sixteen
inches in diameter. Because of their size, these

layers must be baked one at a time, a process
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which may actually take an entire day. Once the layers are cooled,
they are matched and frosted. Since large wedding cakes are
surprisingly heavy, half-inch solid rods must be measured, cut, and
carefully driven into the bottom layers. The rods provide hidden
support for the heavy upper layers. When all the layers are set in
place, flowers, decorations, and leaves of frosting are added. These
delicate touches individualize the wedding cake and transform it from
merely a cake into a beautiful work of art.

In the above paragraph, the topic sentence is: constructing a
wedding cake is a complicated process. The steps involved in
constructing this type of cake are told in time order, beginning with
baking and ending with decorating. Note that, although the paragraph
draws a logical conclusion, the topic sentence is not repeated in the
end position.

Topic sentence last
The second most likely place for a
topic sentence to appear is last in a

paragraph.  When using this

Detail
Detail
Detail
Topic Sentence

arrangement, a writer leads up to the Specific

main point and then states it at the ceneral

end. The following sample paragraph
is an example of one in which the topic sentence and controlling idea
appear in the final position.

People do it every day. They log on to their favorite website and
browse for hours, checking out bargains. They put whatever they like
into their shopping carts, knowing they can put each one aside before
they finalize their purchases. On the way, they may enter a marketing
promotion in the hopes of winning a prize. And then, when they have
decided on their purchases, they enter private information without
giving it a thought. With a click, they release their personal data into
what may or may not be a secure zone. Despite what many people

believe, internet shopping is not that safe.
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In this paragraph, the idea that Internet shopping may not be safe
has not been stated at the beginning of the paragraph. Details of
internet shopping have been presented and at the end the main idea
has been stated in the topic sentence.

Topic sentence in the middle

If a topic sentence is placed neither
first nor last, it may appear somewhere
in the middle of a paragraph. In this

arrangement, the sentences before the
topic sentence lead up to or introduce the main idea. Those that follow
the main idea explain or describe it. The following is a sample
paragraph with the topic sentence in the middle position.

When a camera flash is used in a low-light environment, the
subject's eyes may appear red in the finished photograph. What is known
as "red-eye" is the result of light from the flash reflecting off the pupils of
the eyes. The phenomenon of red-eye can be lessened by using the red-
eye reduction feature found on many cameras. This feature activates a
lamp which shines a small light directly into the subject's eyes. When this
happens, the diameter of the pupil is reduced, thus tightening the opening
in the iris. Since a smaller pupil means a smaller reflection, the chances
of red-eye occurring are greatly reduced.

In the above paragraph, the topic sentence is the phenomenon of
red-eye that can be lessened by using the red-eye reduction feature
found on many cameras. It serves to connect information about the
cause of red-eye (at the beginning of the paragraph) with information
about how the problem can be alleviated (after the topic sentence).

Task 1.7. Identify and then underline the topic sentence in paragraphs 1
and 2 below. In the first one, the writer starts with general health benefits
of fruits and moves on to specific examples of fruits and their benefits. In
the second paragraph, the writer starts with examples of writing as both a
solitary and collaborative activity and finalizes the paragraph with a
statement about writing being both solitary and collaborative.
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Paragraph 1. Fruits contain many nutrients and offer a variety
of health benefits. Oranges contain Vitamin C, a vitamin that people
widely recognize as helpful in maintaining immunity and fighting
colds. The high potassium and low sodium contents in bananas help
regulate blood pressure. Apples have fiber, which aids the body’s
digestive system. The antioxidants in blueberries aid the body in many
ways, including by reducing free radicals.

Paragraph 2. Often, journal writing is a very personal and
private activity. Some people who write journals never share a single
word of their writing. Note taking for a college course is also an act
that writers usually undertake individually. At other times, however,
writing is explicitly collaborative, such as when scientists co-author
publications or when more than one person writes a novel. But even
single-authored pieces of writing are often the result of many people
working together. For instance, published writing-from newspaper
articles to scholarly texts and to movie reviews-undergoes editing and
revisions. Receiving outside feedback on a piece of writing is a
common and crucial element of turning a good draft into something
publishable. Given these varied situations, writing can be both a
solitary and collaborative endeavor.

Implied main idea

It is important to recognize that you may not always find a topic
sentence in each paragraph. Sometimes the main idea is implied. What
this means is that there is not an explicitly stated main idea sentence but
one that you, as a reader, must figure out. The term most often used to
describe this is inference. You infer the main idea in this situation. In
this book, however, we focus on paragraphs with a topic sentence.

How to understand an implied main idea?
e First, identify the topic of the paragraph. What is this paragraph
about?
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e Then, read all the supporting details carefully. What does the writer
want you to know about the topic?

e How do the details connect? What larger idea do they explain?

e Express this idea in your own words. The implied main idea sentence
must be broad enough to cover all the details in the paragraph but
must not be too narrow so that some details are left out.

Task 1.8. Read the following paragraph and answer the questions.
1. Which sentence is the topic sentence?

2. How has the topic sentence been supported?

3. How are the details connected with each other?

There are many advantages for birds
that live in communities. They keep warmer
and save more energy than those who roost
separately. Another advantage to staying in

groups is that many birds are more likely to
find food and detect danger than a lonely blrd several pairs of eyes
are better than one. In addition, birds that eat on the ground with
their group can more easily escape attack because at least one
member of the group will alert the others. Then, when all the birds fly
upward to escape together, they cause confusion, turning a predator’s
interest away from any one individual. Several small birds may even
act together to scare a larger intruder and drive it away.

Supporting sentences

Supporting sentences follow the topic sentence in a paragraph and add
details to the paragraph by listing examples, steps, reasons, or facts. In
the next units you will learn about different ways of supporting topic
sentences.

Task 1.9. Read the following paragraph and pay specific attention to the
supporting sentences. In what way has the writer supported the topic
sentence?




