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Introduction 
The goal of this course is to help you, the student, express yourself in written English. Some 

people find this idea frightening, because it seems like such a big job. However, learning to write is really 

several smaller tasks. We can make learning to write well in easier for you by looking the tasks carefully. 

The main ones we will learn about are: organization, style and language skills. 

Organization simply means the way you put the ideas together on paper. We will learn useful 

methods to help you to have ideas when you are given a topic, and we will help you become familiar with 

the common characteristics of organization in college writing. This will help you begin to write in a more 

academic style. 

To learn more about style in writing, we will use two methods. On some days, your instructor will 

teach the characteristics of one common style, then you will write in that style. During other classes, we 

will look at very specific aspects of style, such as word choice, and work together composing short essays 

as a class. It is style that makes your writing skills more than just knowledge of grammar rules and 

vocabulary. 

Of course, we cannot ignore your basic language abilities. Therefore, we will continue to improve 

these skills by adding to your vocabulary and helping you learn how to use grammar to express your 

ideas to the reader. By learning these, you have much greater control of the language and can better use 

it express your thoughts. 

You will learn writing over time. Do not expect to be perfect right away. Allow yourself to feel 

satisfied and proud of each little bit of improvement that you make. If you remember that writing is simply 

a set of tools for telling others about your thoughts, you will make progress and learn to enjoy it as a way 

to communicate with others in your world. 

 

 

 

 

 

 

 

 
   



BASIC CHARACTERISTICS OF ACADEMIC 
WRITING 
 

As you know, using language requires more than simply presenting vocabulary and grammar. 

People express themselves differently in different situations in response to their purpose. Remember, you 

are writing to an audience, you are probably not writing for people who understand the topic as you do. 

For this reason, you must learn how to present your ideas to readers in way that is familiar to them and 

easy to understand. What are some of the characteristics you should develop in your writing? 

 

Direct Expression of Ideas 
 
A very direct style is one of the main characteristics of most academic composition. Ideas are usually 

expressed in a very direct manner and use specific language which clearly describes these ideas to the 

reader. In some modes of expression, it may be seen as better to write about ideas in a very indirect 

manner. In this view, very direct writing is seen as being lacking style and beauty. Therefore, writers often 

imply their main idea rather than tell the reader directly. However, in college level essays, something 

written in this fashion seems unclear and confusing. Some readers will even feel that the piece of writing 

did not really say anything. 

 

Topic sentences and paragraphs 
 

This direct way of writing affects the structure of each part of a paragraph or essay is put together is 

meant to present the writer’s thoughts to the reader then explain them as carefully and completely as 

possible. It is much like an arrow making a straight line through the air to reach its target. 

Each part of a composition begins with a clear statement of the main idea. We put this in the introduction 

to an essay, and it is what we call the “topic sentence” of each individual paragraph. The basic structure 

of most academic writing is often called an “inverted triangle.” This means that the paragraph or essay 

begins with a general statement on what the rest of the writing will be about. Then, it is followed by more 

detailed, supporting ideas. We will use this paragraph as our example. 



.  

 

Think of good topic sentences for the following short paragraphs. 

 

 

_______________________________________________________. Since they are in     

college, they often stay awake late at night to study. When they are not busy, students may                 

often lose sleep because they are trying to have fun with their friends in their free time.                 

Whatever the reasons are, it is a problem for many college students. 

 

 

 

______________________________________________________. This is because    

people have developed new ways to use computers in our daily lives. We can use them for                 

our work, as well as for fun and relaxation in our free time. We can even use them to                   

communicate with our friends and family. 

 

 

 

 

 



Parts of the Paragraph  
Sample paragraph 

 

 

 

 

 

Think about it. 
What is the topic of the paragraph? 

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

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

What examples does the writer us to support each point? 

 

 

 

 
 
   



3 Parts of a Paragraph 
  
Paragraphs have a topic sentence and supporting sentences, and some paragraphs also have a 
concluding sentence. 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 idea 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 sample presents the topic 
and the controlling idea: 
  
  

There are numerous advantages to owning a hybrid car 
 

Purposes of Topic Sentences 

● To state the main point of a paragraph 

● To give the reader a sense of direction (indicate what information will follow) 
 
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. 
  

First, they get 20 percent to 35 percent more miles to the gallon than a fuel-efficient gas-powered 

vehicle. (Supporting sentence 1: statistic) 

Second, they produce very few emissions during low speed city driving. (Supporting sentence 

2: fact) 

Because they do not require gas, hybrid cars reduce dependency on fossil fuels, which helps 

lower prices at the pump. (Supporting sentence 3: reason) 

Alex bought a hybrid car two years ago and has been extremely impressed with its performance. 

(Supporting sentence 4: example) 

“It’s the cheapest car I’ve ever had,” she said. “The running costs are far lower than previous gas 

powered vehicles I’ve owned.” (Supporting sentence 5: quotation) 

 

To support a topic sentence, consider some of the possible ways to provide details. This support will also 

develop the paragraph.  use one or more of these:Use one or more of these strategies in your paragraph: 

● Add examples 

● Tell a story that illustrates the point you're making 

● Discuss a process 

● Compare and contrast 



● Use analogies (eg., "X is similar to Y because. . . ") 

● Discuss cause and effect 

● Define your terms 

 
The concluding sentence signals the end of the paragraph and leaves the reader with important points to 
remember: 
  

Given the low running costs and environmental benefits of owning a hybrid car, it is likely that                 
many more people will follow Alex’s example in the near future. 

 

 
 
  



A Closer Look 
 

Topic sentence: There are numerous advantages to owning a hybrid car. 

Concluding sentence: Given the low running costs and environmental benefits of owning a 

hybrid car, it is likely that many more people will follow Alex’s example in the near future. 

 

Notice the use of the synonyms advantages and benefits. The concluding sentence reiterates the idea 

that owning a hybrid is advantageous without using the exact same words. It also summarizes two 

examples of the advantages covered in the supporting sentences: low running costs and environmental 

benefits. 

You should avoid introducing any new ideas into your concluding sentence. A conclusion is intended to 

provide the reader with a sense of completion. Introducing a subject that is not covered in the paragraph 

will confuse the reader and weaken your writing. 

 

Give you paragraph meaning 

 

After you have given the reader enough information to see and understand your point, you need to 

explain 

why this information is relevant, meaningful, or interesting. 

Ask yourself: 

What does the provided information mean? 

How does it relate to your overa 

ll point, argument, or thesis? 

Why is this information important/significant/meaningful? 

How does this information relate to the assignment or course I am taking? 

 

Summary 

● A good paragraph contains three distinct components: a topic sentence, body, and concluding 
sentence. 

● Good topic sentences contain both a main idea and a controlling idea, are clear and easy to 
follow, use engaging vocabulary, and provide an accurate indication of what will follow in the rest 
of the paragraph. 

● In most academic essays, the topic sentence is placed at the beginning of a paragraph. However, 
topic sentences may be placed at the beginning, middle, or end of a paragraph. 

● Supporting sentences help explain, prove, or enhance the topic sentence by offering facts, 
reasons, statistics, quotations, or examples. 



● Concluding sentences summarize the key points in a paragraph and reiterate the main idea 
without repeating it word for word. 

 
Circle the topic and underline the controlling idea. 
People can avoid plagiarizing by taking certain precautions 

There are several advantages to online education  

Effective leadership requires specific qualities that anyone can develop 

 

Emphasis on Original Work / Plagiarism 
Academic writing also emphasizes original thought. Although we may use many quotations to help 

explain our topic more clearly, they are only used as support for our own ideas and original ways of 

expressing them. “Borrowing” from another writer without telling the reader that you are doing it is 

considered to be so wrong in writing that we even have a word for it – plagiarism. Plagiarism means to 

take another author’s words or original ideas and use them as though they are our own work. 

You may be familiar with the idea that taking someone’s words is plagiarism, but using other aspects of 

other people’s writing is also plagiarism. We have not made it our own work simply by changing some of 

the words. Look at the following example: 

 

The traditions of Christmas come from many different countries and cultures. Even as             
Americans celebrate the holiday, they are following many customs begun in Germany,            
Sweden and England. In return, the image many Europeans have of Santa Claus in a red                
suit comes from an American Coca-Cola advertisement of the early 20th century. 

 

Christmas traditions began in many different countries. Americans follow many of the            
customs that started in Germany, Sweden and England. An American Coca-Cola           
advertisement from the early 20th century gave many Europeans the image of Santa Claus              
in a red suit. 

 

The second one would be considered an example of plagiarism, because it just changed some of the 

words and moved them around a bit. It is still the same ideas, information, and order. 
 

   



Basic Essay Structure 
 

Essays have three basic parts; introduction, body, and conclusion. As we saw in the inverted pyramid, the 

introduction tells the reader what will be the main idea of the writing. This is called the thesis statement. It 

is a clear, brief summary of what the reader can expect to find in the essay. You do not need to tell 

everything about the essay – that is what you will do in the body. 

The body is the main part of the essay. It is made of paragraphs, and each paragraph takes one part of 

the main idea expressed in the introduction and explains it greater detail. Remember, each paragraph in 

the body will have a topic sentence which expresses the main idea of that individual paragraph. 

The conclusion ends the essay by helping the reader to understand how all the different parts of the body 

fit together to express the ideas in your thesis statement. Because of this, it is often a good idea to repeat 

your thesis statement in a slightly different way than you expressed it in your introduction. 

To put it simply, each of these three parts has a specific job. The introduction prepares readers for the 

essay by telling them what to expect. The body gives them the information and ideas in greater detail. 

The conclusion shows the reader how all the details and information in the body Some teachers have 

described it this way: Tell them what you will write about, then write about it, then tell them what you wrote 

about. 

 

Preparing to Write 
 

In every situation, writing is not something that is easily done well with no planning. In an academic 

context, it is even more important to take some time to think of ideas and decide how we wish to organize 

them on paper. This will not only make your written work of much better quality, you will also find that it is 

easier. Having ideas, organizing them, and then writing are three different tasks. It is always easier to do 

one job at a time, instead of all at once. 

One method for getting started is called “brainstorming,” which simply means to think about your topic, 

and then write down anything that comes into your mind. It does not matter if it is neat, organized or even 

clear. The only purpose is to take care of the first task of writing – having ideas. You can organize them 

into a nice piece of writing later. 

Another method, which you can see below, is often called a “bubble diagram.” You start by writing your 

general idea inside a large circle. Then make smaller circles with a different aspect of your general idea 

written in each one. Keep doing this with smaller and smaller circles, and you will begin to easily see all 

the different things you could discuss about your topic. 



 

 

 

Bubble Diagram About Travel 

 

 

 

 

 

 

 

  



Make a bubble diagram about the topic of studying a foreign language 

 

 

 

 

 

 

 

  



Outlining 
Another very useful method is outlining. This means making a brief, but complete plan for 

your writing. Outlining is especially useful, because it not only helps us write down our ideas, it also gives 

us a way to organize them well. The basic outline structure for a four-paragraph essay about travel might 

look like this: 

 

I) Introduction 

A) Main idea – There are many different aspects to travel 

1) Different ways to travel 

2) Different Reasons to travel 

II) Body 

A) Different ways to travel 

1) Bus 

a) Characteristics of bus travel 

b) Advantages of bus travel 

c) Disadvantages of bus travel 

2) Train 

a) 

b) 

c) 

3) Airplane 

B) Different reasons to travel 

1) Tourism 

2) Visit family 

3) Business 

III) Conclusion 

 

 

 

  



 

 

 

   


