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А paragraph Is a co١١ectIon of sentences that are all related to one main idea. However, this alone
is not sufficient. The collection must be well-organized in order to communicate effectively the writer's
thoughts in such a way that the reader may easily understand the message. Additionally, there are certain
conventions associated with paragrapti writing. Paragraphs that do not conform to these conventions
seem unprofessional and may be confusing to readers who expect the information to be laid out in the
customary manner.

"Get Your Message Across" is designed to help university students learn both the language and the
discourse structures needed to create a variety of types of paragraphs. The textbook begins with an
overview of layout and punctuation, an essential fi rst step in writing polished paragraphs. Following this,
the fi rst three chapters cover the basics of paragraph writing, focusing on enabling students to thoroughly
understand the function of paragraphs and roles of topic and supporting sentences.

Chapters 4-11 introduce students to all of the most common types of paragraphs, including those related
to time order, space order, process and direction, cause and effect, examples, definitions, classification,
and comparison and contrast. Chapter 12 provides  a comprehensive review and Chapter 13 allows
students to see how paragraphs work together to make short essays.

Each chapter begins with introductory information regarding the aim of the chapter. This Is followed
by three steps. The first step offers guided support to allow students to become comfortable with
the concepts and language that constitute the focus of the chapter, step 2 is a series of Increasingly
challenging exercises that require the students to apply this knowledge. Finally, step 3 is an assignment
to create a similar paragraph, which includes a writing process checklist provided to ensure that students
build on what they have learned and do not unintentionally omit any of the essential elements of a good
paragraph.

A wide variety of sample paragraphs are provided throughout the textbook. Additionally, the assignments
allow the students to choose from an array of interesting topics that are likely to be both meaningful to
them as writers as well as useful in preparing ttiem for future writing needs in their academic and work life.
"Writing Communicative Paragraphs" supplies students with essential paragraph writing skills in a manner
that Is easy to understand and build upon. As students work their way through the textbook they will gain
both mastery and confidence in the crucial art of paragraph writing.
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Writing Guide

Loyou十qndRulesofPunc･ruofion

書式と句読法

はじめに

これから、皆さんはこの教科書にそって英語でパラグラフ、そしてその集合体としてのエッセイや、
小論文を書く練習をします。内容や文法・パラグラフの構成はもちろん大事ですが、外見もとても大

事です。皆さんの書いた文書の第一印象は外見、
すなわち見かけで決まるといっても過言ではあ

りません。きちんとレイアウトされA4の用紙に
きれいに印刷された文書とノートにぞんざいに

手書きされ、それをちぎって提出されたものとで

は読み手に与える印象はまったく違ってくるで

しょう。ちぎったノートでは、はじめから読み手
に悪印象しか与えず、まともに読んでさえもらえ

ないかもしれません。

日記や、メモは別として、皆さんが書く英文は

I q
P〆

年
〆

P

基本的には人に読んでもらうために書くのです。教室では読み手は主として先生ですが、実社会では
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The Five-Day School Week

The system of the five-day schooi week has been in place since 2002, in all
public schools. The government thought that this system would lead to more
free time for children. To be sure, this system seems to lead to more free time foi.
children. However, I think this new system might not Itave a good iitfiuence on
children.

First of all, does this system really make more free time? If we have no classes

on Saturdays, in order to make up for tlte loss of lesson time, childreit have to go
to cram school and the class hours on weekdays will lengthen. As a result, this
will decrease free time and make children tired. Moreover, if some children go to

school to compensate for the lack of classes and pass entrance examinationscram

of private schools offering advanced education, this system might produce
children who can afford to go to cram school and those who can’t. That is to say.
it might lead to the . . . .
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Coffee is now one of the most popular drinks in the world. Cof-  :1۶لا
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M؛crowave Oven

The microwave oven, a product created and developed
through American and Japanese ingenuity, is the result of
efforts dating back to 1945. The first microwave oven was

created by Raytheon in the Ư.S. In 1970 Raytheon and oth-
er U.S. manufacturers sold 40,000 of these ovens for about

$300-$400. However, from 1971, significantly less expen-
sive Japanese models were imported and sales increased
dramatically. In 1975 about a million were sold, and in

1985 about 10 million, mostly of Japanese manufacture.
The “heat-and-eat" lifestyle was firmly underway.

Nowadays, microwave ovens are . . . .

s



WritingGuide

注意：以下は不慣れな人がよく犯す英文の書式に関する誤りです。気をつけましょう。

■英文を全角文字で打たない

XI was born in Tokyo.

○IwasborninTbkyo.

■文の終わり毎に改行しない

XIwasborninNagoya.

Iwasbroughtupthere.

IwenttoahighschoolnearNagoyaCastle.

○IwasborninNagoya.Iwasbroughtupthere.IwenttoahighschoolnearNagoyaCastle

■改行する際に、語の途中で勝手に切らない。シラブルの区切りを辞書で確認してから切る

xButwhenlenteredWUniversity,ImovedalonetoTbkyoleavingmyf

amilyinNagoya.

○ButwhenlenteredWUniversity>ImovedalonetoTbkyoleavingmyfam-
ilymNagoya. (familyはfam． i ･ lyと区切る）

2 句読法(punctuation)
英語の句読点は． ？ ！ ， ； ： ‘ ’ “ ”一などです。スペースを空けずにすぐ後につけます。主な

用法を挙げます。

1)ピリオド(period)D
a.平叙文や命令文の終わり。

b.略語のあと:Mr.Ms.Mrs. Dr. Jr. a.m. p.m．A.D・BC. U.S. p. pp.
注意1上の略語ではイギリス英語ではピリオドをつけないのがふつう

注意2USAUN(theUnitedNations:国連)CEO(ChiefExecutiveOfficer)は米
語でもピリオドをつけないのがふつう

注意3etc(その他)、e.9. (たとえば)、cf. (比較せよ）などは英米ともにピリオドをつ
ける

注意：

HeaskedmewhenlsawMary？とは書かない

9



3)感嘆符(exclamationmark)U
a.感嘆文の後に。

例:Whatabeautifillfloweritis!

b.時に強い感情を示す語句や、強い命令を示す文の後に。
例: "Leavemealone!''

"Wow1That'sgreat,"saidJohn.

注意：感嘆符の使用には注意しましょう ！!のように感嘆符を重ねるの間違いです

4)コンマ(comma)⑥文の中での区切りを示す｡主な用法は以下のとおり。
a.等位接続詞and,but,orの前に。

例:Thetrainarrivedlate,andJomwaslatefbrtheclass.
Susancriedfbrhelp,butnoonecame.

b.従属節･分詞構文と主節の境目に。ただし常にではない。

例:Asloverslept,Ireachedthecampusaftertheclasshadstarted.

C.同格の語句や挿入語句の前後につける。

例:Tbkyo,thecapitalofJapan,isoneofthemostdenselypopulatedcitiesintheworld.
Madrid,asyouknow,isthecapitalofSpain.

d.文副詞（句）の後に。however,therefbre,asaresultなどが文中に挿入されるときはその前後に。

例:However,whenlsatdowninthecafeteria, Irealizedthatlhadfbrgottenmynotebookat
home・Asaresult･Ifailedtheexam.

注意： 三つの語句をandやorで並へるときはときには、A,Band/orC、またはA,B{
and/orCと書く

5)セミコロン(semicolon)③文の中の大きな区切りを示す｡AndJObutに近い意味を持つ。
例:Payattention;I'llshowyouanexample.

6)コロン(colonm
a. 「すなわち」といった意味で、後に答えや理由、または例などを列挙する場合に使う。

例:BacteriaareeveFywhere: inthewater,air,andground.

b.時刻をアラビア数字で示すとき、時間と分の区切りとして。

例: 10:15a.m.

C.タイトルに副題をつけるとき

例:ThelncaEmpire: ItsRiseandFall

例;DearSir:
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7)ダッシュ(dash)巳主として補足的なことばを付け加えたり､挿入したりする場合に使う｡ﾀｯｼｭの前
後にはスペースを空けないのがふつう。ハイフン（-）と区別する。

例:Martinwillbuyanewcar-ifhegetsaraise.
Jacklistedthequalities-intelligence,beauty,kindness-thatheliked.

8)引用符(quotationmarks)四人の発言や文を引用する場合に使う｡二重と一重があるが二重引用符
(doublequotations)が普通。一重引用符(singlequotation)は引用の中でさらに引用されているものに使う。

例: Janesaid,"Roberttoldmethathewasgoingto@leavealone.'"

注意； 引用符とともに使われるとき、疑問符やピリオドの用法に注意

'Whenareyouleaving?''heasked.

（疑問符で終わっているので、heの前にコンマはつけない）

Didyouseethemovietitled'’lWanttoLive'‘？
(Didyouという文についた疑問詞なので引用符の外につけるただし、ピリオド
の場合は引用符の中が普通《 ）

Isawthemovietitled''IWanttoLive."

9)アポストロフィ(apostrophe)g
a. sとともに用いて所有を表す。

例: John'scar,Japan'spride, thereport'stitle

b.省略を表す。

例: I've, you'11, can't, don't, '08(=2008年）

C.混乱を避けるために文字などの複数を示すのに使われる。

例:Finda'sandi's. (「文字aとiを見つけなさい｡」as, isと混同されるのを避ける）

a.

例:he/she, on/off

例:miles/hour



3 アラビア数字かアルファベット綴りか

英文の中で数字を使う場合、どこまでアルファベットで綴る（スペルアウト）か、どの場合にアラビア
数字で書くのか迷うことも多いでしょう。自分で勝手に決めないで、以下の一般的なルールに従ってくだ
さい。

1）1-9まではアルファベットで綴る。
例？ threechairs,nineplayers

注意： 以下の文章のように、数字はすべてアラビア数字で書いた人がいましたこの場合
はアルファベットで綴るべきです

"Thefamilieswhichhave3generationsareapttobeconsideredhappy,

butthefamilieswhichhavelgenerationareapttobeconsidered

lesshappy. lnthepast7years, thenumberoffamilieswhichhave3

generationshasdecreasedsignificantly.''

2)アラビア数字で文を始めることは避ける。構文を変えるか、アルファベット綴りにする。
x45geographicalareashavebeenidentified.

○Wehaveidentified45geographicalareas./Forty-fivegeographicalareashavebeenidentified

3)数字と数量単位の間は1字分空ける。
x3.5kilometers

○3.5kilometers ○3.5km

注意; kmと略した場合にはスヘースを空けずに書くケースもありまが、3．5kmとスヘ

ースを空けるほうが一般的です日本語では「3.5kg」と、数字と単位の間にスヘ
ースなしで書くので注意しましょう

4)数字は三桁ごとコンマを入れる。
例:4,500participants, $6,000,000,000

注意：年を示す数字にはコンマは入れない

bornin1989, A.D. 1298, 2000B.C

ﾕ2
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coffee its origin and history

coffeea morning without coffee is worse than a day without sunshine say some people
is now one of the most popular drinks In the world do you know who found coffee

according to one legend an ethiopian shepherd named kaldi who lived in the 9th
his goats grazed on tlie chen-y-red berries of

it seemed to !nake them lively and full of energy
a monk saw kaldi’

century fi rst found tlie coffee's effects
coffee shrr!bs that contained beans

so kaldi tried the berries Irimself and experienced the same effect

s vigor and plucked some berries for his fellow monks
was bom but it was not until around 1000 ad that sometliing similai. to modern-day coffee

in this way the coffee tradition

at that time coffee as a beverage made from watei. brewed with

by the 13th century jnuslims were devoted
coffee followed

began to be consujned
coffee beans began to be drunk in arabia
coffee drinkers because in part it helped keep worshippers awake

nowadaysIslam to north africa the eastern mediterrairean India europe and america

people almost all over the world enjoy coffee

13



CHAPTFR1

WhatlsaParag旧ph？

パラグラフとは？

パラグラフとは、通常下の例のように最初の文の2～3文字がインデントされて書かれる一連の文のこと

⑬’で、ライティングの基本単位です。

Themicrowaveoven,aproductcreatedanddevelopedthroughAmericanand

Japaneseingenuity> istheresultofeffbrtsdatingbackto1945.Thefirstmicrowaveoven

wascreatedbyRaytheonintheU.S.Inl970RaytheonandotherU.S.manufacmrers

sold40,000oftheseovensfbrabout$300-$400.However,froml971,significantlyless
expensiveJapanesemodelswereimportedandsalesincreaseddramatically. Inl975

aboutamillionweresold,andinl985aboutlO1nillion,mostlyofJapanesemanufacmre.
The"heat-and-eat"lifestylewasfirmlyundelway.

Notes: ingenuity創意工夫 datebackto～までさかのぼる Raytheonレイセオン社 underway始まった

パラグラフは一つのトピックを扱う、まとまりのある単位です。 トピックは、普通最初に来る文（主題文、
topicsentence)が表します。それに続く支持文(supportingsemences)はそのトピックを展開します（例、
証拠を挙げたり、具体的に説明する)。最後にまとめの文(concludingsentence)が来ることもあります。

1000万台

100万台

4万台

1970 1975 1985

ﾕ4



CHAPTER ใ What !sa Paragraph?
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The microwave oven, a

product created and developed
through American and
Japanese Ingenuity, is the
result of efforts dating back to
1945.

lỉl/y:J(Dmíị 1945؟^
V7b\ơ)iể^vj\ 7>c٠ \JtltBị

لآ07لآا7دو١ا
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The first microwave oven was

created by Raytheon in the
U.S. In 1970 Raytheon and
other U.S. manufacturers

sold 40,000 of these ovens for
about $300-$400. However,

from 1971, significantly less
expensive Japanese models
were imported and sales
increased dramatically. In 1975
about a million were sold, and

in 1985 about 10 million, mostly
of Japanese manufacture.

แ1ท๑1[) :เ^[/7:;
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The "heat-and-eat" lifestyle was
firmly underway.
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It ؛s hai'd to imagine life without a miciOwave oven. This indispensable appliance
is the result of efforts dating back to 1945. The fi rst microwave oven was created by
Raytheon In the u.s. It weighed 670 pounds and was 62 inches tall. In 1970 Raytheon
and otlier u.s. manufacturers sold 40,000 of these ovens foi. about $300-$400. However,
from 1971, Japanese models tliat were $100-5200 less were imported. Sales increased
dramatically in the next 15 years. In 1975 about  a million were sold and in 1985 about
10 million, mostly of Japanese manufacture. The "heat-and-eat” lifestyle was firmly
underway.

Notes: indispensable );< Í appliance l'ítl

2 ỷt.to ш 1 ίΘ "It is hard to imagine life without a microwave oven." lẳtữltíDchò
١اخؤل 1^ ÍÊ/\tOÜbfX\,)lto (introductory sentence) tl[)ỆỊ
IXmmtXs

Can you imagine life without a microwave oven? Tills indispensable appliance is tlie result of
efforts dating back to 1945....
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CHAPTER า What  5ا a Paragraph?

4

Bees play an important ra le in natuie. A hive can make np to two pounds of honey a day.
The average American consumes a little over one pound of honey a year. More Importantly,
bees transfer pollen from the male to the female parts of fl owers, contributing to about one-
third of the world's food. Each year, bees pollinate 95 crops worth an estimated $10 billion in
the u.s. alone.

pol!inatehive )\ฯ-<โ)¡ (ícíĨỪAf-0g¥n) consume transfer 1أ٠ة;لNotes:
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5

The study of geography has held a vital role for humans for many centuries and continues

to be important today. Eratosthenes, a 3rd century B.C. librarian, is given credit as tlie first

person to use the word "geography,” which means "describing the earth.” However, it is

probable that early humans used mental maps to guide them in their search for food and water.

Actual records of geographic details appear early in human history in the form of rough maps

clay tablets. In the development of civilization, geography was essential for purposes of

boundaries, trade, and taxation. Knowledge of how to get to some place and then get home again

was crucial to sailors and traders. Today, geographers are concerned with understanding why

things are located where they are and how they are related to the locatioii of other features,

knowledge which allows them to see 1ใ0พ processes and activities influence places. Through this
understanding it is possible to anticipate fiiture development and plan for it.

on

ctay tablet :ti'd.l
feature IB
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geographer llfl'
Notes: Eratosthenes Ij b ẴỷịẢ be given credit as

civilization boundary trade
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It is difficult to overstate the Importance of Rachel Carson’s book Silent Spring on the
environmentalist movement. The classic anti-pesticide treatise was launched at the beginning
of June 1962, when excerpts were published in The New Yorker magazine. The title of the book
suggests a horrific future in which no birds sing, silenced by the poisoning of the environment.
‘‘Without this book, the environmental movement miglit have been long delayed or never liave
developed at all,” declared then-vice President Albert Gore in his introduction to the 1994

edition. Seven years earlier, a panel of distinguislied Americans liad selected Silent Spring
tlie most influential book of the previous 50 years. Tlien in 1999 Time magazine named Carson
one of the “100 People of the Century,” stating, “Before tliere was an environmental movejnent,
there was one brave woman and her very brave book." In many liigli schools in the U.S. the book
continues to be assigned reading.
Notes: overstate ٥t||t§
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(a) Climate also influences our eating habits since the clioice of locally grown crops is
determined by the average tejnperature, tlie amount of rainfall, etc.

(b) Climate plays a very important role in the life of a society. At a very personal level,
climate affects our decisions regarding the clothes we wear and OUJ. daily schedule,

(c) For example, in countries with a hot climate it is acceptable to take an afternoon irap. In
such places businesses generally open earlier while restaurants do not close until very late,

(d) It is not surprising, tlierefore, that governments continue to invest heavily Into
teclinologies, which can predict clijnatic changes quickly and accurately,

(e) Very impoitantly, climate has a direct impact on economic development. A very cold or
exceptionally hot climate can interfere with successful agricultural production and make
transportation difficult and expensive.

Notes:
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(a) Another Important change Is In the way we share our pictures. The days of sending them
lo friends by mail or gathering around the table to look at the family album are almost
over,

(b) Digital technology has revolutionized the very concept of photography. How we view,
share, and store picrtires is not the same as it was 10 01. even five years ago. While in the
past, we would have a chance to look at the pictures only after the fi lm was developed,
now digital cameras allow US to view the picture instantly. We can thus decide whether to
keep or to delete the photo,

(c) Finally, storing photos now requires much less physical space. Bulky photo albums
have been replaced by thin DVDs, each one capable of holding an entire year worth of
pictures. Indeed, in this day and age, the woi'ds "My hobby is photography" take on a
whole new meaning,

(d) Instead, we send them by e-mail or even create electronic albums on tire website, whiclr
can be viewed by hundreds of people at the same time.

Notes: develop lit ق bulky  ١اول take on
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