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Vice-Chancellor’s Message 
 

I congratulate you on being part of the historic evolution of our Centre for 
External Studies into a Distance Learning Centre. The reinvigorated Centre, 
is building on a solid tradition of nearly twenty years of service to the 
Nigerian community in providing higher education to those who had hitherto 
been unable to benefit from it. 

 Distance Learning requires an environment in which learners themselves 
actively participate in constructing their own knowledge. They need to be 
able to access and interpret existing knowledge and in the process, become 
autonomous learners. 

 Consequently, our major goal is to provide full multi media mode of 
teaching/learning in which you will use not only print but also video, audio 
and electronic learning materials. 

 To this end, we have run two intensive workshops to produce a fresh 
batch of course materials in order to increase substantially the number of texts 
available to you. The authors made great efforts to include the latest 
information, knowledge and skills in the different disciplines and ensure that 
the materials are user-friendly. It is our hope that you will put them to the best 
use. 
 

 

 

 

 

 

 

Professor Olufemi A. Bamiro, FNSE 
Vice-Chancellor 
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Foreword 
The University of Ibadan Distance Learning Programme has a vision of 
providing lifelong education for Nigerian citizens who for a variety of reasons 
have opted for the Distance Learning mode.  In this way, it aims at 
democratizing education by ensuring access and equity.   

 The U.I. experience in Distance Learning dates back to 1988 when the 
Centre for External Studies was established to cater mainly for upgrading the 
knowledge and skills of NCE teachers to a Bachelors degree in Education.  
Since then, it has gathered considerable experience in preparing and 
producing course materials for its programmes. The recent expansion of the 
programme to cover Agriculture and the need to review the existing materials 
have necessitated an accelerated process of course materials production. To 
this end, one major workshop was held in December 2006 which have 
resulted in a substantial increase in the number of course materials. The 
writing of the courses by a team of experts and rigorous peer review have 
ensured the maintenance of the University’s high standards.  The approach is 
not only to emphasize cognitive knowledge but also skills and humane values 
which are at the core of education, even in an ICT age. 

 The materials have had the input of experienced editors and illustrators 
who have ensured that they are accurate, current and learner friendly. They 
are specially written with distance learners in mind, since such people can 
often feel isolated from the community of learners. Adequate supplementary 
reading materials as well as other information sources are suggested in the 
course materials. 

 The Distance Learning Centre also envisages that regular students of 
tertiary institutions in Nigeria who are faced with a dearth of high quality 
textbooks will find these books very useful. We are therefore delighted to 
present these new titles to both our Distance Learning students and the 
University’s regular students.  We are confident that the books will be an 
invaluable resource to them. 

 We would like to thank all our authors, reviewers and production staff for 
the high quality of work. 
 

Best wishes. 
 

 

 

Professor Francis O. Egbokhare 
Director 
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General Introduction and Course Objectives 
 

This course text is designed to help students to master the principles and 
techniques of effective writing. Moreover, it is also designed as a guide in 
the acquisition of practical skills involved in the writing of fairly long 
essays. It is hoped that students will find this book, a valuable asset. 
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LECTURE ONE 
 

 

 

Writing Skills 
 

 

 

 

Introduction  
Of all the Language skills of Reading, Speaking, Listening and Writing, 
the most important of all is writing. Writing is a communication activity 
which aims at actualizing the image of the individual. 

 

Objectives 
At the end of this lecture, you should be able to: 

1. discuss what writing is; 

2. discuss the following: 

i. Concept grasping - Comprehension 

ii. Concept formation - Summary 

3. refresh their memory on the approaches to the study of writing; 
and  

4. discuss the intricacies involved in writing. 

 

Pre-Test 
1. Attempt to write an essay adopting the process product Approach.  

2. What other consideration does one bear in mind while writing. 
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CONTENT  

Notions in Writing 
There are two notions associated with writing skills. These are:  

1.  Concept grasping - Comprehension 

2.  Concept formation - Summary 

 

Concept grasping alludes to the writer's power of comprehension as well 
as the understanding of the logicality in presenting arguments in an 
expository writing. Other activities related to concept grasping are note-
taking, note-making and outlining. 

 

On the other hand, concept formation is much concerned with the content 
of essays, logicality in presentation of arguments, as well as the 
organisation and power of expression. 

 

Approaches to Writing 
Basically, there are two approaches to the study and acquisition of writing 
skills. These are: 

1. the model approach; and  

2. the process product approach. 

 

1. The model approach: This is somewhat traditional in nature - 
(which we all grew up with). It is purely prescriptive as it lays 
down rules to follow and formats to adapt copiously when 
answering questions about writing. Various books such as essay 
writing for Secondary Schools, Model essays by S.M.O. Aka and 
so on are examples of writing books adapting the model approach. 

2. The Process Product Approach: This approach views writing as 
a communicative process. It is the process of composing with the 
reader at the centre point of the thought of the writer. It also 
involves writing in small groups. This is also a "do it yourself' 
approach. It assumes that group of individuals conceive ideas, 
brainstorm over such ideas in order to adequately develop it. 
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Similarly, this approach emphasizes the following:  

i. The Pre-writing stage. 

ii. The writing and Re-writing stage. 

iii.  The editing stage. 

iv. The final draft stage. 

 

The Pre-writing stage considers all the activities engaged in before the real 
writing commences. Such activities include: 

 

i. Conception of an idea. 

ii. Choosing a topic. 

iii.  Thinking through the topic 

iv. Selecting a topic after a myriad of possibilities.  

v. Determine the purpose of writing; for example  

a. Social 

b. Information 

c. Entertainment 

d. Influence/Persuasive 

 

Audience Considerations 
Another issue you have to focus on is audience consideration. This will 
enable you to determine the appropriate words to use, adapt the tone to 
suit the mood of the essay. Some of the basic considerations one needs to 
be mindful of in respect of the audience are: 

a. Educational status  

b. Culture 

c. Religion 

d. Politics 

e. Sex 

 All these variables will invariably determine the organisation of one's 
ideas into manageable and presentable format. This, however, leads us 
into another point; organisation. This Banjo and Bisong (1985) observe "is 
at the heart of good and effective writing". 
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Because writing is regarded as a deliberate enterprise, its organisation 
should equally De deliberate and orderly. The orderliness follows from 
morphemes towards phrases, clauses, sentences and further into 
paragraphs and chapters which are also broken down into introduction, 
body and conclusion. However, dexterity in writing largely depends on 
certain considerations. These are: 

 

1. Demonstrable good grounding in oral skills. 

2. Overt ability to reason logically and present/organize same in a 
logical sequence. 

 

Other important considerations in effective writing hinge on:  

1. Appropriateness in language use: This lies on the proper use of 
language at the proper time and proper place. 

2. Conciseness: This hinges on the writer saying something in fewest 
possible words without violating the principle of completeness and 
courtesy. 

 

However, to achieve conciseness in writing, the writer must consciously 
avoid the following: 

a. Trite expressions 

b. Unnecessary repetition and wordy expressions.  

c. Nigerianised expressions. 

 

A.   Trite expressions are clichés, stereotyped, overused expressions 
that is, those expressions that have lost their glamour, warmth, 
formality as a result of overuse. Equally, such expressions have 
become meaningless and they reveal laziness on the part of the 
writer to reason. 

 

Few of the expressions include:  

− you were not on seat 

− I met your absence 

− cannot be overemphasized etc. 
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B.   Unnecessary repetition and wordy expressions are manifestations 
in verbosity that is, saying very little in many words. To avoid this, 
the writer is expected to: 

Use pronouns instead of repeating nouns and in case of longer 
names, a shorter name is advisable to be used, e.g. CAN. 

C.   However, a good writer should endeavour to achieve the following 
through writing: 

1.   Clarity: This is the ability of the writer to express himself 
powerfully and adequately making use of short, familiar and 
common words. Clarity is also enhanced by the construction of 
short effective sentences and paragraphs as well as the inclusion of 
adequate examples and illustrations (- graphic; pictorial) -where 
necessary. 

2.   Completeness: A write-up is said to be complete when it contains 
all the details and requirements the reader needs to know. It is 
essential in writing because it helps to: 

i.  provoke the desired response from the reader without the 
need for additional messages/information. 

ii.  establish, maintain and sustain reader - writer good-will. In 
writing, completeness is achieved when questions agitating 
the mind of the readers are adequately answered with the 
rules of 5 Ws and H in Communication being effectively 
adhered to. 

3.   Concreteness/Specificity: Writing is a conscious, specific, 
definitive and vivid enterprise. It is devoid of general statements 
rather it is built on claims resulting from empirical investigation 
and analysis. Hence, writers are often encouraged to be specific, 
avoiding any generalization that might be faulted on investigation. 
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Summary 
It needs be emphasized that the writer should carefully consider the 
following when writing: 

a. Be mindful of the audience your writing is meant for. 

b. Adapt the language and content of your writing to the need, 
ability and expectations of your reader. 

c. Let your writing be devoid of personal pronouns such as me, I, 
We, our. Rather use impersonal pronouns. 

d. Let your writing bear imprint of human touch displaying 
understanding of human nature, attitudes, emotions, desires, 
problems, circumstances as well as how these can influence 
his/her reaction to the writing. 

e. Be courteous in the tone of your language. You should avoid 
statements that infuriate, irritate, hurt, belittle and that which 
generally disparage your readers. 

 

Post-Test 
1. Attempt to write an essay adopting the process product Approach.  

2. What other consideration does one bear in mind while writing. 



 

 7

LECTURE TWO 
 

 

 

The Word 
 

 

 

 

Introduction  
In this lecture, we shall examine words in relation to writing skills and 
communication activity. We shall also note the relationship between 
words, their meaning and uses in writing. We shall further consider steps 
in choosing appropriate words and how such are combined for expressive 
ability. Finally, we shall discuss the formation of words and the classes to 
which they belong. 

 

Objectives 
At the end of this lecture, you should be able to: 

1. appreciate the nature of words and uses of dictionaries;  

2. select appropriate words in writing; and 

3. discuss word combination and formation. 

 

Pre-Test 
1. What is the difference between sounds and marks? Do they have 

any relationship? 

2. What meanings do words have in relation to their use? 

3. Examine how words are formed in relation to their form classes? 

4. How do combinations of words affect your writing? 
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CONTENT  
The English language like any other language is made up of sounds and 
symbols. These stand for two different entities of study in language. These 
are speech and writing. In speech, we are concerned with how sounds are 
organized, expressed to convey meaning, while writing on the other hand, 
even though, aimed at expressing meaning, is both an expressive and 
communicative activity engendered towards self actualization. Although 
speech and writing are separate systems, they are both interrelated. Our 
study and use of the English language or any language at all, cannot be 
complete without consideration to both. 

 Since the focus of both speech and writing is to convey meaning, 
three basic considerations have to be taken into account. These are: 

 First, no logical link exists between words and the object, property, 
idea, concept or feeling it stands for. It is argued here that there is no 
reason why a particular object should be so identified when in other 
languages; similar objects are referred to differently. There at different 
periods in the history of the language~ similar objects/concepts/ideas 
might have been referred to differently. 

 Second, words and their meanings are arrived at through a consensus. 
By this, language is said to be conventional - since meaning and 
acceptability of such are based on what others say. 

 Third, languages are diachronic in nature. Languages and the meaning 
attributed to words change. Hence, it is assumed that the meaning attached 
to words is comparable to the value we ascribe to fashion, a phenomenon, 
which changes rapidly. 

 

The Dictionary 
The only authority one can refer to for information on the meanings of 
words is the dictionary. Although giving meanings of words is not the 
principal function a dictionary performs; yet it is regarded as the most 
important (Molayan & Newsum 1983). In trying, to ascribe meanings to 
words, the dictionary merely suggests meaning possibilities. The end user 
ultimately falls back on the reservoir of his knowledge of the language in 
conjunction with the context to arrive at a somewhat precise meaning. It is 
important, however, to underscore the need for carefulness in choosing the 
best dictionary to use. Let us at this instance examine some dictionary 
(ies) entries of the word - Book to determine the functions of the 
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dictionary. 
 

A.  Chambers 21st Century Dictionary book: 

B.  Penguin Dictionary book 

 

(A) 
book book, n. a collection of 
sheets of paper, etc., bound 
together or made into a roll, 
either printed, written on, or 
blank: a large-scale literacy 
composition: a division of a 
volume or composition: (with 
the) the Bible: a betting-book, or 
record of bets made with 
different people: any source of 
instruction (fig.): a libretto: the 
first six tricks gained by a side in 
whist: a structure resembling a 
book: (pl.) formal accounts of 
transactions, as minutes of 
meetings, records kept of a 
business. - v.t. to write or enter in 
a book: to engage in advance: of 
police, to take the name of, for an 
alleged offence: hence, to arrest: 
of a referee to enter a player's 
name in a notebook for an 
offence (football) – v.t. to make a 
reservation in advance. - adjs. 
book'able; book'full  full of 
information gathered from books. - 
n. book'ie (coli.) a bookmaker --n, 
book'ing a reservation of e.g. a 
room in a hotel, a theatre seat, a seat 
on a plane, train, etc. -adj. book'ish 
fond of books: acquainted only with 
books:  

(B) 
Book1, n. 1. Portable written or 
printed treatise filling a number 
of sheets fastened together 
(forming roll, or usu. with sheets 
sewn or pasted hinge wise & 
enclosed in cover); literary 
composition that would fill such 
a set of sheets (or several) if 
printed; (fig.) anything from 
which one may learn, also 
imaginary record, list, etc. (of 
fate; of life, list of those who 
shall be saved); the Bible (esp. 
swear on the); main division of 
treatise or poem (Bk 1 etc.), or to 
Bible (B of Genesis); = 
LIBRETTO; back-hinged set of 
blank sheets for writing accounts, 
notes, exercises, etc., in (pl., 
merchant's accounts); (Turf) 
one's bets on a I'KC of at a 
meeting (won't suit my transf., is 
inconvenient); set of tickets, 
stamps, out of --- 's imitate him; 
without, without authority, from 
memory; on the s, entered in list of 
members etc. (so take one's name 
off the s) ; in -- 's bad or black, 
good. s, in disfavour or favour with 
him; bring to , call to account. 
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savouring of books, -no 
book'ishness. - adj. book'less 
without books: unlearned. -no book' 
let a small book, -adjs. book'sie, 
book'sy by way of being literary; 
book'y bookish. book'-account' an 
account of debt or credit in a book; 
book'binder  one who binds books; 
book'binding  the cover of - book 
the art or practice of binding or 
putting the boards on books; book' -
canvasser one who goes around 
soliciting orders for a book; 
book'case a case with shelves for 
books; book club a society that 
buys, circulates on loan, or prints 
books for its members; book' -debt 
a sum owing to a seller as shown in 
his business-books. adjs. booked'-
out, booked' -up full up: unable to 
accept further reservations, 
bookings or appointments. - book' -
end a prop for the end of a row of 
books; book'holder one who holds 
the book of the play and prompts the 
actor in the theatre; book' -hunter 
one who hunts for rare books; 
book'ing-clerk' one who sells 
tickets; book'ing-hall ; 
book'ing'off'ice  an office where 
names are booked or tickets sold; 
book'keeper; book' keeping the art 
of keeping accounts in a regular and 
'systematic manner; book'land (O. 
e. bocland) land taken from the 
folcland or common land, and 
granted by boc or written charter to 
a private owner. -adj. book' -
learned (--lurn’id) -book' learning 
learning got from books, as opposed 
to practical knowledge; book' lore 
(Scot. book' -, bulk'  -lear - lar) 

booklearning: bibliographical lore; 
book'louse a wingless insect of the 
Corrodentia, found among books 
and papers: - pl. book'lice; 
book'maker one who makes up 
books from the writings of others, a 
complier: one who makes a living 
by betting at race- courses; book' 
making; book' man a scholar, 
student; book'mark(er)  a 
(decorative) strip of leather, fabric, 
paper, etc., or other object, for 
placing between the page's of a 
book of a mark a particular opening; 
book' -mate (Shak.) a companion in 
study: a school-fellow; book' -
mind'edness habitual direction of 
the mind towards books; cheques, 
tricks at whist, etc., bound up or 
collected. 2. Of reference, not read 
continuously but used intermittently 
for information; speak like a , m 
formal phrases, by the with correct 
information; take a leaf  

3. 'binder, -ding, binder, binding, of 
s; ;'case (-k-k-), case containing 
shelves; ends, pair of ornamental 
props used to keep row of unshelved 
s upright; keeper, -ping, one who 
keeps, art of keeping, the accounts 
of a merchant, public office, etc.; 
learning or lore, learned, mere 
theory, knowing but not life, so 
'ISH1 a., IshLY2 adv., ishNESS n.; 
maker, -king, compiler, compiling, 
of (esp. for mercenary motives), 
also professional betting man or ie [-
y3) n., his profession; man, literary 
man; mark(er), thing to keep place 
in; muslin, fide kind folded in like 
way when sold; plate, label with 
owner's name, crest, etc., for pasting 
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into s: rest, adjustable support for on 
table; seller; slide, expanding stand 
for a few s; stall (of exposed for sale 
out of doors); token, voucher for a 
sum of money to but (s); value, 
value of a commodity as entered in 
a firm's s (opp. market value); work, 
study or roles or texts (opp. to 
working sums, chemical analysis, 
etc.); worm, maggot eating its way 
through s, person devoted to 
reading. Hence LET n. [OE hoc; 
com. Teut. Ef. G buch; the supposed 
connection with BEECH (as 
providing bark or tablets) is 
doubtful] 

Book2, v.t. enter in book or list; 
engage (seat etc). by previous 
payment, (guest, supporter, etc) for 
some occasion; enter name of 
(person engaging seat etc.), issue 
railway ticket to; take railway ticket; 
give, take down, address of -(goods 
to be transmitted); I'm ed, caught, 
cannot escape; ing-clerk, office, 
person, place, for buying tickets  
from. [OE bocian t. prec.] 
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book'mus'lin muslin used in book-
binding: book' -oath (Shak.) an oath 
made on the Book or Bible; book' 
plate a label usually pasted inside 
the cover of a book, bearing the 
owner's name, crest, coat -of-arms, 
or peculiar device; book' -post 
arrangement in the Post Office for 
the transmission of books; book 
price, value the officially-recorded 
value, not necessarily the market 
value:, of a commodity; book' rest 
a support for a book, a bookstand; 
book' -scor'pion a scorpion-like 
arachnid found in libraries, probably 
feeding on booklice; book'seller 
one who sells books: formerly a 
publisher; book' selling; book' 
shelf a shelf for books; book' shop 
a shop where books are sold; book' 
stall a stall or stand, generally in the 
open air, where books are sold; 
book' stand. a bookstall: a stand or 
support for holding up a book in 
reading;' . book' store (U.S. )a 
bookshop book'token, -tally a 
paper to be exchanged for books of 
a stated price, sent as a gift; book 
trade the trade of dealing in books; 
book value see book price; 
book'work  study from books, 
theoretical as opposed to practical 
work; book'worm a grub that eats 
holes in books, esp. a beetle larva 
(Anobium): a hard reader -be upon 
the books to have one's name in an 
official list; book in to reserve a 
place or room (at): to register at a 
hotel; book of words directions for 
use; bring to book to bring to 
account; closed book a subject 
completely unknown or 

uncomprehended; get one's books 
to be dismissed; in someone's good 
(bad) books 
favourably(unfavourably) regarded 
by someone; read like a book to 
understand thoroughly (usu. a 
person's character or motives); suit 
one's book to be agreeable to or 
favourable to one; take a leaf out of 
another's book to profit by his 
example; talk like a book to talk 
pedantically, or with precision and 
readiness; throw the book at (coli.) 
to administer a lengthy and detailed 
reproof to; without book from 
memory: unauthorisedly. [O.E. boc. 
book, beech; Ger. Buche, beech, 
Buch, book, supposed to be from 
early Germanic use of beechen 
boards.] 
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Summary 
Steps to consider for choosing appropriate words and how such 
considerations are combined for expressive ability have been examined 
in this lecture. Two types or dictionaries are examined to illustrate this 
topic Chambers 21st Century Dictionary and the Penguin Dictionary. 

 

Post-Test 
1. Which of the suggested meaning in each or the two dictionaries 

appears to be the most appropriate for the meaning or book in the 
quotations above? 

2. Which of the two dictionaries give the most definite information 
about the 

3. word book? 

4. Which of the two dictionaries would prove most useful to you in 
the usage of book in your writing? Why? 
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LECTURE THREE 
 

 

 

Formation of Words 
 

 

 

 

Introduction  
Words in languages all over the world assume specific forms indicative of 
the fact that, words in different languages take forms different from those 
in English. Primarily, for learners of English as second language, 
problems often arose in this area. And unless one learns to write words 
correctly irrespective of one's language background, one cannot claim to 
have acquired writing skills in English. In this chapter how words are 
formed will be considered. 

 

Objectives 
At the end of this lecture, you should be able to: 

1. distinguish between prefixes and suffixes and give examples of 
each type; and 

2. give three other ways by which English words are formed; 

 

Pre-Test 
Examine the following words and determine whether there is an alteration 
in the base form. 

1. educate + s = educates 

2. re + educate + ing = reeducating  

3. list, 

    en + list 

    list + ing = enlisting 
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CONTENT  
Words in the English language are formed with the combination of forms 
before and after, the Head/Core Word. These additions are referred to as 
Affixes which are of two kinds. 

1. Prefixes and  

2. Suffixes 

 

1. Prefixes are additions made to the core/head word initially.  

2. Suffixes are those additions made after the core/head word.  

 
Examples: 
Core/Head Word (s) 

Educate 

Learn 

Member 

Sit 

 
Prefixes 
re + educate 

re + learn 

dis + member 

re + sit 

 
Suffixes 
Educate + ion 

learn + ing 

member + ship 

sit + ing 

However, one could have a situation where both prefixes and suffices are 
added to the core/head word. 

e.g. 

un + educate + ional 
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dis + establish + ment 

re + organize (s) + ion 

Another feature of word formation in English is the compounding of 
forms. The compound form is the bringing together of two core/head 
forms to form a new one. e.g. 

head + master = headmaster 

black + board = blackboard 

 However, one should note that the addition of prefixes and suffixes, 
more often than not, change the base form of words. 

It is equally important not to assume that any form will always assume a 
constant significance e.g. less as a suffix, even though indicative of the 
absence of what it means in different contexts. 

 Finally, many English words which contain one or more prefixes are 
derived from Latin or Greek. It would be helpful for us to know these 
prefixes both in order to spell and understand the meanings of seemingly 
unfamiliar words. In English, the most useful suffixes are - sand - d. They 
both perform different functions in the language. 

- s has three main functions in English. These are: 

a.  indicating plurality as in: 

boy - boys 

girl- girls 

b. indicating subject - verb agreement as in go / eat  

I go / eat 

He goes / eats 

c. indicating possession as in: 

the boy's book 

the man's car 

- s has different variant forms spelling - es, ies, s, even though in 
pronunciation it has three realizations. These are: s/, /iz/ and /z/ 

Suffix - d on the other hand is indicative of the past tense. It has two 
spel1ing realizations - t and - id while it manifests in speech as /d/, /t/ and 
/id/ Endeavour to master these forms to be good users of English.  
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Summary 
This lecture has discussed word formation and the application of this 
knowledge in writing. It also underscored the essence of word 
collocation in writing. 

 

Post-Test 
Let us now however, examine the meaning of the following words:  

1. Meaningless 

2. Useless 

3. Priceless 

4. Valueless 

 One thing we should do as writers is to ensure that words that are 
combined collocate. In as much as normal sentences in English assume the 
subject predicator sequence, however, as qualifiers and other structural 
complexities are introduced, the choice and selection of words as well as 
the total meaning becomes confusing and distorted. 
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LECTURE FOUR 
 

 

 

The Sentence 
 

 

 

 

Introduction  
In the last lecture, you were introduced to the various constituent parts of 
the word. And as would be expected, we shall now consider how word 
choice, word formation could be developed into a full discourse. The 
sentence, at this instance, could be regarded as the basic unit of expression 
in the English language. (Afolayan & Newsum 1983:12, 1). The sentence 
plays a significant role in a discourse. It is that part which aids the 
significance of any word by helping to further define such words. There 
are three basic constitutes of a discourse. These are the Word, the 
Sentence and the Paragraph. However, there are other constituents of the 
sentence which bear significance to the overall effectiveness of a piece of 
writing. These constituents are the phrase and the clause. 

 However, we shall examine five major issues in relation to the 
sentence as a unit of expression. These are: 

a. Definition of a sentence. 

b. Qualities of a good sentence. 

c. Types of sentence. 

d. Major parts of a sentence. 

e. Devices of writing a sentence. 

 

Objectives 
At the end of this lecture, you should be able to:  

1. identify that a sentence is; 

2. explain the qualities of a good sentence; 
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3. identify various types of sentence; 

4. enumerate the major parts of a sentence; and 

5. engage in employing devices of writing a sentence. 

 

Pre-Test 
1. Every good sentence possesses certain qualities. Enumerate them. 

2. Differentiate between the various types of sentences. 

3. Identify the major parts of a sentence. 

4. Examine the various definitions we have offered on the sentence. 
Justify which one is the most acceptable. 

 

CONTENT 
What is the Sentence? 
One of the most difficult linguistic terms to define is the sentence. This 
difficulty is as a result of the inability on the part of grammarians to 
propound an all-inclusive definition. However, the sentence has been 
defined in various terms. Tomori (1979:19) offers four different 
definitions based on diverse linguistic emphasis. These are reproduced for 
consideration. 

1.  'A sentence is as much of the uninterrupted utterance of a single 
speaker as is included either between the beginning of the 
utterance and the pause which ends a sentence-final contour or 
between two such pauses' (N. Francis, 1958). 

2.  'A sentence, used as a term in Grammar, means one of those 
portions of words which are divided from the rest by a single dot 
which is called a period, or full point.' (W. Cobbett, 1868). 

3.  'A sentence could be scientifically defined as any stretch of 
utterance between breath intakes.' (Harold Whitehall, 1958). 

4.  'Each sentence is an independent linguistic form, not included by 
virtue of any grammatical construction, in any larger linguistic 
form'. (1. Bloomfield, 1933). 

 However, for the purpose of this text, we shall define a sentence as 
the basic unit of expression in the English Language. (Afolayan & 
Newsum 1983:121). 
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Types of Sentences 
In this lecture, we shall examine three types of sentences. 

These are: 

1. The simple sentence. 

2. The compound Sentence. 

3. The complex sentence. 

 However, effective and efficient writing demands that a writer varies 
the types of sentence making up a piece of writing. We shall emphasise 
here, that, sentence types in English can be classified under two major 
categories. The first category is the degree of complexity of the "thoughts, 
ideas or concepts. The second category is based on the nature of the 
thoughts, ideas or concepts represented. 

In the first category, five sentence types could be recognised. 

1. The simple sentence 

2. The compound sentence 

3. The complex sentence 

4. Compound - complex sentence 

5. Multiple-complex sentence. 

Of the second category there are three different sentence types according 
to the nature of thoughts and concepts we wish to express. 

These are: 

1.  Sentences according to the nature of man's thoughts reflecting 
assumed interpersonal relationships with readers or listeners. 

e.g.  I see a tree  

I am hungry 

2.  Sentences according to the nature of thoughts reflecting knowledge 
or experience to readers of listeners.  

a. I eat daily. 

b. She sells meat. 

 

3.  Sentences according to the manner. This highlights certain parts of 
the information one communicates to readers or listeners as 
something proceeding from what comes earlier and extending to 
what comes later i.e. sentence type according to selection of topic. 
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The headmaster sent these forms to the Education office. 

a. These forms the headmaster sent to the Education Office. 

b. It was the headmaster that sent these forms to the Education office.  

c. What the headmaster sent to the Education office were the forms. 

 

Summary 
This lecture merely introduced the reader into the concept of a sentence. 
It presented the reader with the definition of a sentence, qualities of a 
good sentence, types of sentence, major parts of a sentence and devices 
in writing a sentence. 

 

Post-Test 
1. Every good sentence possesses certain qualities. Enumerate them. 

2. Differentiate between the various types of sentences. 

3. Identify the major parts of a sentence. 

4. Examine the various definitions we have offered for the sentence. 
Justify which is the most acceptable. 
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LECTURE FIVE 
 

 

 

Types of Sentences 
 

 
 
 
Introduction 
The last lecture highlighted the features of sentence formation. In this 
lecture, we shall be considering types of sentences. 

 

Objectives 
At the end of this lecture, you should be able to identify all the types of 
sentences and give examples to support each type. 

 

Pre-Test 
1. What is a sentence? 

2. Give five types of sentences you know  

3. How are these sentences developed? 

 

CONTENT 
We shall at this juncture return to the six types of sentences identified with 
the first major category of sentence types. 

a.  The simple sentence: This is a sentence type made up of a subject 
and predicate which could be a verb or a verb-phrase. It also 
expresses a single idea. 

e.g.  I go 

I see a tree 

She dances 
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b.  Compound Sentence: This is a sentence type that is made up of 
two independent smaller sentences. Each of these sentences when 
broken into two, expresses two independent ideas: 

c.  Complex sentence: This is a sentence type that can be broken 
down into one independent smaller sentence and a number of 
dependent sentences. 

Note: We shall return later to a further discussion of the verb when we 
look at the parts of a sentence. 

d.  Compound-complex sentence: This is a sentence type that is both 
compound and complex in nature. This in essence means that the 
sentence consists of two independent smaller sentences and a 
number of dependent smaller sentences e.g. He came to the room 
and took away the oranges which belonged to the old man. 

e.  Multiple-Complex Sentence: These are sentence types that both 
consist of more than two independent smaller sentences and a 
number of smaller dependent sentences. 

e.g. He came when he was least expected, saw the girls who were stripped 
naked and took a photograph of al1 that he saw. 

Structurally there are seven sentence types 

These are: 

1.  S - V - Simple Structure 

e.g.  Subject -  Verb 

Olu   dances 

Birds   fly 

Girls   dance 

 

2. S - V - O 

e.g.  Subject Verb  Object 

Olu  killed  a bird  

Ade /He broke the chair  

She  tore the dress 
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3. S - V - C 

e.g.  Subject Verb  Object  

He  is  the president  

Ade  was elected the chairman  

 

4. S-V-A 

e.g.  Subject Verb  Adjunct  

Birds  fly  away  

Bush Girl comes  to town  

He  walks  briskly 

 

5. S-V-O-O 

e.g.  Subject  Verb  Object   Object 

He  threw  the stone  that broke the glass 

Olu  killed  the goat  which ate the yam 

Sola  kicked  the ball  to Ade 

 

 One of the two objects is regarded as the direct object while the other 
is the indirect object. 

 A direct object is that which directly receives the consequence of the 
action stated through the verb, by the subject. 

An indirect object for which the action is performed 

 

6. S - V - 0 - C 

e.g. Subject  Verb Object  Complement  

Olu   threw the ball  at the President 

He   gave the pen  to the chairman  

 

7. S-V-O-A  

e.g.  Subject   Verb  Object   Adjunct 

He  Shouted at him  vigorously 

Olu  kicked  the ball  hard 
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Sentences could also be divided into four classes in accordance with the 
form or kind of meaning they express. 

These are: 

i. Statements 

ii. Requests 

iii.  Questions 

iv. Exclamations 

1 - Statements are matters of fact normally expressed by means of the 
indicative mood. 

E.g. 

I am happy now. 

Day is dawning 

You could also have either a negative statement or a conditional statement. 

 

a.  Negative statement 
A statement is made negative by the use of a negative element e.g. not or a 
negative adverb. 

e.g.   I am not happy 

I am never happy 

The subsequent proceedings interested him no more 

 

b.  Conditional Statements 
These speak of what would be done or have been done. Sentences of this 
nature are sentences with the if - clause 

e.g. 

She would sing if you asked her. 

One could wish it otherwise 

I might perhaps see him now 

You should have let him alone 

I ought not to go. 
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ii.  Requests i.e. (commands, wishes, concessions) 

Commands 

e.g. go now 

Mind what you say 

Let us pray 

Commands are often expressed in the second person by the imperative or 
by shall with the infinitive. This may often be lost by ellipsis. 

e.g. Quick! 

Here! 

Out of the way! 

 
Wishes 
These are commonly expressed by may with the infinite. 

e.g. Long may she reign 

So help me God 

Peace be with you.  

Concessions 

These are expressed by the subjective 

e.g. Be it so 

He may talk a great deal 

 

iii. Questions 
Questions fall into two classes 

Class A - those requiring the simple Yes or No answer e.g.. 

Have you a penny? 

Was he ready? 

Are you sleeping? 

Do cats eat bats? 

Class B - Those that do not require the simple Yes or No answer. These 
are often introduced by interrogative pronouns, adjectives or adverbs with 
subject - verb inversion. 

e.g. Who goes there? 
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Which is the way? 

Where is the prince? 

How do you do? 

Some statements may be converted into questions by altering the tone of 
voice in which they are spoken or (in writing) by means of the mark of 
interrogation. 

e.g. You are not going yet? 

They told you that? 

 

iv.  Exclamations 
Exclamatory statements are usually marked either by a special 
introductory word or by inversions of subject and verb or of other parts 
accompanied by an exclamation mark. 

e.g. How spotless the snow is? 

How short the days are? 

How well he might have done? 

Some exclamatory marks are elliptical, a frequent form consisting a noun, 
qualified by an attribute, they may also consist single words as the relics 
of sentences possible or imaginary. 

e.g. 

What a task! 

That awful dream! 

Poor dog! 

Peace! Silence! 

Exclamations could also be made up of simple interjections expressive of 
sudden emotions e.g. 

Ha! ha! 

Ho! ho! 

He! he! 
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Summary 
The lecture has offered an insight into types of sentences. It presented a 
transition from the conventional types to the structural and then to 
statements, requests questions and exclamations. 

 

Post-Test 
1. What is a sentence? 

2. Give five types of sentences you know  

3. How are these sentences developed? 
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LECTURE SIX 
 

 

 

Qualities of a Good Sentence 
 

 

 

 

Introduction  
In this part of the lecture, we shall examine what qualities a good sentence 
must possess and how our knowledge of these qualities could help in the 
production of only good sentences. The qualities which we shall examine 
are: (a) Unity (b) Coherence (c) Emphasis. 

 

Objective 
At the end of this lecture, you should be able to state the qualities of a 
good sentence and also write sentences that express these attributes. 

 

Pre-Test 
1. State three important attributes of a good sentence. 

2. Write three examples each which express these sentences. 

 

CONTENT  

A.  Unity in a Sentence 
A sentence is said to be united if it combines related ideas. These related 
ideas should however, be expressed in a way to reveal a clear relationship 
to/with the reader e.g. 

 

Dr. Olu Obafemi is my teacher and he has a large family. 

This sentence lacks unity. It is best if this had been written separately. 
Hence, the sentence could have been written thus: 
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1. Dr. Olu Obafemi is my teacher 

2. He has a large family. 

 

 However, a sentence is said to lack unity if it contains excessive 
detail. Besides being clumsy, wordy, excessive in subordination, it also 
obscures the central idea of the sentence. Such excessive details should 
have best been written in separate sentences or completely left off. 

 

B.  Coherence 
This is a feature of the sentence which refers to the logical ordering of 
elements within the sentence. Messages within sentences are more 
effectively and clearly transmitted when they are organised in some 
practical, natural order. 

Coherence ensures that idea or ideas flow in a particular order. This could 
be chronological, topical, logical or in some order of difficulty. 
Coherence, furthermore, expresses the quality of hanging together pieces 
of information contained in a piece of writing. 

 Coherence is maintained in writing through the use of transitional 
phrases which vary in use. There are transitional phrases indicative of 
time, making evident, making reference, source citation, exceptions, 
conclusion, summarization, explanations etc. Coherence also, requires the 
writer to ensure that details are arranged in a meaningful order. Such 
meaningfulness must be arranged to show time order, place order and 
order of importance. Let us, now, examine the following transitional 
phrases: 

 
1.  Time indicators 

a. Previously 

b. Formerly 

c. At an earlier period 

d. Contemporarily 

e. At the same time 

f. Now 

g. Then 

h. In the main time. 
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2.  Making Evident 
a.  Thereof 

b.  Thereby 

c.  Therein 

d.  Therefore 

e.  In any case 

f.  In the circumstances. 

 

3.  Making Reference 
a.  With respect to 

b.  Concerning 

c.  As far 

d.  In point of. 

 

4.  Citing Sources 
a.   For instance, for example, by way of illustration, another case, the 

case in point is etc. 

 

5.  Summarising 
To sum up, to recapitulate, on the whole, briefly, in short, as you have 
seen, up to this point etc. 

 

6.  Concluding 
 Finally, lastly, to conclude, last of all, to round up. 
 

7.  Explaining 
That is, in other words, this is, as much as to, say, this amounts to 
saying. 

 

8.  Comparing 
Parallel with, From another point of view, in the same way, in like 
manner, similarly, Yet more important, In contrast with, conversely. 
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9.  Emphasising 
Indeed, moreover, furthermore, besides, even without this, in addition 
to this, all the more, especially, in particular, how much more, above 
all, most of all. 

 

10.  Judging 
So, therefore, consequently, accordingly, thus, hence, in consequence, 
as a result, because of this, for this reason, this being so, under the 
present circumstances.  

 

11.  Conceding 
Certainly, indeed, to be sure, I admit, admitting the point of, granted 
that no doubt. 

 

12.  Opposing/Contrasting 
Yet, still, nevertheless, however, on the other hand, nonetheless, in 
spite of, On the contrary, hardly etc. 

 

13.  Exceptions 
With this exception, except for this, leaving this out of account, 
exclusion of, excluding. 

 

C.  Emphasis 
This is the placement of the most important part of the sentence in as 
appropriate place and manner. It also has to do with ensuring that the most 
important point stands out very clearly. In writing, we must endeavour to 
put our most emphatic points at the beginning or at the end of the 
sentence. 

 The middle part of a sentence is usually the least emphatic part. 
Orthographically, we indicate emphasis through various' means. This 
could be through underlining or rearrangement of words within a-
sentence. 

e.g. John started this business five years ago.  

John started this business five years ago. 

Re-arrangement: 

John started this business five years ago. 
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It was five years ago that John started this business. 

This business was started five years ago by John. 

It is advisable for any writer to achieve emphasis in his writing, to focus 
attention on the use of a direct and changed verb form. 

Afolayan & Newsum (1983: 136) emphasising this position said "In 
general, the direction of thought in English is from the subject through the 
verb to a complement or adjunct while the force of this movement is 
controlled by the Verb. The use of the most active and forceful verb 
possible under any circumstances goes a long way towards emphatic 
writing". 
 

Summary 
This lecture emphasized the qualities of a good sentence. Moving from 
unity, coherence to emphasis, this lecture/chapter focused on the need to 
master them in purposive writing. 

 

 
Post-Test 

1. State three important attributes of a good sentence. 

2. Write three examples" each which express these sentences. 
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LECTURE SEVEN 
 

 

 

Major Parts of a Sentence 
 

 

 

 

Introduction  
In the last three lectures, we have examined various aspects of the 
sentences such as sentence development, sentence types and quantities of 
a good sentence. This lecture, however, will examine the four major parts 
of a sentence, which are:  

The subject 

The predicator  

The complement  

The Adjunct 

 

Objective 
At the end of the lecture, you should be able to identify the four parts of a 
sentence and give three examples to support each part identified. 

 

Pre-Text 
1. What is a sentence? 

2. Give two examples to support each type of sentence mentioned.  

3. Give the qualities of a good sentence. 

4. And identify the four major parts of a sentence. 

 

CONTENT 
A sentence is made of four structural parts. These are: - Subject, 
Predicator, Complement and Adjunct. 
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The noun class functions as subject and complement within a given 
sentence. Similarly, Adjectives serve a complement role in a sentence. e.g. 

 

Noun functioning as subject 

a.  Olu is a boy 

b.  Joke has travelled 

 

Noun functioning as a complement 

a.  They declared him the President. 

b.  He is the President 

The problem to grapple with the noun class is that there is a great mainly 
of complexity in its structure. These complexities have to do mainly, with 
its structural type as well as its classification. There are 4 structural types 
of the Noun class in English, whereas there exist six classes of Nouns. 

 

Structural Type 
Let us examine the following examples to illustrate the structural types of 
Nouns in English. 

a. Water, Air, Earth, Salt Boys, I, You, This, Something, Dancing, 
Painting. 

b. A boy, some water, little wisdom, delightful painting, mahogany 
chairs  

c. Something beautiful, anything good, something nice. 

d. All my four, very soon, the yam the old man gave me. 

 These examples illustrate that nouns are made up of one word items 
as exemplified in the first example, the second indicates a one - group item 
with modification before it, the third manifests a one - group item 
possessing a modification after it while the forth reveals a one - group 
item with modification before and after. 

 

 

 

 

 



 

 36

Classification of Nouns 
Nouns can be classified according to the following distinctions. These are: 

1. Concreteness vs. abstraction 

2. Countability vs. non-countability 

3. Particularity vs. generality. 

 

1.   Words are considered concrete when they refer to objects that can 
be perceived through the five senses of sight, of touch, of hearing, 
of smell and of taste. 

On the other hand, words are perceived as being abstracted when 
the name of a concept, quality or idea exists in imagination even 
though it has a name but does not exist in objective reality. e.g. 
Information, Ne\vs. Justice. 

2.  Countability vs. Non-countability 

Countable nouns have relationship with concrete/abstract noun 
classification. Countable nouns occur in concrete nouns which 
must occur in natural definite units. All concrete nouns are 
countable nouns even though there might be a few exceptions. For 
example bag could be counted in terms of definite units. E.g. one 
bag, two bags, three bags but perfume, water or grain could not be 
counted in definite units. All abstract nouns on the other hand are 
non-countable by definition. 

 

3.  Particularity vs. generality. 

This classification depends on two variables. These are: 

a. Whether reference is made to a specific instance of an object, 
idea or concept. 

b. Whether attention is paid to the essential nature of the thing 
itself.  

A particular noun collocates with a specific determiner - The - whereas the 
general noun collocates with a non - specific determiner - a or an-. 
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The Verb 
The verb is the most essential of all the word classes. It is a word that 
describes an action or declares a state of being of the subject within a 
given sentence. Hence, it makes a statement about its subject e.g. 

Peter laughs loudly 

Politicians campaign during elections in order to win. 

There are basically two classes of verbs. These are: 

1.  The finite 

2.  The Non- finite 

 

1.  The finite: Finite verbs are verbs that describe an action or the 
telling of a word without which there is no sentence. The finite 
verbs are marked by Tense, Aspect, Person, Mood and Time. 

 

2.  The Non - finite verbs: are those forms which do not have a 
subject, neither do they indicate number nor person. 

These are three kinds - These are: 1. The Infinitive 

2.  The Participial 

3.  The Gerund 

We shall examine at this instance, the constituents which make - up the 
finite structure. 

These constituents are: 1. The Transitive  

2. The Intransitive  

3. The Auxiliary 

 

1.  The transitive 
These are verb forms accompanied by a direct object e.g. 

Joy bought a nice blouse. 

Mr Okeke has a car. 

2.  The intransitive: these are verb forms which are not accompanied 
by a direct object. They merely describe a state of being. e.g. 

3.  The auxiliary: These are helping verbs. They are used with others 
verbs to form the tense, voice, moods in any given sentence. 
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These are two classes of the auxiliary. These are:   

1.  The Primary and  

2.  The modal. 

 

 

Esther argues well 

She ate alone for hours on end 

1. The primary auxiliary consist of 

 1. to  to have  to do 

Am have + N do 

is  has + ten does + N 

  are  had did 

  was having, had, doing, 

were  + en done 

   being 

been 

 

2. The modal auxiliary consist of: 

will,   would  

shall,   should  

may,   might  

can,   could  

ought,   to  

need,   to  

done,   to 

used,  to 

 

2. The Non - Finite 
i.  The infinitive: these are verb forms accompanied by another 

auxiliary. The functions they perform are based on their positional 
value within a sentence e.g. 

  To swim is my hobby. 
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   To be is a task that must be done. 

ii.  The Gerund: These are verbs that end in - an - ing form. 

  They are the verbs which perform functions of a noun in a given 
sentence e.g. 

  Writing is an art that must be taught. 

  Shooting stars is dangerous. 

iii.  The participle: these are verb forms in the participle state. e.g. 
en/ed/,/t/ 

 

Tense 
The word tense stands for a verb form used to express a time relation. 
They indicate whether an action, an activity or a state is past, present or 
future. Tenses may also indicate whether an action, activity or state is, was 
or will be complete or will be in progress over a period of time. 

English verbs have only two simple tenses.  

These are: 1.  The simple (present)  

   2.  The past (present) 

 

1. The Simple Tense comprises:  

a.  The Simple Present tense  

e.g.  I go 

I am going.  

 

The Simple Tense signifies that:  

i.  actions and events are true. 

e.g. Mosquitoes cause malaria. 

ii. actions and events which are complete in themselves 

e.g. He pretends that he does not understand English.  

iii. actions/events that are habitual or regularly repeated 

e..g, The Sunday Times is published weekly. 

He visits Europe once or twice a year on business. 
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2. The Present Continuous. 

This signifies an action or event not yet completed or which is merely 
temporary. 

e.g.  If they are wanting for the bus to come 

The cost of living is rising steadily. 

 

How and when to use these tenses 
1.  The present tense is used in a critical work. 

2.  Both are used to express plans and arrangements for the future. 

 e.g. The bus leaves by 6.pm. 

3. Future time is expressed commonly by 

 a.  Shall/Will 

 b.  Am/ Is/are going to. 

 
Past Tense 
This indicates activities or states in the past, without any indication of any 
connection with the present. 

There are other classes of the past tense. These are:  

a.   The Simple Past 
e.g.  I walked 

You wrote 

 

b.  The Present Perfect 
This describes relations between an event in the past and the 
present time. It pre supposes the effect of the past actions over the 
present. 

e.g.  I have walked 

You have written 

 

c. Past Continuous 
This states an action in the past, though uncompleted of the time when 
the action is mentioned. It could also be a regularly repeated activity. 

 



 

 41

 e.g.  Emmanuel was always hungry 

I was walking 

You were walking 

 

d. The Past Perfect 
This is used to emphasise which of the time past actions occurred first. It 
is often introduced by words such as: - after, before, when, once, 
immediately, as soon as; no sooner than. 

 

Used to 
This is not a real tense marker. It is a useful way of expressing a regularly 
repeated past action or state of affairs now discontinued. 

e.g.  He used to play football regularly but now he is a spectator 

It cannot be used with reference to present time. 

To describe present habits or customs, the construction am, is, are, used to 
- with - ing form is necessary. 

e.g.  He is used to driving at night 

 
Aspect 
This expresses a category of verbs or verbal inflections which express 
continuity, repetition or completeness of a described action. These 
categories are:  

1. The Continuous or progressive 

2. The Habitual  

3. The Perfective. 

 

Voices 
These are modes of inflecting verbs to indicate weather that represented 
by the subject acts or is acted upon or acts so as to affect itself. 

There are two voices in English. These are:  

1.  The Active 

2.  The Passive 
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1. The Active 
This is often used intransitively in English where other languages have a 
reflective or passive form. 

e.g.  Corn sells at a good price 

The chickens will hatch out in a fortnight 

 

2.  The Passive 
This has two distinct meanings. 

1.  They may express continuous or habitual action.  

 e.g. Thousands of letters are received daily 

  Fruit was eaten in large quantities. 

2. That may express the state resulting from an action. 

 e.g. The articles are sold 

  The articles have been sold 

  The letter is written at last. 

The letter has been written. 

Other constituents of a sentence are: 

1.  The adverb 

It modifies verbs, adjectives and other adverbs. An adverb exhibits the 
derivational suffix -ly added to it. 

e.g.  quick + ly = quickly 

 strong + ly = strongly  

However, there are other adverts that are not overtly marked by - ly. These 
include 

a. now 

b. well 

c. never 

d. always 

Adverbs are also said to be faintly mobile. They occupy the initial 
sentence position, the medial position as well as the final position. 
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Pronouns 
These are words used in place of nouns. They form a class of items with 
numerous other sub - classes. These are:  

1.  The Personal: This refers to people.  

e.g.  I, You, he she, we, they, and one. 

2. The Possessive: This indicates possession or ownership.  

e.g.  his, hers, theirs, mine, yours, ones. 

3. The Reflective: This refers to the subject in a sentence. It is 
also used with verbs which actions are aimed at the subject 
of the verb. They are formed by adding - self to the 
pronouns. 

e.g.  my + self 

them, + selves 

himself 

yourself 

The Demonstrative: This replaces nouns as well as functions as a noun in 
a sentence. 

e.g.  This, that, these, those. 

 
The Interrogative: This refers to people and objects e.g. who, which, that, 
whoever, whichever. 

The Indefinite: This is the most commonly used 

e.g.  one, anyone, anything, both, each, either, everybody, everyone, 
everything, few, little, much, more, many, neither, none, nothing, others, 
someone, somebody, something. e.t.c. 
 

Subject - Verb Agreement 
The form agreement is used to describe the relationship that exists 
between certain different elements within sentences. Verbs with their 
subjects in number and person, for example, singular subjects require 
singular form of the verb, a plural subject requires a plural form of the 
verb. Let us examine the following instances where agreement exists 
between the subject and the verb. 
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1.  When two or more singular subjects a re connected by and the 
plural form of the verb is required: 

He and his brother are identical twins. 

A fool and the wrestler have won prizes. 

Note: there are three modification of this convention. First, when each of 
the singular subject is considered individually, the singular form of the 
verb is used.  

This usage is most frequent after each or every: 

Here, every man and woman works for the good of the institution. 

Each boy and girl makes a separate report 

 

Second, when the two singular subjects refer to the same person or thing, 
the singular verb is used: 

My wife and boss has something to say about that. 

Bread and butter is good enough for me. 

Third, mathematical computations may take either a singular or a plural 
verb: 

Five and five is ten. 

Five and five are ten. 

Two times three is six 

Two times three are six 

2.  When two or more singular subjects are connected by, or, nor, or 
but, a singular form of the verb is required. 

Tunde or Olu is to be elected president. 

Neither Ade nor Ayo has a chance. 

Not John but Alice was invited 

Neither the Stores nor the Bombers is the team likely to win. 

Not only his wife, but even his mother finds him selfish. 

3.  When one of the two subjects connected by or, nor, or is singular 
and the other is plural, the verb agrees in number with the nearer 
one: 

Neither James nor his lawyer were there. 

Not only the boys but also their father encourages it. 
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When two subjects connected by or nor differ in person, the verb 
agrees with the nearer one: 

Peter or you are to go 

Neither Kate nor I have won. 

 

4. When this rule creates an awkward sentence, restate the idea in a form 
which is both correct and natural. For example, rather than write: 

Neither Mary not I am to blame. 

You or he is the leading contender. 

We would restate the sentences as follows: 

Mary is not to blame; neither am I. 

You and he are the leading contender 

 

5. A singular followed immediately by as well as, in addition to 
including, no less than, with, together with, or a similar 
construction, requires a singular verb.  

The husband as well as the wife needs advice. 

The coach together with his assistance was praised. 

The president no less than the secretary is responsible 

The store in addition to the farm was solid. 

Because this convention sometimes seems illogical (since more 
than one person or thing is included in the subject phrase), there is 
a tenancy to avoid the construction altogether and write: 

Both the husband and the wife need advice 

The coach and his assistance were praised 

The president is just as responsible as the secretary 

The store and the farm were solid. 

6.  A singular subject followed by a modifier requires a singular verb: 

The attitude of these men is definitely hostile 

The leader of the rebel forces has been captured 

One of the girls in the back row looks sick 

A list of the names of all successful candidates is available. 
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7.  Such indefinite pronouns as anybody, anyone, each, either, 
everybody, neither, nobody, no one and somebody generally 
require a regular verb.  

Anybody who cheats is dishonest. 

Each of them has a government scholarship 

Somebody has been using by slide - rule 

Nobody on the campus admits seeing him 

Everybody does as he pleases. 

 

8.  The pronouns any and none take either singular or plural verbs: 

Are any of you going to the play? 

Any of these magazines is satisfactory 

None works so faithfully as he does 

None are expected to enter from the preliminary class. 

In general, the preference is for the singular verb after these 
pronouns in a formal style, and for the plural verb bin an informal 
one. Either form, however, is generally acceptable in both spoken 
and written English. One should choose whichever seems suitable 
in the context established. 

 

9.  When the subject is a relative pronoun, the verb agrees with the 
antecedent of that pronoun: 

He is one of the men who act as advisers 

This is one of those problems which have two solutions 

One of the girls who sing in the choir is getting married. 

 

10.  A collective noun takes a singular verb when the member of the 
class is considered individually. 

Singular 

The jury is finally complete 

The family hold an annual reunion 

The clergy is poorly paid 

Plural 
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The jury were divided in their opinions 

The family have never been able to agree. 

The clergy are supporting the new proposal for the best conditions 
of service.  

 

11.  Plural numbers take, a singular verb when they are used in phrase 
to indicate a Sum or a unit: 

Five million naira is a great deal of money 

Ten years is too long to await 

Five per cent is good interest 

A thousand yards is more than a half mile. 

Forty hours is the regular work week. 

 

12.  Certain nouns which are plural in form but singular in meaning 
generally take a singular verb. The most common of these are 
dynamics, economic, electronics, ethics, mathematics, news, 
physics, seminars, statistics, linguistics, whereabouts. 

Economics has been called a dismal science  

No news is good news 

Semantics is the study of meanings. 

 

  (Afolayan and Newsum 1983: 126..129). 
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LECTURE EIGHT 
 

 

 

The Paragraph 
 

 

 

 

Introduction  
The paragraph is the largest unit of a discourse. It provides the basis for 
expressing each of the main points. As students, the types of discourse we 
need to focus on are the essay, a composition, a report, a speech or an 
article. Longer discourses such as books, pamphlets, also make use of 
paragraphs even though no profound demarcations of thought expression 
exist within the paragraph, there are other units used for such purposes in a 
discourse longer than the paragraph. These are chapters, sections, parts 
and books. 

However, we shall examine the paragraph in relation to certain aspects of 
a good paragraph. These aspects are: 

1. Theme 

2. Structure 

3. Orthographic conventions: This will be discussed in lecture nine of 
this book. 

 

Objectives 
At the end of the lecture, you should be able to: 

1. identify means by which thoughts are demarcated in writing; and  

2. identify the aspect of a good paragraph. 
 

Pre-Test 
1. What is a paragraph? 

2. What is its relationship with a sentence? 
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CONTENT 
Theme 
We shall, under this section, examine the three properties of the paragraph. 
These are: 

unity; 

coherence; and 

emphasis. 

Please turn to the lecture on qualities of a good sentence for explanation.  

 
Structure 
The paragraph in structure comprises: 

1. The topic sentences; 

2. Development and documentation; and 

3. Application/conclusion. 
 

The Topic Sentence 
Usually a paragraph deals with one main idea which is often directly 
relevant to the main thesis of the essay. The topic/key sentence is the 
sentence around which all other sentences are structured. The other 
sentences, however, maintain close relationship with the topic sentence so 
as to achieve unity and consistency within the paragraph. The topic 
sentence could also be located anywhere within the paragraph. It could be 
found as the first sentence in the paragraph, in the medial position or in the 
final position. 

 Similarly the topic sentence is the pivot of the paragraph; 8001a et al 
(1990:30) describes it as the foundation of the paragraph. According to 
them, all other sentences relate directly to it. 

 We shall conclude this section emphasising that good paragraph 
writing requires judicious placement of the topic sentence. It could be 
explicitly stated or implied. However in each of the cases, caution is 
demanded of the writer on its organisation in order to make it easy for the 
reader to properly identify the topic sentence. 
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Organizational features of a paragraph 
There are three features, a paragraph exhibit in a discourse. These are:  

1. The introductory; 

2. The transitional; and 

3. The concluding. 

 
1. The Introductory Paragraphs 
Introductory paragraphs signal the purpose, the focus, the opening of the 
discourse. They also predict the writer's plan in treating an issue raised for 
'discussion. Importantly, introductory paragraphs dictate the reader's mood 
in anticipating the author's flow of thoughts. In a nutshell, they set the 
stage for a proper understanding of which to expect from the writer. It 
could further be said that introductory paragraphs get the reader alerted on 
the writer's plan of treatment. 

e.g.  An obvious starting point in any inquiry is the definition of 
the phenomenon in question. 

Rumour, we must begin with, exists at all levels of human 
activity. 

 

2. Transitional Paragraphs 
Transitional paragraphs are those employed to indicate a movement from 
one phase of thought to the other by a writer. They reveal the trend in 
which the discussion is progressing. 

 Moreover, transitional paragraphs function as summarising agents in 
that they re-state/review the previous discussion. as well as indicate what 
is to follow. 

Transitional paragraphs manifest at three levels within a discourse. These 
levels are: 

1. at a point of digression; 

2. at a point where thoughts are linked; and 

3. at a point where the reader is prepared for a new line of thought. 
E.g. this thesis seeks to highlight for analysis, the objectives in any 
communication encounter. 

 Another interesting thing we shall observe is the way which natural 
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emphasis overrides strict logic in word order. 

 

3. Concluding Paragraphs 
These are paragraphs which normally appear at the end of a discourse. 
Concluding paragraphs usually, recapitulate points earlier raised in 
previous paragraphs. 'They are often in conformity with the overall tone of 
the discourse. 

e.g. Consequently, this thesis seeks to examine the significance, character 
and operations of management patterns, with particular emphasis on 
rumour, the influence that other factors have exerted upon such patterns. 

 

Summary 
This lecture has succeeded in presenting to readers, an understanding of 
what a paragraph is. It also offered a description of the types of 
paragraphs and the aspects to “a good paragraph”. The topic sentence 
was also discussed. 

 

Post-Test 
1. Write a paragraph. 

2. Identify the topic sentence in various locations within the 
paragraph.  

3. Discuss the properties of a good paragraph. 
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LECTURE NINE 

 

 

 

Orthographic Conventions 
 

 

 

 

Introduction  
We shall examine, in brief, each of the conventions related to punctuation. 
These conventions are paramount significance to the paragraph on one 
hand and the entire discourse in general. 

The conventions, we shall examine, are: 

1. The full - stop 

3. The Capitals 

4. The Semi - colon 

5. The colon 

6. The Dash 

7. The Question mark 

8. The exclamation mark 

9. Parenthesis 

10. Inverted comas 

11. The apostrophe 

12. The comma 

 

Objectives 
At the end of the lecture, you should be able to:  

1. identify the orthographic conventions; 

2. property use these conventions; 

3. know the applicability of these conventions; and  

4. write a well punctuated essay. 
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CONTENT 
1.  The Full - Stop or Period: 

a.  A period or full - stop is used at the end of a complete declarative 
sentence. 

 e.g.  They took the shortest road into the village. 

   Take the short road. 

   The driver asked which road he should take. 

It is also used to indicate an imperative sentence, and a 
sentence that contains an indirect question. 

b. It is used as a separation that marks the end of a sentence 
after the author's thought has been fully expressed. 

c. It is used after abbreviations. 

 

e.g. P.M.  

A.D.  

B.C.  

M.D. etc 

 

d. Periods in series (ellipsis points) are used to mark omissions in quoted 
matter. 

e.g. …my sixteen - year - old - son leap to his feet if only I could 
have stopped him...' 

e. It is used as a decimal point 

e.g.  N5.00 

N20.00 etc 

 

2. The Capitals 
Capital letters are used in all languages. All proper names and places are 
often capitalised. 

e.g.  John and Jane, Doe, Mary, Nigeria etc. 

 Nigeria falls 
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They are equally used to signal the letter of: 

a.  The first word in a sentence: 

e.g.  The writer of a paper 

You deserve to be rich 

b. The Pronoun, I 

c. The first word in a direct quotation "The bold and the 
Beautiful is a good film" he said. 

d. Titles and or degrees attached to individual names: 

e.g. The Rt. Revd. Dr. Igben 

Chief Adeyeye 

Alhaji Rilwan Lukman: 

 

3. The Colon 
The use of the colon in a sentence indicates: 

a.  a division clause when the latter signifies an amplification, 
explanation of an earlier statement: 

e.g.  He said: Your brother will be arriving Nigeria from 
Saudi Arabia next week. 

Remember: The police is your friend 

b. Introduces a list of items: 

e.g. Please remember to bring all the materials needed for 
the examinations: 

a pen; 

a mathematical set; and 

a cleaner. 

c. It is used to introduce a saying or a speech especially from literary or 
documentary sources. 

 e.g. Remember- the old saying: To err is human, to 
forgive is divine. 

d. It is also used to introduce a series 

e.g. He donated five pieces of furniture: a chair, a desk, 
two tables and a bench. 
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4. The Semi Colon 
The semi colon is used to: 

a. Separate points in sentences that are usually of equal significance  

b.  Divide two or more closely connected clauses coordinated by a 
conjunction. 

 e.g.  His daughter is a tyrant; the son is well - behaved and 
brilliant. 

c. to separate items in a series where commas have already been 
used. 

 

5. The Dash 
There are three realization of the dash. 

These are: 

a.  The en dash 

b.  The em dash --  

c.  The hyphen  

 

a. The en dash: This indicates a dramatic pause within a sentence  

b. The em dash: This is used to indicate an interruption in thought 
flow as well as introduces an explanation, a statement or any 
opinion expressed. 

c. The Hyphen: It is used to divide a word at the end of a line. - Also 
used to indicate two or more words joined into a compound word.  

e.g.  Half - baked 

Two - edged sword 

 

6. The Question Mark 
The question mark is used at the end of a whole sentence containing a 
query or at the end of a query making up part of sentence.  

e.g. What has been the results of these studies? 

What is your name? 

 It is also used to indicate doubt about something already mentioned. 
Such question mark is always put in parenthesis. 
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e.g. Ade was the youngest and the tallest (?) boy at home. 

The study of language is linguistics (?) Science. 
 

7. The Exclamation Mark 
The exclamation mark is used: 

1.  To indicate a strong feeling of: 

   surprise  

   joy 

anger  

scorn etc  

 

 

2. after interjection and exclamatory sentences: 

e.g.  Oh! What a pretty lady! What a pity!  

 

3.  after words imitative of sounds made by animals  

e.g.  The barking of a dog  

The moving of a cat 
The hissing of a snake 

The bleating of a cow 
 

8. Parenthesis 
The parenthesis otherwise known as "Brackets" are used in enclosing a 
word or group of words which interpret, explain or add to a sentence. It’s 
uses are: 

a.  to enclose figures or letters in itemization. 

e.g.  The points are: 

1. or i. or a. 

2. or ii. or b. 

3. or iii. or c. 

b. to repeat amounts already given in words 

e.g.  He has given me before then, the sum of ten 
thousand naira  
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(N 10,000) towards the payment of my house rent. 

c. to enclose the source of a quotation or other matter when a 
footnote is not used for the purpose. 

d. To enclose dates and figures denoting life - span 

e.g.  Mr A.O. Oyesoro (1922 - 1962) 

Williams Shakespeare (1954 - 1916) 

 

9. The Inverted Commas or Quotation Marks 
These are used: 

a.  to enclose words used in special or natural sense. 

e.g.  "Chief' 

Our man, the "general" 

b. When borrowed foreign words or expressions are used e.g. 
"editeur" 

c. To set off titles of essays 

d. To signal words somebody has said when quoted directly. 

e.g. “well, it's as I said, difficult to explain - but the service, 
being considered so important by us Russians - - if you 
were absent - - I don't know how to put it, people might 
think." 

 

10. The Apostrophe 
It is mark of omission used to indicate: 

a.  Possession 

 e.g. Olu's, Ade's". Taiwo's 

b. Contracted form 'Yinka, 'Yemisi, 'Sola etc. 

c. Plural Spellings. 

e.g.  60's 

early 70's 

11. The Comma 
The comma is used: 

a.  to separate items in series 

e.g.  The colours of the rainbow are red, orange, yellow, 
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green, blue, indigo, and violet. 

b. to separate two sentences. i.e. a main clause from an 
independent clause: 

e.g.  Because they had not been paid for months, the 
workers were on rampage. 

c. to separate words in a position 

e.g.  Igben, the erudite scholar, has done it again 

d. to indicate a direct address 

e.g.  Sola, are you there? 

 Do what you are told, Ade 

e. to set off introductory material as in the following 
examples: 

1. At the end of this lecture, you should be able to: 

2. In the pre - colonial era 

3. We shall examine, in brief each. 

f. to separate two main clauses joined by a conjunction (and, 
but, nor, or) if the clauses are long. e.g. 

g. to mark off some word or phrases used in a special sense in 
the sentence. 

e.g. Thus, However.  

h. to separate a question tag from proceeding statement 

e.g. you accepted the offer, didn't you? 

i. distinguish between a date and a year: 

e.g.  10th January, 1983. 

j. Indicate the opening and complimentary close 

e.g.  Dear sir, Dear Paul, Yours faithfully, Yours 
sincerely. 

 

Summary 
This lecture has presented an understanding of the nature, functions and 
uses of punctuation marks. It has also assisted in improving our 
understanding of orthographic conventions in writing. 
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Post-Test 
Ask yourself, how much of the conventions can you remember to use? 
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LECTURE TEN 
 

 

 

The Discourse 
 

 

 

 

Introduction  
The discourse which may be a report, a speech, an article, an essay, a 
composition, is the end-product of any purposeful writing. In preceding 
parts in this text, we have considered how to write the various component 
units of a discourse. The components which we have examined include; 
the word, the sentence, and the paragraph. 

 However in this section, we shall observe and discuss how these 
components are structured, in a logical order, to present a worth-while and 
interesting message.  

 

Objectives 
At the end of this lecture, you should be able to: 

1. structure the word, the sentence and the paragraph into a 
meaningful organic whole; 

2. discuss and follow the steps in research writing; 

3. adopt all the devices in writing a good essay; and 

4. sum up the process of writing a discourse. 

 

Pre-Test 
1. Itemise the steps to follow in research writing. 

2. Show a plan of how to write a good essay or a good discourse. 
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CONTENT 
Since every good essay is expected to be well-written, its writing is also 
expected to: 

a. be well informed. 

b. be preceded by research for information and necessary data. 
Research activities are expected to be done in a library or 
somewhere else designated for such purposes. 

We shall at this instance examine the various means by which sentences 
are developed as we have studied in some texts with similar emphasis on 
writing. The texts which include Language in Action, Introduction to 
writing and Writing for specific purposes, should be further consulted to 
improve our writing skills. 

 However, at this juncture, we shall try to examine the process of 
writing a discourse with special focus on the research essay. 

Earl Babbie (1995) explains that research is undertaken for three specific 
reasons. These according to him are: 

a. Exploratory reasons 

b. Explanatory reasons 

c. Descriptive reasons. 

a. Exploratory: Much of research is considered to explore a topic to 
provide a beginning familiarity with that topic. This is typical of a 
researcher examining a new interest or when the subject of study is 
relatively new and unstudied. 

b. Explanatory: At this instance, the researcher seeks to avail 
explanations for certain happenings or behavioural patterns. 

c. Description: Here, the researcher observes and subsequently 
describes what was observed. 

 
The Research proposal 
If you were to undertake a research project - an assignment for this course, 
even a major study, you are likely to present a research proposal 
describing what you intend to do and how you intend to do it. 

We shall at this instance discuss how you might prepare such a proposal. 
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Elements of a Research Proposal 
We shall discuss the following basic elements in writing a research 
proposal. It should, however, be emphasized that these elements are mere 
guides to writing a successful essay. 

 

1.  Problem or Objective 
The aim here is for the writer to determine what exactly he wants 
to study. Why is it worth studying? Does the proposed study have 
practical significance? Does it contribute to the general 
understanding of things; to the construction of theories? 

2.  Literature Review 
What have others written about this topic? What relevant theories 
exist on the subject? Any previous research done on this topic? Are 
there consistent findings? Are there flaws in the body of existing 
research you feel you can remedy? 

3.  Subjects for Study 
Who or what will you study to collect data? Identify the subjects in 
general, theoretical terms and in specific, more concrete terms, 
identify who is available for study and how you will reach them. 
Will it be appropriate to select a sample? If so, how will you do 
that? 

4.  Measurement 
What are the key variables in your study? How will you define and 
measure them? Will your definitions and measurement methods 
duplicate or differ from those of previous research on the topic? 

5.  Data Collection Methods 
How will you actually collect the data for study? Will you conduct 
an experiment or survey? Will you undertake field research or are 
you going to focus on the analysis of statistics already created by 
others? Other methods include: Content Analysis, case study, etc. 

6.   Analysis 
Indicate the kind of analysis you plan to present. Spell out the 
purpose, logic of your analysis. 

 

  



 

 63

7.   Schedule 
Provide a working guide/schedule for the various stages of 
research unless you have a time - line for accomplishing the 
several stages of research and keeping in touch with how you are 
doing. You may end up in trouble. 

8.   Budget 
Always have a budget set aside for the project. 

Research at whatever level on diverse topic is a fundamental part 
of academic training. The writing of essays or research papers is a 
means by which a students' understanding of the ideas under study 
can be assessed. However, in developing the research paper, we 
shall further examine the following steps in subsequent chapters in 
this text. These are: 

1. Pre-writing step 

2. Audience 

3. Introduction to the paper 

4. The body 

5. The conclusion 

6. Quotations, footnotes and Bibliographic forms. 

 

Steps in Writing 
1.   The Pre-writing step consists of: 

a.  selecting the topic 

b.  limiting the topic 

c.  searching for information and making a reading list. 

 

2.   Audience Analysis 
It is important on the part of the writer to determine who is 
audience is/are. This will help in selecting appropriate words for 
use in the body of the essay. The audience to whom one writes and 
ones attitude towards a given topic largely determines the purpose 
for writing and the tone of the paper itself. 
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The following elements about the audience need be seriously considered. 
These are: 

1. Age  

2. Sex  

3. Educational background  

4. Social status  

5. Demography  

6. Religion  

7. Culture  

8. Language etc. 

 

3.  Introduction to the paper: 
a. The thesis statement 

b. The aim and scope of the paper  

c. The method 

d. The general statement 
 

4.  The Body 
 

5.  The conclusion 
 

Summary  
This lecture has offered a good insight into research and academic 
writing. How much of what you have read can you apply in your study? 

 

Post-Test 
1. Arrange some words and sentences to form a good paragraph.  

2. Write an essay comprising of five paragraphs. 
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LECTURE ELEVEN 
 

 

 

Features of an Essay 
 

 

 

 

Introduction  
In this lecture, we shall discuss features of an essay; the parts and the 
techniques used will be highlighted in this lecture. 

 

Objective 
At the end of this lecture, you should be able develop a good essay. 

 

Pre-Test 
Define an essay and state how it is different from a discourse. 

 

CONTENT  
An essay consists of the introduction, the body and the conclusion. These 
features assume that the writer is familiar to an appreciable degree, with 
certain basic thought reduction methods. Afolayan and Newsum (1985) 
are of the opinion that before sentences are reduced to a few words 
without necessarily altering the basic idea expressed, the writer needs to 
have understood what is being said and how it is being said. Writing 
further, the authors alluded to the myriad of techniques which can be used 
to advance the writer's ideas, the awareness of which will assist the reader 
in understanding how ideas are organized and developed. 

 These basic techniques form the ways by which an author could 
introduce his writing. The introduction which consists of phrases, clauses, 
sentences and paragraphs serve as signal to the purpose of the writing. It 
also leads insight into the writer's treatment plan. The techniques which 
might be employed by the writer learner are: 
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1.  Cause - Effect 

2.  Definition 

3.  Classification 

4.  Justification 

5.  Sequence 

6.  Generalization 

7.  Problem - Solution 

8.  Comparison - contrast 

Soola et al (1990:15) writing on introductory paragraphs, assert that 
"essentially, they prepare the reader for what to expect in: the discussion. 
It must set the stage and arouse expectations so that the reader can 
anticipate what is to come" 

 

The Body: The body of any text is the meat of that writing. It is the part 
that indicates the step by which the trend of the discussion progresses. 
This is done by ensuring that thoughts are inter - connected. This inter-
connection is maintained by the use of transactional signal elements 
indicating the passing over from one level of thought to the other 

Soola et al (1990) further opine that transitional elements within the 
paragraph function as summarizing elements, restating previous discussion 
as well as giving indication of what is to follow. 

 

Summary 
This signals the end of an essay. This is the point at which there is the 
recapitulation of the salient points discussed in the body of the essay. 
Similarly, it ends with a concluding paragraph. 

Dominant ideas and concepts are equally restated in the conclusion 
while terms used are redefined. However, the tone of the conclusion 
must relate with the whole essay. 

 

Post-Test 
Select a topic from the list below. Consider all the possible points one 
would make 'if writing about the selected topic, then compose a 
corresponding conclusion paragraph. 
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1. Family Planning  

2. Student unrest 

3. Apartheid 

4. Urban development  

5. Malnutrition 
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LECTURE TWELVE 
 

 

 

Register 
 

 

 

 

Introduction  
Language, written or spoken belongs to a particular register. Register is 
defined as distinguished varieties of language according to use. Various 
forms of writing on any given subject involve, often divergent amount of 
vocabularies or jargons peculiar to the field of study, profession or subject. 

 However, these distinguished varieties operate according to three 
variables: These variables are: 

1. The subject matter or field of discourse 

2. The medium or mode of discourse 

3. The tenor or style of discourse 

 

Objectives 
At the end of this lecture, you should be able to:  

1. identify and distinguish between the three register variables;  

2. identify language features of the register; 

3. recognize the structure of registers; and 

4. identify various words and phrases peculiar to various registers. 

 

Pre-Test 
Read the passages below and itemise the specific features of each passage 
which characterize the register. 

a.   Order as prayed. It is hereby ordered that the writ of summons and 
other processes in this case shall be served on the defendant by 
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having them advertised in three successive issues of New Nigerian 
Kaduna and that such advertisement shall be deemed good, proper 
and sufficient service of the writ of summons and other processes 
on the defendant for the purpose of this case. 

 

b.  Listen, 

 Ostrich plumes differ, 

 From chicken feathers, 

 A monkey's tail 

Is different from that of the giraffe,  

The crocodile's skin 

Is not like the guinea fowl's, 

And the hippo is naked, and hairless. 

Is different from the Arabs; 

The Indian's hair 

Resembles the tail of the horse; 

It is like sisal strings 

And needs to be cut 

With scissors 

 It is black 

And it is different from that of white women. A white woman's hair 

Is soft like silk; 

It is light 

And brownish like 

That of the brown monkey, 

And is very different from mine., 

 

c.  We must first make a distinction between literature and literary 
study. The two are distinct activities: one is creative, an art; the 
other, if not precisely a science, is a species of knowledge or of 
learning. There have been attempts, of course, to obliterate this 
distinction. For instance, it has been argued that one cannot 
understand literature unless one writes it, that one cannot and 



 

 70

should not study Pope without himself writing a drama in blank 
verse. Yet useful as the experience of literary creation is to him, 
the task of the student is completely distinct. He must translate his 
experience of literature into intellectual terms; assimilate it to a 
coherent scheme which must be rational if it is to be knowledge. It 
may be true that the subject matter of his study is irrational or at 
least contains strongly irrational elements; but he will not be 
therefore in any other position than the historian of painting or the 
musicologist, or, for that matter, the sociologist or the anatomist. 

 

2. Medium or the Mode of Discourse 
This refers to the two media of writing and speech. In speech, one can 
distinguish various subject registers. For example, one can recognize 
registers peculiar to the field e.g. sports commentary, advertisement and 
conversation. On the written medium on the other hand, one can recognize 
registers peculiar to the genres of literature. These genres are prose, poetry 
and drama. 

 

3. The Tenor or Style of Discourse 
This identifies the type of relationship existing between the speaker/writer 
and the listener/reader. One can distinguish between various forms of style 
ranging from the colloquial to the formal style. For example, the choice of 
language often employed when addressing the Vice-chancellor, University 
of Ibadan, and one's brother or sister or parents on the same subject, often 
varies in accordance with the status of the addressees involved. Similarly, 
a lawyer in a court session employs a different style than when the same 
person performs the role of a father at home. 

 We need to emphasise, however, that there are various language 
features of the register. We shall examine these features in accordance 
with the following; 

1. Vocabulary and 

2. Structure 

 

1. On the level of vocabulary, words chosen should be precise and clear. 
The use of special words and phrases is also encouraged. 

2. Structure: These are certain syntactic characteristics of registers 



 

 71

necessitated by the need for precision and clarity. These syntactic 
characteristics include: 

a. Punctuation or orthography 

b. Use of block or capitals  

c. Use of quotation marks  

d. Sentence length 

e. Sentence complexity pattern 

f. Stating alternatives. 

 

3.  The third structural element is the overall patterns of rhythm and 
emphasis. This determines the tone of a particular discourse. The 
use of complex and balanced structures, technical words, special 
use of orthographic conventions and sentence length, all determine 
the tone of a particular discourse. 

 

 

Summary 
This lecture has enabled the reader to understand as well as identify the 
various levels of register, from the subject matter, the medium to the 
tenor or style of discourse. 

 

 

Post-Test 
Read the passages below and itemise the specific features of each passage 
which characterize the register. 

1.  ‘Order as prayed. It is hereby ordered that the writ of summons and 
other processes in this case shall be served an the defendant by 
having them advertised in three successive issues of New Nigerian 
Kaduna and that such advertisement shall be deemed good, proper 
and sufficient service of the writ of summons and other processes 
on the defendant for the purpose of this case. 

2.   Listen, 

Ostrich plumes differ, 

From chicken leathers, 

A monkey's tail 

Is different from that of the giraffe,  
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The crocodile's skin. 

Is not like the guinea fowl's,  

And the hippo is naked, and hairless. 

Is different film the Arabs; 

The Indian's hair 

Resembles the tail of the horse; 

It is like sisal strings 

And needs to be cut 

With scissors. 

It is black 

And it is different from that of white women.  

A white woman's hair 

Is soft like silk; 

It is light 

And brownish like 

That of the brown monkey, 

And is very different from mine. 

 

3.  We must first make a distinction between literature and literary 
study. The two are distinct activities: one is creative, an art; the 
other, if not precisely a science, is a species of knowledge or of 
learning. There have been attempts, of course, to obliterate this 
distinction. For instance, it has been argued that one cannot 
understand literature unless one writes it, that one cannot and 
should not study Pope without himself writing a drama in blank 
verse. Yet useful as the experience of literary creation is to him, 
the task of the student is completely distinct. He must translate his 
experience of literature into intellectual terms; assimilate it to a 
coherent scheme which must be rational if it is to be knowledge. It 
may be true that the subject matter of his study is irrational or at 
least contains strongly irrational elements; but he will not be 
therefore in any other position than the historian of painting or the 
musicologist, or, for that matter, the sociologist or the anatomist. 
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LECTURE THIRTEEN 
 

 

 

Style 
 

 

 

 

Introduction  
In the preceding lecture, we have defined style as the relationship existing 
between the speaker or the writer and the listener or the reader. Style is 
greatly influenced by the writer's or speaker's level of literacy as well as 
the degree of mastery of the language available to him. As we have said in 
a subsequent part of this work, in creating a style one often adopts 
language use to the level of the audience as well as the purpose of the 
discourse. On the level of typology, there exist various recognizable 
styles. These can be classified as simple, plain and elaborate. We shall at 
this instance examine these identified levels. 

 

Objectives 
At the end of this lecture, you should be able to:  

1. identify the levels of style; 

2. discuss the three levels of style; 

3. write essays appropriate to its purpose; and 

4. write an essay consistent throughout. 

 

Pre-Test 
Read this passage and answer the questions below. 
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CONTENT 
Global Interdependence 
Last year, in my first address as Secretary of State, I spoke to this 
assembly about American purposes. I said that the United State seeks a 
comprehensive, institutionalized peace. I asked other nations to join us in 
moving the world from de tente to cooperation, from co-existence to 
community. 

 In the year that has passed some progress has been made in dealing 
with particular crises. But many fundamental issues persist and new issues 
threaten the very structure of world stability. 

Our deepest problem is whether our vision can keep pace with our 
challenges. Will history recall the 20th century as a time of mounting 
global conflict or as the beginning of a global conception? Will our age of 
interdependence spur joint progress or common disaster? The answer is 
not yet clear. We are delicately poised. 

 New realities have not yet overcome old patterns of thought and 
action. Traditional concepts - of national sovereignty, social struggle and 
the relation between the old and new nations - too often guide our course. 
And so we have managed but not advanced; we have endured but not 
prospered, and we have continued the .luxury of political contention. This 
condition has been dramatized in the brief period since last fall's regular 
session. War has ravaged the Middle East and Cyprus. The technology of 
nuclear explosive has reassumed its dangerous spread. Inflation and the 
threat of global decline hanged over the economics of rich and poor alike. 
We cannot permit this trend to continue. 

 Conflict between nations once devastated continues; the struggle 
between bloos may destroy humanity. Ideologies and doctrines drawn 
from the last century do not even address, let alone solve, the 
unprecedented problems of today. As a result, events challenge habits; a 
gulf grows between rhetoric and reality. 

 The world has dealt with local conflicts as if they were perceptually 
manageable. We have permitted too many of the underlying causes to 
fester unattended, until the parties believed that their only recourse was 
war. Because each crisis ultimately has been contained, we have remained 
complacent. But tolerance of local conflict tempts world holocaust. We 
have no guarantee that some local crisis - perhaps the next - will not 
explode beyond control. 
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Questions 
Write the phrase or sentence which correctly completes or answer the 
following questions: 

1.  In the first paragraph, Dr. Kissinger is asking other nations to join the 
U.S. to:  

a. relieve world tension temporarily; 

b. ensure coexistence among the nations; 

c. work to achieve detente within the world community; 

d. institutionalize a framework within which nations could 
cooperate. 

2.  In paragraph three, Dr. Kissinger means by "We are delicately poised" 
that:  

a. we are on the verge of global conflict and common disaster; 

b. we are at the beginning of a global conception; 

c. we are in an age of interdependence; 

d. we are at a point where we could use our vision to eliminate 
strife by establishing a global viewpoint. 

3.  The main idea of paragraph four is: 

a. because the word is using outmoded patterns of thought to solve 
its problems, it has failed to resolve them. 

b. because we doubt use traditional concepts enough to guide us in 
our decision-making today, the world is in a state of constant 
tension. 

c. war, the spread of nuclear explosives, inflation and the threat of 
global decline are me result of the struggle between the rich and 
the poor nations. 

d. the world has not managed to prosper because of the 
mismanagement of resources and the exploitation of the poor 
nations by the rich. 

4.  Determine the style adopted in this passage. 
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CONTENT 
Level of Style 
There are 3 levels of style appropriate to the study of discourse: 

These levels are: 

1. Informal 

2. Plain 

3. Formal 

However, we should note: 

1. that the style of a piece of writing should be appropriate to Its 
purpose  

2. that the style of a piece of writing should be consistent throughout. 

 

Major Features of the three levels of Style 
1. Informal Style 
This particular style primarily applies to spoken texts which sometime 
may be written. 

Other structures of the informal style include: 

 

i.  Vocabulary 
The vocabularies used are simple, ordinary, day to day expressions. 

For example;  a. the use of Rich not affluent 

b. the use of to run up against not to encounter 

c.  rang me up not telephoned me  

It also includes the use of slangs and other expressions peculiar to speech.  

 

ii.  Structure 
The structure emphasizes the use of ellipsis and repetition at various 
levels. 

 

2.  The Formal Style 
Texts are primarily written, but occasionally spoken in special 
circumstances. The style, is equally appropriate to formal situations e.g. 
government papers, legal documents, business reports, technical report etc. 
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Other features of the formal style are: 

i.  The use of:  

a.  highly elevated words 

e.g.  consist of not made up of domicile not house 

b.  intellectually fashionable words 

e.g.  innovate, pararron, charisma 

ii. Its structure consists: 

a.  impersonal 'constructions 

b.  grammatical correctness and  

c.  completeness 

iii. It is also made us of: 

a.  variety of sentence structures 

b.  avoidance of elliptical sentences. 

 

3.  Plain Style 
The plain style is a combination of both the informal and the formal styles. 
Even though, the combination stresses a consistent compromise, this style 
is said to be appropriate for objective argumentation as well as the 
conveyance of information. 

Other features of the plain style are: 

i.  The use of figurative words 

-  idioms where applicable 

-  the use of simple words for simplicity and clarify. Slangs 
and jargons should be. 

ii. Structure 

a.  both impersonal/personal constructions are simultaneously 
used. 

b.  the observance of grammatical completeness and 
correctness. 

 

3.  It is also made up of a variety of sentence structure. It also encourages 
verbosity. 
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Summary 
This lecture has significantly offered insight into what makes a style. 
How well have you understood the types of style mentioned in the 
chapter? 

 

Post-Test 
Read these two passages.  

Contrast the two passages.  

A.   If I speak in the tongues of men and of angels, but have not love I 
am a noisy gong or a clanging cymbal. And if I have prophetic 
powers, and understand all mysteries and all knowledge, and if I 
have all faith, so as to remove mountains, but have not love, I am 
nothing. If I give away all I have, and if I deliver my body to be 
burned, but have not love, I gain nothing. 

Love is patient and kind; love is not jealous or boastful; it is not 
arrogant or rude. Love does not insist on its own way; it is not 
irritable or resentful; it does not rejoice at wrong, but rejoices in 
the right. Love bears all things, believes all things, hopes all things, 
and endures all things. 

Love never ends; as for prophecy, it will pass away; as for tongues, 
they will cease; as for knowledge, it will pass away, for our 
knowledge is imperfect and our prophecy is imperfect; but when 
perfect comes, the imperfect will pass away. When I was a child, I 
spoke like a child, I thought like a child, I reasoned like a child; 
when I became a man, I gave up childish ways. For now we see in 
a mirror dimly, but then face to face. Now I know in part; then I 
shall understand fully, even as I have been fully understood. So 
faith, hope, love abide, these three; but the greatest of these is love. 

B.   I may be able to speak the language of men and even of angels, but 
I have no love, my speech is no more than a noisy gong or a 
clanging bell. I may have the gift of inspired preaching; I may have 
all knowledge and understand all secrets; I may have all the faith 
needed to move mountains - but if I have no love, I am nothing. I 
may give away everything I have, and even give up my body to be 
burnt but if I have no love, this does me no good. 

Love is patient and kind; it is not jealous or conceited or proud; 
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love is not ill-mannered or selfish or irritable; love does not keep a 
record of wrongs; love is not happy with evil, but is happy with the 
truth. Love never gives up; and its faith, hope and patience never 
fail. 

Love is eternal. There are inspired messages, but they are 
temporary; there are gifts of speaking in strange tongues, but they 
will cease, there is knowledge, but it will pass. For our gifts of 
knowledge and of inspired messages are only partial; but when 
what is perfect comes, then what is partial will disappear. 

When I was a child, my speech, feelings and thinking were all 
those of a child; now that I am a man, I have no more use for 
childish ways. What we see now is like a dim image in a mirror; 
then we shall see face to face. What I know now is only partial; 
then it will be complete as complete as God's knowledge of me. 

Meanwhile these three remain: faith, hope and love; and the 
greatest of these is love. 



 

 80

LECTURE FOURTEEN 
 

 

 

Spellings 
 

 

 

 

Introduction  
Another problem area in English is the rules governing spellings in the 
language. These rules as writer - learners, we need to be aware of, as well 
as master them to achieve greater effectiveness in writing. 

Amayo (1990: 118) while noting the problem incorrectly spelt words puts 
a student into in his/her academic pursuit, attributes the source of the 
problem to the "irregularity in spelling of the English language, faulty 
pronunciation, inadequate knowledge of basic rules for spelling English 
words, and the insensitivity to the structure and derivation of words". 
Subsequently, in this lecture, we shall focus on these problem areas as 
well as present to you some useful hints through which you could 
surmount the problems. 

 

Objectives 
At the end of this lecture, you should be able to: 

1.  identify some basic spelling problems; 

2. identify problem areas in spelling; 

3.  improve your knowledge of the rules of spelling in English; and  

4.  write an error free essay. 

 

Pre-Test 
1.   Correct those of the following words that are wrongly spelt: 

emgration  disappointed   ammission 

professor unnatural  collapse 
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suppress  accommodation  necessary 

reliable  abbuabuse  irrational 

surroundings sufficient  correction 

agreement address  defective 

innocent  assurance 

 

2.  Correct any misspelt words among the following: words that are 
wrongly spelt: 

priest   friendish deceitful weird 

friend   seizure  reign  grievance 

receipt   ceiling 

 

3.  Make these adjectives into adverbs: 

gay   shy  playful  huge 

humble  noisy  due  grey 

whole  pure 

4. The following words have all been spelt wrongly by University 
students. Rewrite each word with its correct spelling: 

medecine  autentic   environment instinctive   

architecture refrigerator  argument illiterate   

opportunity hypotesisun  forseen  desease 

priviledge  industralisation   archeaology 

 

CONTENT  
Sources of Confusion in spelling 

Let us at this instance; observe some spelling rules and a list of commonly 
misspelt words. 

i.  Words with different spellings but identical pronunciation. 
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These words often confuse the learner: 

a. Pray  b. Prey  a. too  b. two a. sew b. sow 

a. male  b. mail  a. nail  b. nail a. jail b. goal 

a. reign  b. rain 

 

ii.   Another problem area is that arising from faulty pronunciation. 
This problem often makes one sound exactly like the other. This 
pronunciation often falls short of the Received Pronunciation. 

 

a. bed  b. bird   a. order  b. other  a. rise  b. rice 

a. leave b. leaf  a. leaf     b. lose  a. border b. bother 

 

Useful Rules on Spelling 

1.  Mute (e) 

A mute e which occurs at the end of a word is dropped if a suffix 
beginning with a vowel is added. 

e.g.   kite  drive 

cite  move 

mice groove 

lice  prove 

ride 

 

2.   In a situation where the suffix begins with a consonant, the final e 
which appears at the word should be retained. 

e.g.  trace = trace + able 

manage + able 

suite + able 

adverse + ly 

endure + able 

enlarge + ment 

However, there are some exceptions to this rule. Words such as judgement 
are spelt with or without the e 
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3.  Words with the suffix - ful takes one 1 not two  

  e.g.  thank - ful 

 cheer - ful 

 mouth - ful 

4.  When the suffix - ly is added to an adjective ending in - 1, such words 
generally double the U attached to it: 

1.  Joyful-Iy 

2.  hopeful - ly 

3.  playful-Iy 

4. awful-Iy 

 

5.   A consonant is doubled when it occurs as the final consonant of the 
prefix and when it serves as the initial consonant of the base. 

 e.g.  mis-spell = misspell 

 im-moral = immoral 

 il-legitimate = illegitimate 

 un-natural = unnatural 

 

6.  The consonant doubles when the predeeding vowel is stressed and 
spelt with a  single letter. 

 e.g.  dig + ing = digging 

 bid + ing = bidding 

 inter + ered = intered 

 infer + ered = inferred 
 

7.  However, the consonant is not doubled at the following instances. 

 i.  When the vowel is unstressed 

a. suffer-ed 

b.  ballot-ing 

c.  visit-ing 

d.  deposit-ing 

 ii.  When two consonants follow immediately after the vowel. 
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  e.g.  elect - ed 

 predict - ed 

 boast - ed 

 test - ed 
 

8.   American and British English spelling:  

The following spelling differences between American and British 
English spelling should be strongly considered. 

  e.g. 

British  American 

  Centre   Center 

Kilometre  Kilometer 

Programme  Program 

Woollen Woolen 

colour   color 

theatre   theater 

honour  honor 

vigour   vigor 
traveller traveler 

 

9. Before the - ing suffix is added, the final ie metamorphosis into - y  

e.g.  vie - vying 

lie - lying 

tie -- tying 

die - dying 

 

10.   Verbs which manifest in pairs e.g. Noun form, are usually spelt 
with s in the verb form and c in the Noun. 

e.g.  advise - advice 

practise - practice 

prophesy - prophecy 
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11.   Misspelt words 

Words in which pronunciation of some letters is silent 

e.g.  Government 

February 

Cemetry 

Embarassement 

Covenant 
 

12.  Words starting with Q are always followed by- u  

e.g. 

Quart 

Query 

Equate 

Quick 

Here under are some commonly Misspelt words. Take note of them: 

embarrass   journey   grateful 

accommodation lightning  guard 

across    address   gauge 
necessary   holiday  privilege 

evening   succeed   therefore 

fulfil    passed    separate 

recommend   quiet    unstructive 

knowledge   quite    disease 

foresee   professor   anxious 

agree    committee   nowadays 

playwright   argument   government 

loose    'rhyme    psychology 

lose    rhythm 

past   literature 
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Summary 
This lecture has presented the reader with what he/she needs to be 
conversant with in word spellings. Note them for future use. 

 

Post-Test 
1.  Correct those of the following words that are wrongly spelt: 

emgration  disappointed   ammission 

professor  unnatural   collapse 

suppress accommodation necessary 

reliable  abbuabuse  irrational 

surroundings sufficient  correction 

agreement address  defective 

innocent  assurance 

 

2.  Correct any misspelt words among the following: words that are 
wrongly spelt: 

priest   friendish deceitful weird  

friend   seizure  reign  grievance 

receipt  ceiling 

 

3.  Make these adjectives into adverbs: 

gay   shy  playful  huge 

humble  noisy  due  grey 

whole   pure 

 

4. The following words have all been spelt wrongly by University 
students. Rewrite each word with its correct spelling: 

Medicine authentic  environment instictive 

archetecture  refrigirator   argument illitrate 

opportunity hypotesisun  forseen  desease 

priviledge  industralisation   archaeology  
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LECTURE FIFTEEN 
 

 

 

Quotations and Bibliographic Forms 
 

 

 

 

Introduction  
In a previous chapter we examined the discourse in relation to how to 
write a research essay. We also examined the purposes for carrying out a 
research as well as how to write a research proposal. 

This lecture, however, seeks to provide instructions for using quotations, 
footnotes and bibliographic forms. 

 

Objectives 
At the end of this lecture, you should be able to: 

1. properly cite authorities whose works have been quoted; 

2. properly list, following the normal convention, materials that have 
been consulted in the course of writing; and 

3. be conscious of not running foul of rules governing writing. 

 

CONTENT  

Quotations 
Turning in assignments requires a specialized kind of writing. This pre-
supposes that certain conventions have to be observed to satisfy your 
lecturer. One of such conventions demands that you, as a writer 
acknowledge whatever you have read in your writing. Such 
acknowledgement could be done in two ways. These are: 

1.  Through references and 

2.  through Bibliography 
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1.   References: This ensures that at each point mention is made of 
someone else's writings either quoted directly or indirectly referred 
to in your own words, you acknowledge as such. 

 

2.  Bibliography: This ensures that all the books and articles in which 
these references occurred are listed at the end of your assignment. 
Failing to properly acknowledge materials from which you have 
received inspiration, could lead you into being accused of the most 
serious academic sin - plagiarism. Plagiarism which means 
copying other people's writing and passing such off as being your 
own, is a form of theft. 

 
Quotation and Referencing 
There exists two ways by which you use other people's works in your 
writing. 

These are: 

1. By direct quotation 

2. By indirect quotation 

However, in each of the cases you should endeavour to acknowledge the 
fact in a reference. 

 

Quotations 
These are often straight forward. If they do not exceed more than two lines 
in length, they should be put in single inverted commas within the text 
itself. However, if they are substantial, accord them a whole paragraph and 
indent the whole quotation. In this instance, you don't have to use inverted 
commas. Whichever kind of quotation format adopted, you still need to 
reference it. Different systems of which are adopted by diverse writers. 
The simplest form is merely to write a number in brackets or quotation 
marks and then give details either in a footnote or end note. Another 
format is that, in which you write the surname of the author you quote, 
alongside the year of publication of the book or article from which you 
have quoted, in parenthesis immediately afterwards e.g. 

In studying the anatomy and brains of early man, Huxley came to a 
conclusion which Herbert Wendf reminds us was 'at the time considered 
highly provocative but which is now obvious to every but anthropologist' 
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(Wendf, 1974). 

However, the article you quote from may not be found in a book 
edited by another person but in a magazine or journal. In such instance, 
document the material as: Sale R: 'Four studies in Impatience' in citations 
(No 91) p. 32 

Similarly, occasions might demand that you quote from another 
book by the same author. At this instance, the year of publication is 
particularly helpful. It distinguishes the two books. 

In your bibliography, you will have to list the full titles of each. If 
on the other hand, the author has more than one book to his credit, within 
the .same year frame, and you have quoted from each, write the reference 
as: (Igben, 1997:6). If you quote more than once from the same book, the 
term op.cit becomes applicable. This means: in the above mentioned work. 
Its saves you the rigours of having to restate the author, date at each 
reference or quotation. In place, you could write: 

Igben 1997 - P 34 and subsequently on the same page 

Op.cit - p. 45 

Another feature is when you refer more that once to a particular 
passage in a book. You could use the Latin word - (Ibid - meaning in the 
same place) e.g. Ibid - p. 34 

On the other hand, if in the course of referring to a point means that you 
have to cite a great many references to the same books, the term Passim 
can be used.  

However, if any reference occurs on a given page but then repeated 
many times during the same chapter, ff could be used. 

This same rule applies to indirect quotations. 

 You could equally rephrase in your own words, something you have 
read in a book or on articles, at this instance, you should use your own 
discretion in referencing the paraphrased material. 

 

Bibliography  
A Bibliography is a list of authors and text written in alphabetical order 
according to the author's surname. 

It also contains the list of all the various texts - books and other materials 
consulted by the writer in the course of writing. 
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The normal way to set out items in the bibliography is presented 
thus for books: 

1. Author's surname, initials, title of the book, publisher and date. 

2. Author's surname, initial, Date, title of the book, publisher. 

Let us, however, examine the following details: 

1. The Author's name appears with the surname first, then the first 
name and/or initials followed by a full stop mark. When the author 
is the editor, his name should be followed by a comma and the 
abbreviation 'ed' 

2. The title of the book (italicized, underlined) followed by a full 
stop. 

3. The place of publication followed by a colon. 

4. The name of the publisher - followed by a comma. 

5. The date of publication - followed by a full stop. 
 

 On the other hand the date of the publication could be written 
immediately after the author's name encapsulated in a parenthesis. 
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