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e Lack of focus in multiauthor papers: Coauthor teams should appoint a lead author or
editor who can make a final pass through the paper to check or redundancy and
inconsistencies.

¢ Overgeneralizing from experience

¢ Too much academic background information

¢ Reluctance to submit a short paper

e Submitting a paper that is inappropriate for a theme

e People find it hard to be critical of their own work. I suggest that you regard
everything you write as a draft, until it has been read by at least one other person. That
other person need not be an expert in the subject; in fact it is often better if you choose
someone who is not an expert.

e t's usually better not to edit your document at all until you have written the whole
thing, at least to first-draft standard. It's very easy to get bogged down with the details
of individual sentences, and then find later that you need to remove whole sections. If
this happens, you will find that writing a report takes much longer than it should.
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»-11-2-1- Why and how to write

The main purpose of a technical report is to convey information. The report should place as
few hindrances as possible between the mind of the writer and the mind of the reader. The
following are probably the main reasons for technical writing.

e To disseminate knowledge.
e To get assessment of achieved work.
e To establish the rights of achievements.

A good report needs careful planning. As part of the planning stage you should try to answer
the following questions.

What is the report about? What are you trying to say? You should arrange things so that they
key facts and conclusions are very accessible.

Who are you writing for? It is simply impossible to write a technical document that will be
equally easy for everybody to read.

! colon
2 virgule
% semicolon



How long can the report be? It's difficult to predict in advance exactly how long a report will
be, but you should be able to decide whether you will be writing 2,000 words or 20,000 words.
It's generally harder to write a short report than a long one, because it requires much better
organization.

G lidgs SlSS —F-Y— 1)<

¢ Hyphenated words— If the first word is used as an adjective, no hyphen is necessary,
e.g., first generation. If the first word is a noun, then you need to hyphenate, e.g.,
range-limited. If the second word is a gerund, i.e., the present continuous tense of a
verb, then it is not necessary to hyphenate, e.g., cell splitting.

e Normally, integers less than ten are spelled out. Thus one will write “six cells” instead
of “6 cells.” Integers larger than ten and fractional numbers are written in arabic digits,
i.e., 12, 5.6, etc. Fractional numbers are considered plurals. Thus, we will say “one
meter,” but “0.5 meters.”

¢ In technical papers, there are usually symbols, and the question arises as to which
article to use in front of symbols. Should we say a M/M/1 queue or an M/M/1 queue?
The rule is the same as in regular writing without symbols, i.e., if the word starts with
a vowel, namely, the letters a, e, i, 0, u, you will use the article “an”; otherwise, you
will use “a.” However, we need to determine how the symbol is pronounced. In the
case of “mp3 player”, we pronounce it “em-pi-3 player,” i.e., it starts with a vowel.
Therefore, “an mp3 player” is correct. Compare this with a B-ISDN network. In this
case, the B in B-ISDN is pronounced like “bee,” i.e., not a vowel.

e The first time a symbol is used, explain what it means, usually with the symbol in
brackets, e.g., one will write “Integrated Services Digital Network (ISDN).”
Subsequently, use the symbol only. This is in keeping with the concept of conciseness.

9% <6

¢ Try avoiding negative words like “not,” “un,” “non,” etc., as well as double negatives
such as “not invalid,” “not uninteresting” as much as possible. For example, use
“invalid” instead of “not valid,” use “violating” instead of “not satisfying.”

e The phrase “a lot of” is used for uncountable objects, such as a lot of money. Do not
use it for countable objects, use the word “many” instead, i.e., say “many users” rather
than “a lot of users.” The same goes for “a large amount.” It is also used for
uncountable objects. Say “greatly improves” rather than “highly improves” or “largely
improves.”

e Say “contrary to” rather than “in contrary to.” “Contrary to” is the same as “in contrast
to” or “as opposed to.”

¢ The words “work™ and “research” are already in plural form. Thus we do not say
“Existing works in this area ” or “Prior researches ”

¢ Do not use abbreviated forms like “don’t.” They should be spelled out.

9 &

® Avoid using multiple superlatives. Use “best” rather than “very best,
than “most optimal.”

optimal” rather



e The words “figure,” “table,” “theorem,” “lemma,” etc. may be used as proper or
common nouns. Proper nouns must be capitalized. They are proper nouns when a
number or some other attribute follows them. For example, we say, “Fig. 1 illustrates ”
and “In this figure, we illustrate ”

e Do not start a sentence with “also.” Use words such as “Besides,” “Moreover,” “In
addition” instead.

e Say “comprises” or “consists of”” rather than “comprises of.”

e Semi-colons can be used to break up groups of objects. For example, “Set A
comprises numbers 1, 2, 3; Set B comprises 4, 5, 6; Set C comprises 7, 8.”

* Avoid repeated usage. Say “the storage required in the first case is greater than that in
the second case,” rather than “the storage required in the first case is greater than the
storage required in the second case.”

¢ English and American spelling is sometimes different, i.e., “colour” versus “color.”
Try to be consistent throughout the text.

¢ Note these singular and plural forms: criterion, criteria; datum, data; medium, media;
phenomenon, phenomena.

JUSTC RPN I AR

In the UK, technical writing is usually dominated by “passive voice' expressions, where the
author tries to avoid using the word “I'. The worst affront to the language of this type is the
double passive. An example is this: It is regretted that transparencies are not able to be
accepted'. What the author meant was: “Sorry, we don't accept transparencies'.

One further caution about the passive voice: we should not mix active and passive
constructions in the same sentence.

When to use Active Voice:

In general, writing should be composed in the active voice because of the sense of immediacy
and conciseness conveyed when the subject of the sentence carries out the action. In addition,
fewer words are usually required for the active voice, it is more efficient, and it takes the reader
from point A to point B in a “straight line.”

‘When to use Passive Voice:

When it is more important to draw our attention to the person or thing acted upon: The
unidentified victim was apparently struck during the early morning hours.

When the actor in the situation is not important: The aurora borealis can be observed in the
early morning hours.
SladS 590 55 G —F-Y-11¢

e Don’t use however or its synonyms twice in one paragraph, because changing the
direction of an argument twice in one paragraph may annoy readers.



Compare with, compare to -- Compare with means to examine differences and
similarities; compare to means to represent as similar. One may conclude that the
music of Brahms compares to that of Beethoven, but to do that, one must first
compare the music of Brahms with that of Beethoven.

Correlated with, correlated to -- Although things may be related to one another,
things are correlated with one another.

It should be mentioned, noted, pointed out, emphasized, etc. -- Such preambles
often add nothing but words. Just go ahead and say what is to be said.

It was found, determined, decided, felt, etc. -- Are you being evasive? Why not put
it frankly and directly?

As and like — We use "as" for comparison to a phrase, and "like" for comparison to a
noun.

That and which -- Two words that can help, when needed, to make intended
meanings and relationships unmistakable, which is important in reporting scientific
information. If the clause can be omitted without leaving the modified noun
incomplete, use which and enclose the clause within commas or parentheses;
otherwise, use that.

o Jgus W —O-Y-11<

Table 1

Human / non-human subjects

Human subject only Human or non-human subject
Observe Show
Record Demonstrate
Compare Indicate
|[dentify Suggest
Describe Support

See Confirm
Speculate [mply
Conclude Need
Believe

Know

Collect

Alm



Table 2

Verb tense to use throughout your paper

Section

Verb tense

Examples

Introduction

Methods

Resuits

Discussion

Present of past tense for
describing the evidence

thet exists

Past tense for describing your
aims or hypotheses

Past tense throughout

Pas: tense for results

Presert tense to refer to tables, etc.

Present tense for answers to
questions

Present tense to discuss
the literature

Past tense 1o discuss

the resufts

It is known that ...
There is no evidencs
that ...

Therefore, we

investigated whether ..,

Participants were
recruited fram ...

We found that ...
Figure 1 shows that ...

Cur findings suggest

that ...

Evidence from cohort
studies shows that ...
We found thar ...



Table 3

Using the correct form

Long or Incorrect verslon

Shorter or more correct version

Determing, detect

Caorrelated (as an adjective or verb)

Due to the fact that, for the reason
that, on account of, owinrg to
the fact that, on the basis that

Level

Documentation

Taken into consideration

Dosage

Elucidate, clarify

Functionality

In the event of, in the eventuality of

Alleviate, moderate

Methodology

In close proximity to

At the present moment, at this point
in time

The majority of

Dyads

Prioritise

Relationship

Adjuvants

Symptomatology, complaints, events,
clinical picture

Terminology

In order to

Usage, utilise

Assess, measure, investigate
Associated
Because

Concentration
Documents
Considered
Dose

Explain
Function

If, when
Lessen. ease
Methods .
Near

Now

fost
Pairs
Rank
Relation
Risk factors
Symptoms

Term

To
Use
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Most “standard model' reports will contain some or all of the following sections, usually in
this order.

Title

Authors and affiliations

[Table of contents] for reports

[List of abbreviations and technical terms] for reports

Abstract OR summary

Keywords OR index terms

Acknowledgements

Introduction

Objectives

Theory OR problem formulation OR model definition OR problem description

Method OR methodology OR procedures.

Results

Discussion OR interpretation

Conclusions OR concluding remarks

Recommendations

References AND/OR bibliography

Appendices

[index, if the document is long] for reports.

1 title & abstract

inlroductlion
bio Il

section 1

lit.
othor scctions conc.
|
I I I I 1 =

Figure 1: statistics on what parts of a paper are read (2003)
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¢ From the late 1600s to the 1920s, sole authorship was the unwritten rule
e A paper published in the “New England Journal of Medicine” in 1993:
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Abstract or summary -Y-Y-¥-1)———<

The abstract is in fact the sales pitch for the paper. Abstract should contain a brief overview of
the report, including its conclusions and recommendations if there are any. A good length for an
abstract is 300 words; some scientific journals actually specify this number of words explicitly.
The abstract of a scientific paper or report is considered to be capable of “standing alone” and
being published separately. For this reason the heading “abstract' in a report is usually not
numbered. Numbering usually starts with the introduction. Let the introductory parts be written
in the “introduction” and not the “abstract”. Don’t refer to other works in the abstract.

Introduction —-f-Y-f-1y———<

The introduction sets out what the report is about, and what its role is in relation to other work
in the field. If describing experiments, the introduction will usually summarise other related
experiments, and show how the work to be described extends or supersedes these earlier studies.

In most technical reports, the introduction will say something about the context of the report,
that is, how the work it describes forms part of the overall body of work in that subject area.

Objectives —H-Y-F-1)———<

This section, if present, states what the work being reported was expected to achieve, why it
was undertaken, and at whose instigation. It is usually prefered to put this information at the end
of the introduction, but this is just a matter of taste.

Acknowledgements —#-Y-¥-)-——<

It is polite to give a brief note of thanks to those people who have helped directly in the work
the report describes.

If the report is destined for publication, and describes work supported by a grant, the grant-
awarding body may insist that it be acknowledged.



Theory -V-Y-f-\\-———<

The theory section, if used, describes any background theory needed for the reader to
understand the report. Such a section is usually found only in reports that use mathematics that
the typical reader cannot be expected to know in advance.

Method -A-Y-¥-1)———<

In the "method' section you should describe the way the work was carried out, what
equipment you used, and any particular problems that had to be overcome. If the report is
describing a survey, you should say how you chose your subjects, how you checked for bias, and
how you analysed the results.

Results -4-Y-f-1)———<

In the standard model, results are usually given as plainly as possible, and without any
comment. It is often difficult to know how much data to put into this section. You should include
enough data to enable the reader to be confident that you have done what you said you would do,
and that your conclusions will be trustworthy.

Discussion —Y+-Y-f-1)———<

In this section the author provides an interpretation of the results, compares them with other
published findings -- if there are any -- and points out any potential shortcomings in the work.

Conclusion —Y)-Y-f-Y)-—-—<

The conclusion gives the overall findings of the study. It is important to realise that
conclusion' does not just mean “the last bit of the report”.Your conclusions should really be
statements that can be concluded from the rest of the work. A conclusion is not a summary. (You
can include a summary as well, if you like).

Recommendations —\Y-Y-¥-1Y———<

In this section the author normally includes any advice he or she wishes to offer the reader.
Some people use the recommendations sections for suggestions of further work.

References and bibliography - 1Y -Y-f-{)--—<

The purpose of citing references is to allow the reader to follow up your work, and perhaps
check that the conclusions you draw really follow from the sources you cite. References are not,
as many students appear to think, a method for convincing the examiner that you have read a lot.

The bibliography is the set of publications that the authors referred to in a general sense in
writing the report or carrying out the work it describes. These publications will not usually be
cited explicitly in the text. References, on the other hand, are given in support of some specific
assertion, and are always mentioned explicitly in the text.

(Bibliography) aclolis' | owliiols' b (references) a0 Sgls -



The first thing many reviewers do is go to the end of the paper to see if -

they are cited!!!
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e According to Mitchell (1997), the important results of Brown (1994), Brown (1993a)
and Brown (1993b) are readily revised to account for the correction in Mitchell (1992).

e According to [1], the important results of [2] - [4] are readily revised to account for the
correction in [5].

Appendices —Yf-Y-f-1)———<

The appendices are where the author will usually place any material that is not directly
relevant to the report, and will only be read by small number of people. It is usually for
mathematical proofs, electrical circuit diagrams and sections of computer programs.
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Timeout after two maximom
segment Gfetimes (248451

CLOSED

Passive apen five openlSY
TR IRET Active open/S¥N

LISTEN

SYN/SYH 4+ AC Send SYN

SYN/SYN + ACK

SYN_RCVD SYN SENT

SYN & ACK ACK

Close/FIN

FIN_WAIT 1

ACK |CLOSE.WAIT|

Clase, FIN

LAST ACK '—

CLOSING

FIN/ACK TIME WAIT

‘dooumentolases {minimal }

\usepackage{tikz}

\usepackage{3dplot}

\usepackage[activs, t3

\PreviewEnvironment{tikzpicture!

\setlength\PreviewBorder{Zmm}

\begio{ducweenl }

\tdplotsetmaincoords {70} {135}

\begin{tikzpicturz}[line join=bevel,tdplot main coords, fill opacity=.7]
\tdplotepherinaleurfaceplot [parametricfill] {72} {36} ¢

{sgrt{15/2) *sin{\tdplottheta)*cos(\tdplottheta) } {black] [\tdplotphi}

lacik, thick,—>] (0,0,0) -—— (2,0,0) node[anchor=north east]{s

{\draw|

lor=black, thick;->»] (0,0,0) -- (0,2,0) nodelanchor=nerth west]{sy
(0,0,0) —— (0,0,2) nodelanchor=south] {5z5};}

{\drawl

‘\endi{tikzpicture}
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