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Sentence structure

VsS.

Information structure




% Basic IS Principles

A. Main clause principle

Example: Even though it's raining, | am going out for a
walk.

B. End placement principle

Example: “The relationship between A and B was
examined in this study.

(2) This study examined the relationship
between A and B.




% End Placement Principle

Basic Sentence Structure

2 3 ]

This study examined the relationship b@@ween A and }




% Information Structure

Exercise: Which pair of sentences has a better

Information flow?

(1) Firefighting is one of the most dangerous

occupations.

(2) One of the most dangerous occupations is

firefighting.

(3) However, it Is also one of the most rewarding.

(4) Another, interestingly enough, is farming.




&

Information Structure

(1+3) Firefighting is one of the most dangerous

occupations. However, it is also one of the

most rewarding.

(2+4) One of the most dangerous occupations is
firefighting. Another, interestingly enough, is

farming.




% Basic IS Principles

D. Information flow

a) Use pronouns

b) Use “this + summary word”

or use “this + interpretive word”

c) Communicate “old information” before

“new information.”




% Use Pronouns

Exercise 4:

In 2015 there was another outbreak of measles
(Rubeola). This time (this/it) occurred in Disneyland and
affected 125 individuals from eight states (CDC, 2015).
This outbreak was covered extensively in the news in
part because (this/it) was wide-spread with potential for
nigh exposure rates even though (this/it) affected fewer

people and lasted for a shorter period of time.
https://doi.org/10.1016/j.pedn.2018.06.009



https://doi.org/10.1016/j.pedn.2018.06.009

% Use Pronouns

Exercise:

The weather in January was much warmer than usual.

1) (This/It) was even warmer than December.

The weather in January was much warmer than usual.

2) (This/It) may be connected to global warming

trends.




% Use Pronouns

Exercise:

1) In 2015 there was another outbreak of measles
(Rubeola). This time (this/it) occurred in Disneyland and
affected 125 individuals from eight states (CDC, 2015).
This outbreak was covered extensively in the news in

part because (this/it) was wide-spread with potential for
nigh exposure rates even though (this/it) affected fewer

people and lasted for a shorter period of time.
https://doi.org/10.1016/j.pedn.2018.06.009



https://doi.org/10.1016/j.pedn.2018.06.009

% Use Pronouns

Exercise:

When first waking from anesthesia, you may feel

confused, drowsy, and foggy. (This/It) usually
lasts for just a few hours, but for some people—
especially older adults—confusion can last for

days or weeks.




% Basic IS Principles

D. Information flow
a) Use pronouns

b) Use “this + summary word”

or use “this + interpretive word”

c) Communicate “old information” before

“new information.”




% “This”+ Summary Word

Exercise:

1) In 2015 there was another outbreak of measles
(Rubeola). This time it occurred in Disneyland and
affected 125 individuals from eight states (CDC,
2015). This was covered
extensively in the news in part because it was wide-
spread with potential for high exposure rates even
though it affected fewer people and lasted for a

shorter period of time.
https://doi.org/10.1016/j.pedn.2018.06.009



https://doi.org/10.1016/j.pedn.2018.06.009

% “This”+ Summary Word

2) The increase in the number of children

diagnosed with ADHD has been striking; it has
quintupled from 1990 to 1998 from 1 million to

nearly 5 million. This has been

accompanied by a significant increase Iin stimulant
use in children with ADHD amounting to as much

as 48% (Kube, Peterson, & Palmer, 2002).
https://doi:10.1016/j.pedn.2006.03.001



https://doi:10.1016/j.pedn.2006.03.001

% Use “this”+ Summary Word

3) For along time, we have been hearing about

Samsung's stretchable 9.1-inch OLED panel.
This has given birth to many

rumors and leaks online. They have also made
other smartphone manufacturers adopt this
In their to-be-launched phones.




% Use “this”+ Summary Word

4) In recent years, the number of students
applying to Ph.D. programs has increased
steadily, while the number of places
available has remained constant. This

has resulted In intense
competition for admission.




% Use “this”+ Summary Word

5) According to a recent survey, of all
American adults now smoke, down from

O years ago. This can

be partly attributed to the mounting

evidence linking smoking and fatal
diseases, such as cancer.




% Basic IS Principles

D. Information flow

a) Use pronouns

b) Use “this + summary word”

or use “this + interpretive word”

c) Communicate “old information” before

“new information.”




% Old Before New

Exercise: Which sounds better?

1. Younghee spends her Saturday nights at Sweet Bakery.
Mr. Kim owns the bakery. He has been making pastries

the French way since opening the bakery in 1995.

2. Younghee spends her Saturday nights at Sweet Bakery.
The bakery is owned by Mr. Kim. He opened the shop in
1995 and has been making pastries the French way ever

since.




Reviewer Comments




General Principles in Writing

Reviewer Comments

Comments must be stated objectively and

without any prejudice.

Comments should be made with a collaborative

tone and spirit.

Critical comments must be presented
professionally in a respectful manner and should

not be overly harsh or disparaging.




% Brutally Honest Peer Review

“This paper is desperate. Please reject it

completely and then block the author’s

email ID so they can’t use the online

system in the future.”




Politeness Strategies




a. Use third person perspective

Compare:

(X) (You) need to include ...
Explain/describe/add X.

(0) This paper/The manuscript/The author

needs to include ...




b. Use conditionals

Examples:

1) The discussion would have been somewhat

more relevant if the paper had included

more recent literature to support his views.

2) The article would be more persuasive if the

paper related the findings to ...




In this study,

the author attempts to show that ...




% Evaluative Adjectives

Evaluative adjectives

P+ = very positive P = positive 0 = neutral
N = negative N+ = very negative

( O )unusual

( N ) limited

( N )small

( N )restricted

( P ) useful

( P )significant

( P )careful

( O )competent

( 0 )exploratory

( P+)remarkable




% Evaluative Adjectives

Evaluative adjectives

P+ = very positive P = positive 0 = neutral
N = negative N+ = very negative

( O )ambitious ( O ) modest

( P )important ( N+ ) flawed

( P+)innovative ( P )interesting/engaging
( P+ )impressive ( P+ ) elegant

( O ) preliminary ( N )unsatisfactory




C. Present good news and bad news in pairs

Compare (evaluative adjectives):

1) In this impressive but flawed study, the author...

2) In this flawed but impressive study, the author...




c. Present good news and bad news in pairs

3) This study is an important contribution
and warrants swift publication, but some

points need attention.
Compare:

4) Some points need attention, but this
study Is an important contribution and

warrants swift publication.




d. Use hedging

1) The ideas are clear here, but | think adding the

following specific functions and data would allow

the information system to be more complete.

2) Although | found the discussion of the three
theories of X very interesting, | found it difficult to

relate them to the rest of the paper.




% Hedging (Vague Language)

d. Softening criticism: Use hedging

Introductory verbs seem, tend, appear to be, believe,
suggest, think, look like

Modal auxiliary verbs would, may, might, could
Frequency Adverbs often, sometimes, usually, seldom
Probability adverbs unlikely, probable, possible
Modal nouns assumption, possibility, probability
That clauses It could be the case that

It might be suggested that
To-clause + adjective It may be possible to obtain

It is iImportant to develop

http://www.uefap.com/writing/feature/hedge.htm




% Exercise (Hedging)

1. The topic of the manuscript is inappropriate for

the scope of this journal.

The topic of this manuscript seems somewhat

Inappropriate for the scope of this journal.

The topic of the manuscript may not be entirely

appropriate for this journal.

The topic of this manuscript may not align well

with the scope of this journal.




% Exercise (Hedging)

2. The author Is mistaken about some points.

The author appears (o be mistaken about ...

It could be the case that the author i1s mistaken

about ...

The author might be mistaken about ...

Perhaps the author might be mistaken about..




% Exercise (Hedging)

3. Climate change is caused by human activities.

It is generally thought (or believed) that climate

change is caused by human beings.

Climate change is generally thought (or believed)

o be caused by human beings.




% Exercise (Hedging)

4. There Is already considerable research in

this area.

To the best of my knowledge, there is

already considerable research in this area.




% Another Use of Hedging

A politeness interpretation

EXx) | think, | feel, | found

Example:

1) | thought the authors did an excellent job of
describing their position on the issue.

Compare:

2) The authors did an excellent job of describing their

position on the issue.




% Sample Decision Letter

Based on my own reading of your paper, | share the
reviewer’s concerns about two issues in particular. First, |
thought that it would be very helpful to the reader if
there was some representation of the adherence data as
a function of stigma levels. For example, a figure depicting
how electronically-monitored adherence varied as a
function of racial discrimination might provide a more

Intuitive sense of the size of the observed effect.




% Sample Decision Letter

Continued:

Second, given the proportion of participants who report a
heterosexual orientation, it might be worthwhile to address
the relationship between perceived discrimination and self-
identification of sexual orientation in your sample. | also have
two minor editorial suggestions regarding the Tables: 1) in
order to conserve journal space, please integrate the data
from Table 1 into the text, and 2) in Table 2, please reserve
the asterisks for significant effects, and consider using a

different symbol (e.g., +) to highlight marginal difference.




Common mistakes In

writing letters and emails




BASICS:
STRUCTURE & FORMAT




% Basic Structure and Elements

Letter Email

Heading
Inside address

Subject line

Greeting (salutation)
Body

Closing
Signature line

Enclosures Attachment




Sample Letter

Pleasant School
123 Leaming StrEEEZI =
Core, CO 98765 Headlng

July 1,2014
Datjﬁesident Phil Anthropist -
Hometown Bank |"$|de Add ress

123 Main Street
Core, CO 98765

Dear Mr. Anthropist, 4% Greeti ng

Body

Our school recently visited JA BizTown, a mini-town offered by Junior Achievement that students
operate for the day. Your company sponsors a business at JA BizTown. We want to thank you for
making a contribution so that we could have a great day of fun and learning.

We learned how to contribute to the economy of JA BizTown and how to operate a quality business.
There were several things we did to serve our customers well and earn a profit. We also tried to
keep our customer lines from getting too long!

Finally, we learned how important it is for businesses and people to be philanthropic. Your company
helped our school enjoy JA BizTown because of your philanthropy. We appreciate your generosity.

Thank you.
Sincerely, ‘Z‘ CIOSIng

TA Bz Toeon Employee — Signature




Formal business letter sample

Name and Sumame of the sender
street Name and Number
Postcode and City

Country

Name and Surname of the recipient
street Name and Number
Postcode and City

Country

REF: [Enter subject, or the inquiry you are referring to]

Dear Mi/Ms [Surname of the recipient],

MM/DDYYYY
Datj




Exercise: Select appropriate greetings (John Smith, professor)

xX) Dear John Smith, ( )
Dear Professor Smith:
(X) Dear Professor Smith. . g
(X) Dear Mr. Smith, Dear Dr. Smith:
X) Dear Smith,
_ ) Dear Mrs. Smith:
X) Dear Professor John Smith, © Dear Ms. Smith (female),

(X)  Dear Prof. Smith,
(X)  Dear Most Respected,
(X) Dear Prof. John,

(X) Dear John,




Very Formal

Dear Professor Smith:

Dear Editor-in-Chief:

Informal
Hi John,
John,

Greeting

Formal
Dear John,

Very Informal
Hi!
No salutation




A formal email: When you do not have a specific person or

know the name of the person to whom you are writing.
x) Dear Sir or Madam:

) 10 whom it may concern:

To Whom It May Concern

Other possible options:

©O O O O O O

Dear Editorial Office
Dear Search Committee
Dear Ethics Committee

Dear Hiring Committee/Manager
Dear Personnel Manager

Greetings




Set the font to Arial or Times New Roman, size 12 point.

Do not indent paragraphs.

Single-space all text.
Use one line space between body paragraphs.

Keep all text left justified.




% Body: Sample

The proof of your article, to be published in Neuroscience, 15 attached to this e-mail as a
"PDF" file. You will find, in addition, a Query Form detailing any questions we have
regarding your article (as a separate attachment). For helpful information on PDF files,
please see the end of this e-mail.

I, after reading this message, you would still prefer to recerve your proofs by fax or mail,
please inform us immediately by replying to this e-mail with full fax details.

This PDF file has been produced automatically from an electronic database format; the
original file 1s maintained by Elsevier. Please note that certain details of page layout may
still need to be amended before printing. However, the final, printed product will conform
to our usual high standards for page layout and image resolution,

(Adapted from an email sent to the author from Elsevier)




% Informal vs. Formal

Use of contractions

Emoticons
All CAPS

Conjunctions

(i.,e. And, But) (X)

Abbreviations
(FYI, ASAP)




Introducing Yourself

Exercise: ways to introduce yourself. Please correct if it's necessary.

1. |am {your name}. | am an editor of the Journal of {Y}.

My name is ...

2. This is {your name} from the Journal of Y.
(X)

3. Itis {your name} at the journal of Y.
(X)
4. My name is {your name}, and | am currently an editor for

the Journal of {Y}.

5. My name is John, and | work for the Journal of {Y}.




% Body: Reason for Writing

[Formal]

1. | am writing to ask/inform/clarify/request/reply to ...

| am writing regarding the meeting we have arranged ...

2
3. | am writing with regard to the complaint you made ...
4

With reference to your last email, | would like to ...

[Informal]
1. Just a quick question about ...
2. | was wondering if ...

3. |wanted to let you know that ...




% Useful Expressions

a k~ W DD F

Making requests
Saying No
Making apologies
Attaching files

Concluding message




% Making Requests

Do not assume that your request will be fulfilled.

'HThank you in advance for accepting to be a reviewer for our
journal.

Do not impose deadlines.

'HWe really need your reply by tomorrow.

Try to soften your request.
'Hf possible, .. | would appreciate it if you ...
Exercise:
There have been some mistakes.

It looks like there have been some mistakes.

It looks like there may have been some mistakes.




% Making Requests

[Formal]

1. Could you please let me know if you are available?

2. | would appreciate it if you could send me the document ...

3. Could we arrange a meeting later?

4. Please let me know if this will be possible ...
[Informal]

1. | was just wondering if you were around later ...
2. Would you mind coming earlier?

3. Can you call me back ASAP?




% Making Requests

Use past tense or continuous forms

Exercise:

a. | want to ask you a favor.

| wanted to ask you a favor.

b. | hope we can talk after lunch.

| was hoping we can talk after lunch.




When saying “no” or telling some bad news.

1. | cannot do that.

| am afraid | am not able to fulfill your request.

2. | have to go.

| am afraid | have to be going.




% Making Apologies

Apologize politely, but do not overdo it.

(X) We are SOO sorry for not contacting you sooner.

(O) 'HWe sincerely apologize for not contacting you

sooner.

‘HWVe would like to apologize for any inconvenience

we might have caused.

‘HPlease accept our apologies for the delay.




& Attaching files

Which of the following expressions are acceptable in

an email? A letter?

1. | have enclosed the file you have requested.

2. | am attaching the file for your consideration.

3. Please see

4. Please find the attached file you requested.

the attached document.

Please find attached the file ...




& Attaching files

Other possible options

o

o

o

The file is attached.

Attached please find . . .

| have attached (the updated file) . ..
The attached proposal includes . . .
Please review the attached diagram . . .
The attached spreadsheet covers . . .
Please refer to the attached document.

You may refer to the attached document for details.




% Concluding Message

At the end of the body section: Useful expressions

« Thank you for your assistance with...

Thank you for your time, and | look forward to hearing

back from you.

Thank you for your time and consideration on this matter. We
look forward to your response.

Please feel free to call or email me if you have any questions or
concerns.

| would appreciate it if this could be taken care of promptly.

Attention: | am looking forward to a positive response
from you soon. vs. Hope to hear from you soon.




Very Formal
Yours sincerely,
Yours faithfully,
Sincerely yours,

Yours truly,

Informal
Best,
Bye

Closing

Formal
Sincerely,
Regards,

Kind regards,
Best wishes,
All the best,

Very Informal
John
JS (Initials)




% Signature Line

Your name In full

Title

Institution/affiliation/organization name
Institution address

Your emall address

Tel: (include relevant country/area code)
[Fax: (include relevant country/area code)]




% Signature (Position)

Exercise:

@

Closing salutation

@

My name

®

Affiliation information

@




% Email Writing: Subject Line

The subject line should be informative, direct and states
the main topic.

Examples

o “Aninquiry”

“Manuscript status please?”
0 “Regarding my manuscript”
“Manuscript review completed?”
o Editorial Meeting Friday

o Due Friday — conference presentation proposal
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