Writing an academic article

Most of the leading journals in all fields routinely have rejection rates of 80%, 95%, or higher. All journals prefer articles that make significant contributions to the field. A vital piece in having an article accepted for publication in an international journal, of being accepted as a speaker at an international conference, or of writing a successful grant is your ability to write good abstracts, clear proposals, and appropriate letters. None of these are difficult but they all require special skills.
Abstracts
A research paper or proposal should be accompanied by an abstract. The abstract will be read first, and its quick clarity will strongly influence whether or not your work is further considered for publication or for presentation. An abstract is an extract of the essence of your work. Abstracts are not summaries; they are more concise and clearer than summaries. They are built around importance. They give what was discovered, how it was done, how it fits with other research, and what it suggests for future research. 

The difficulty in writing an abstract is that the abstract must be short – indeed very short. 

Writing a good abstract requires extreme discipline even from those who normally are superb writers of English.

Writing an abstract requires unusual cognitive and linguistic discipline. Excess words must be carefully eliminated. The clarity of the words will determine:

First, whether others will read your work, and, second, if readers will accurately report its information to others. Remember that your abstract will be read by far more people than will ever read your paper. 

The main maxims for writing abstracts are:

_ Stay within or under the required number of words.

_ Edit carefully.

_ Have a colleague who knows your work well edit.

_ Edit again.

In writing an article the last thing we should settle on is the title. The purpose of the title is to get the reader excited about the manuscript. A good title should contain the fewest possible words that adequately describe the contents of the manuscript.
Literature review and methods / techniques

This should include 

· Information to allow the reader to assess the believability of your results, 

· Information needed by another researcher to trace it to replicate your research 

The Literature Review is there for you to: 

· Provide details about the motivation for the project 

· State why the problem addressed by the paper is important 

· Set the scene for the work described in the paper 

· Describe what others have done and hence sets a benchmark for the current project 

· Justify the use of specific solution techniques or problem solving procedures in your work 

An article's keywords

Keywords are used for indexing. Appropriate keywords will influence strongly whether or not readers will be able to locate the article. Keywords also help the editor select appropriate reviewers for the manuscripts. Words and phrases selected should reflect the essential topics of the manuscript, but words with a broad meaning should be avoided. 

Proposals for conferences
Proposals for presenting at conferences are relatively easy to write. Writing proposals for presenting at conferences is similar to writing abstracts. Brevity is important but conferences seldom require the proposal to be as short as abstracts for journals. Usually the conference prefers a one-page proposal.

Proposals for Grants

Grant proposals are lengthy matters, requiring information about your research, the background for it, its purpose, and its value to the grant-giving organization. Each institution and organization offering grants have different requirements for the writing of the grants which they will accept. First-time applications for a grant are often unsuccessful, but do not be discouraged. If yours is rejected, detailed information about why it has been rejected will accompany the rejection. Next you should carefully rewrite the grant addressing the reasons it was rejected, and resubmit. 
Basically a cover letter simply tells the editors you have attached an article for their consideration and may include a brief list of other scientists in your field. The reason you supply names of 3–4 others in your field is to alert the editors about people who have expertise in the subject of your paper. The editors may or may not take your advice, but the help you give them may prevent them from sending your paper to inappropriate reviewers. Normally you do not include names of people at your university.

Letters and emails
Today most letters worldwide are sent and received over the Internet. Corresponding through the Internet has changed the style of normal email correspondence enormously. We have become, some would say, frighteningly informal in the way many of us write to others. 
Deciding what style to use when sending emails is your choice. However, choose your models carefully and consider what type of personality you desire to convey. Some kinds of language may be intended to be friendly but may actually appear to be so informal as to be impolite. For example, beginning an email message ‘Hi,’ or ‘Hi Petey,’ or ‘Hi Dr.Young’ when the recipient has not previously met nor communicated with the writer may shock the receiver.

Other greetings seem to be overly formal, ‘My Very Dear Dr. Young’ or ‘Honored Professor’. There is nothing wrong with such greetings but they seem old-fashioned. At the other extreme, occasional emails arrive with no salutation beyond the name at the top and the subject line: This form of email seems rude when used to address someone who is not an old friend or who has not been involved in a continuing sequence of emails with you. The Internet permits us to respond more quickly and more efficiently than was even dreamed of in the days of postal mail. 

The danger of email correspondence is that you may write so quickly that the English in it falls short of the level of excellence you want. The best advice is to compose your letters in a word-processing program, and then, after you are certain of their perfection, copy and paste them into email. 
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Suggestions for closing words for use in professional letters:

Presenting your work

Being successful as a presenter means being fully prepared. To become fully prepared you must not waste your energy by worrying. 

In presenting, you may want deliberately to use some extraneous words in the forms of politeness, and language softeners in order to smooth the transition from slide to slide. Usually, successful presenting is a much easier art to master than is the art of writing a paper for publication.

When you are happy with your paper's content, it's time to edit. Editing will make your writing more precise and easier to understand (not necessarily shorter, but clearer). When editing, you examine every sentence and ask yourself if has a purpose and if it’s complete, clear, and concise in English. A grammar resource and an English-English dictionary are both helpful editing tools. 

You can experiment with the following strategies.

Read your paper out loud slowly (or ask someone to read it to you).

You will hear mistakes, wordiness, repetition, and lack of clarity, which you can correct. 

Editing strategies for specific problems:
Connection between ideas
· Read the beginning and end of every paragraph to make sure they flow together.

· Go through the paper sentence by sentence and find connections between them.

· If the ideas don't connect, add a transition, pronoun, repeated word, synonym, or another sentence.

Wordiness

· Find all the very long sentences (25 words or more). Can they be rewritten more clearly and concisely?

· Read each sentence. After each one, ask, “Is it necessary to the paragraph? Does it add something new? Could it be eliminated completely or partly? Could it be combined?”

· Read each sentence word by word. Is every word necessary? Could some be eliminated or re-written in a shorter, clearer way? Could passive verbs be rewritten as active ones?
Repetition, Lack of variety  

· Read each sentence and ask, “What is the purpose of this sentence?” Does it introduce a new idea? Does it support or explain the previous idea? OR does it just repeat it?
· Read the first 5 words of each sentence to find sentences starting in the same way (such as with a transition word). Change some so your sentences have variety.

· Look at the length of every sentence. There should be a variety of short and long sentences. Make sentences shorter by dividing them or longer by combining. 

· Find words which are repeated a lot. Use a thesaurus to find other words to use.
Sentence structure

· Go through the manuscript sentence by sentence. Make sure each sentence has a subject and verb. Make sure there are not too many subject-verb combinations in each sentence.  

Word choice

· Read your paper without using a lot of effort. If you have to read something twice, it's not clear.

· Read your paper and translate it into your native language in your head. If it's really easy to translate, then maybe the writing is not following English structure and style.
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