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Preface: How to use this book

Who wasthis book for?

This book was written pr i maritgthgi filst&Cl jounsalsattider 6 s an d
or conferenc@aperastheprimary authorlt is also intended to help those students who want to write

their thesis or dissertation in Engligtiowever, evemon-native speakingaculty may benefit from

some of the advanced grammar and writing style advice.

Who wrote this book?

It is a project of thédlanyang UniversityCenter for Teaching and Learning English Writing lzatal

was written byits current directorAdam Turner The English Writing Lab offersfaee consulting

service to help Hanyang authors publish thesiearch in English, provides specialized workshops

based on original research on writing for publication, and creates specialized online and print materials
to support Hanyang researchers writatgoss a variety dfelds.

Why was this book written?

This book grew out of my own difficulty in finding a textbook suitable for Hanyang engineering
students for mpwnwriting coursesAlthough there are many books stientificwriting skills, they
aremainly designed for native speakers arsiallygive very general advice on writindgdany lack
specific information on the structure and gramwofescientific writingneeded by Korearesearchers
Other books designed for nowative speakers tend to be too basic and do not give enough detailed
information on paagraph and article structure that students need when writing at an advanced level for
publicati on. I n short, the baoimlrtamwtas written beca
A second important purpose is to support Hanyang engineering faculty in thei &ffbelp their
graduate students learn to write in English for publication. In talking to faculty, it was tioatral lot
ofti me is being taken up helping with or correctd.i
first drafts of articles writte by graduate students. It is hoped that the quality of student first drafts can
be improved if students refer to this guide.
The book isalsopart of ourwider strategy to integrate ting Lab face to face writing consulting,
workshops, print selétudymaterials, and online interactive materials intdreegratedsystem to help
support Hanyang graduate students, faculty, and researchers to publish internationally in English.
Details on the CTL English Writing Lab consulting service can be found anthefehis preface.

How is this book different from other books?
1. Itis researchbased

The book uses insights from research in the fields of Applied Linguistics and English for Specific
Purposes. These research areas an#igziype of language spek and written in professional fields
like engineering and medicinBather than just giving general English writing adyibés bookuses
research insights from specialized writing journals to improve the material.

2.1t is based on computer analysis chuthentic texts

All the best practices and examples are directly taken from computer analysis of real published
engineering articlegsing the techniques in Chapterr2looking at real text, it was found that some
general advice on writing likBavoiding the passi@o r never using fiweo does n:
engineering writing. In addition, by only looking at real published papers, some significant differences
between engineering fields were found in terms of article structure and writing style.

Unlike manyother writing books published in Korea, it is fudt acollection of example
sentencebut combines best practices and frameworks for different sections of the paper, such as the
introduction or abstract, with advanced grammar tips on the gpseiftence structures that are



needed for each section of the paper. For example, the grammar to politely but critically evaluate
problems with previous research in the introduction is explaiftgd.book takes a geneigbproach
adapted from Swales afetak (1994) that combines higher level writing structure analysis with
grammar support needed for each section ofd¢kearclarticle.

How to use this book

This book is designeals a selstudy guide to help students improve their manusbefdreshowng
their paper to theiadvisorsor seeing help ata Writing Center Research studies and roywn
experience teaching graduate engineering students has shown that graduate students are more like
busy adult learners than undergraduate stud8ettstudymaterials, study groups in a lab, or
feedback from advisors are the ways graduate students seem to learn ratbelyttraough
traditional writing classes. The CTLNing Lab at Hanyang waalsodesigned to help stents
exactly when they needritost when they are actually writing therticles for publication

A copy of the boolhas beemiven to each professor in engineering departments at Hasgang
students can consuhe bookin the lab while they are writing. Professors could also assigerstid
who are writing their first draft of a eauthored article, thesis or dissertation in English to read
sections of the book on topics such as common format and punctuatior{@hapser 10)or using
references from other papers propé@hapter 5)In addition, the book chapters could also be used by
study groups organized in a lahd led by a senior studeiithere are also writing checklidtyr each
section of the article that studewrtsuldcheck while editing their papers.

Limitations

We reognize that good writing nberials and Witing Lab help are only a part of the solution. It is

only the experience of a professor in the field advising a graduate student that can produce the best co
authored paper. However, the purpose of our materialgyso help raise the quality of the basic

structure and level of English tfe manuscript fromtudents writing as the primary author, so faculty

can concentrate more on what they do best: share their knowledge of their field.

Future plans

We invitefaculty and graduate students from all departments to give feedhahis bookand

suggestions for materials on English research writing. For example, we have identified the difficulty of
replying to r eamdthe needfa horecsenentezlsytasimar advice as possible

topics Please emaddamturner7@gmail.comith suggestions. To find out more about our writing
consulting services see the writing center homepalgipat/ctl.hanyang.ac.kr/writingnd view the
description of the service following this preface.
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Peple Process Frodk

Hanyang English Writing Lab

Free individual help to publish your article in English

The Genter forTeaching and.earning(

) English Writing Labat Hanyang

University in Seoul, Koreaprovides faculty, researchers, and graduate students with free

individual nativespeaker help to improve English writing for structure, organization, flow,
logic, and style. Our purpose to help authors to revise and improve their journal articles or
conference papers. Feedback is first gibgremail and then authors are encouraged to meet

face to face with our consultants to ask questions and get addition&b helpsethe papeas

necessary

We can also help with documents that support international publication such as responding to
revi ewersd comments or English abstract

does not correct all grammar errors, but we do givebiaeld on important grammar or

prog

sentence structure errors that may interfere with clear communication. We not only make
suggestions, but explain why and how changes should be made, so that you can become a

more skillful and independent writer. Good Englishis®n can mean the difference between

a paper being accepted or rejected.

How to receive the consultation service

STEP 1

STEP 2

STEP 3

Please view http://ctl.hanyang.ac.kr/writing/ for specialized research writing
materials and checklists.

1) Email hanyangwritingcenter@gmail.com Please include: name, position
(professor or graduate student), department and/or lab, phone number,
email address, and type of paper (SCI, conference, etc.).

2) Attach your paper as an MS Word file. Please delete any large color
graphic figures so your paper is less than 2MB. If you are using LaTeX,
export the text to a MS Word file. We need to use the editing functions of
MS Word and can ignore the LaTeX commands.

3) Also include a sample article PDF file on a similar topic from the journal or
conference you want to publish in. As every field and journal is different, it
is helpful for us to compare your paper with a published paper from your
target journal.

Your will receive email feedback with suggestions for revision from Adam
Turner (02-2220-1612) or Jocelyn Graf (02-2220-2339). After the first email
feedback, you may revise the paper and send it again, or you can meet for a
consultation in person to ask questions and get additional help as necessary.

In addition to our Writing Lab consultation, you may also receive free grammar
proofreading for SCI, SCI-E, SSCI, and A&HCI index papers at least co-
authored by Hanyang professors. See Hangul file download
http://www.hanyang.ac.kr/data/101279/40 _0.hwp for more information.
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-+ 1.0 Formal Emalil

1.1. Introducing yourself

The ability to write email to foreign researchers and companies using a style and tone that is
appropriate is an essential professional skill. In this chapter we will cover the basic format for
formal email used for professional communication as well as the basic grammar for polite
requests in English.

1.1.1 Introducing yourself at a conference or in email

Imagine that you meet a well-known professor in your research area at a conference. Itis a
great opportunity to ask a question, but first you must introduce yourself. Also, when writing
an email to a foreign professor, writing an application, or writing to a foreign company, it is
common to introduce yourself in the beginning of your email using the same structure.

EXAMPLES
A HelloomynameislrSung Par k. | am a mastero6s student in t
Engineering at Hanyang University in Seoul, Korea. | am currently researching hybrid materials.

A Hello, my nameis HongMahn Choi | am a Ph.D. student indgtDepartment o€hemical
Engineering at Hanyang University in Seoul, Korea. | am currently researchiagsethbling
molecules and nanoparticles.

Any of these structures are correct ¢andidatd al ki ng
is not as common, but it is not wrong.

masterds st uf(
masterds can(
doctoral student.

doctoral candidate.

Ph.D. student.

PhD candidate.

lam a

1.1.2 Writing a bio statement for a conference or journal

Somejournals ancconference will requireyou to submit a bio, which is a paragraph about your

background and research interedtabout 75100 wordsl|t is writtenin the third persoymeaning

that you do not wuse Al 0 to descrlechanicepgineerige ! f . Bi
journalsthanin chemicalengineeringgurnals.Ilt may depend on your field. There are many possible

formats. Below is a real example from a Hanyang author in an IEEE journal.

EXAMPLE

Chul-Ho Ch oi re¢eivad h® B.S. degree in control and instrumemtatigineering from

Hanyang University in 1998 and the M.S. degree in EECI from Hanyang University. He is currently
pursuing the Ph. D. degree at the same university. In 1998, the 3rd Tl DSP contest prize was awarded
to him. He has been engaged in researchdevelopment of control system for flat panel displays and
has designed LCD controller for UXGA. His research interests include image processinglegigsl

3D display, and flat panel displays.
SourceC.-H. Choi et al.|IEEE Transactions on Consuntgectronics Vol. 50, No. 3, AUGUST 2004.1909©2004
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A bio can include

where you got your previous degrees and what year you graduated.

which lab you are part of.

any prizes or awards you have received such as outstanding student conference paper.
any professional associations you are a member of such as IEEE.

any poster or conference papers you have presented and at which conference (usually
only for graduate student conferences.)

9 any other papers you have published (not as common).

1 your research interests.

E N I ]

1.1.3 Common mistakes when writing formal email

1) When you are introducing yourselff, don 6t j ust mention that you are
what kind of student you ar e, masterdéds or doctor

2) Major is used only for undergraduate students. Major is a type of student; it is not a field of

study. If you introduce yourself at a conference and say, i My maj or i s mechanical
engineering,0then people might think that you are an undergraduate student who is helping

to move tables and give directions at the conference, not a presenter!

3YACour sedo refers tawwadassphutmgprt am @ferstomdy Donbét wuse
yourself.

EXAMPLE S
X : | am a doctordés course student
O: | am adoctoral student

4) For doctoral degrees, use eitherperiodsaf t er bot h fAho aata,nétpsi or no
one period. It is an abbreviation of Doctor of Philosophy from the Latin, Philosophiae Doctor,
orD.Phi.,so t he AhOo i slraditionally a Europd, dll these whd gained the

highest degree in a field except for theology, medicine, or law were awarded a Doctor of

Philosophy. The modern trend is to write it without periods.

EXAMPLE S

X: She isa Ph.D student
O: She is @hDcandidate.
O: She is &h.D.student.

5) Do n 6 tan abbreviation fort h e wniveditydin normal writing unless you are filling
out an application form or you lack space to write in a document like a brochure.

EXAMPLE S

X: I graduated fronHHanyang Univ.

X: | graduated fronHanyang U.

O: | studyat Hanyang University

O: | am studying at Hanyang University in Seoul, Korea.

6) Donot us e @rab it desctibé your research.

EXAMPLE S
X: I 'am currently researchirgboutfuel cells
X: My researclpartis nanoparticles.
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O: I am currently researching fuel cells
O: My research field is nanoparticles.
O: My area of research is tisogen storage materials.

7) There is an official difference between Ph.D. student and Ph.D. candidate. A Ph.D.
candidate is considered to have finished taking courses, and is currently researching or
writing a dissertation whereas a Ph.D. student is still taking classes. Although many people
are not aware of this difference, it might be a good idea to follow this usage for formal job,
scholarship, or post-doc applications.

8) You receive a degree in a subject or from a university, but not a department or a division.

EXAMPLE S

X: He has a M.S. in thBepartmenbf Materials Science and Engineering.

X: He has a M.S. in the Division of Materials Science and Engineering.

O: He has a M.S. in Marials Science and Engineering from Hanyang University.

O:Heisamat er 6s student in the Divisatélanyangf Mat er i al
University.

1.1.4 Undergraduate student introductions

Theseexamples are appropriate for introducimglergraduatstudents.

EXAMPLE S

O: My name isKi-Hyun Seojand | am a@niorin the Department of CiviEngineering at Hanyang
University in Seoul, Korea.

O: |1 am studyingcivil engineering at Hanyang University.

O: My major iscivil engineering. | go to Hanyang University.

13



1.2. Format for writing the date

There are a surprising number of differences in how the date is writkoréa, AmericaEurope and
in theinternationaktandard used imany scientific documentblot knowing these differences can
cause confusior¥ou may need to know this diffence for organizing business meesibyg email,
proposals, orders, contracts, business letters, or applications.

1) Korea

2008.05.10
—t

|
Month Day

2) The United States

May 10, 2008

To avoid possible confusion, the Put a comma here. The formats 25" ,

month is often spelled in Western 2" or 3" are more traditional, but are

languages. becoming less common in modern
business writing.

3) Europe, Australia, New Zealand, and Canada

104May‘2008

| |
No commas required here

4) 1SO 8601 International Standard http://www.iso.org/iso/en/prods-services/popstds/datesandtime.html

2008-‘05-10

|
Year-Month-Day

When writing the date on a business letter or document, spell the month and there will be no
confusion. As you can see, confusion can result between British and American English. The
date 06/01/08 would be 6 January in Europe, but June 1* in the US. Slash marks fi /orda fi0
hyphen (not a period) are used when writing a numerical date in English. The official style in
Canada is the same as Europe, but some Canadians use the American format. The next
time you are looking in Hyundai or Lotte Department Store in Seoul, look at the expiry date
on items in the foreign food section such as cheese, and see if you can understand the dates
on the packages. It might not be as easy as you think.

Note also that abbreviations of the names of longmonthsc an be eit her w©three | e
four letters i S e plépending on whether the format of a specific styleguide for references is

required or a general English standard. Check the style used in the journal or in your

department.
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1.3. Names and titles

Names and titles are difficult because there are so many cultural differences. This section
tries to explain some of these differences. The first step is to understand the difference
between first and last names in English. | sometimes see incorrect references in papers
resulting from confusion between first and last name.

1.3.1 Titles and greetings

| sometimes receive email or telephone calls that start like this:
AHel | oChoitdhi s i s

What is the problem here? Family name only without any title such as Mr. is not usually used
to refer directly to everyday people. In English, however, it is used in newspapers and current
events, sports, the military, and some traditional private schools when teachers are calling
students, but it should not be used in normal speech or email.

1) If you are emailing a foreign professor whose name is John Jones, the format is as
follows:

EXAMPLE
O: Dear Professor Jones
X: Dear Jones

2) There are actually very few titles in English. They are professor, Dr., Mr., Ms., Mrs., and
many military and some political titles. Use only one title with a family name, however, and
not both Dr. and Prof. together.

EXAMPLE
X: Prof. Dr.Dong-guk Lee
O: Professodones

O: Dr. Jones
3) In Korean, it makes sense to say, i ? 0O i n ahoweverf i ce
addressing someoneasii Di r ect or Ki mo i n BNeguwbuldfustsagdunds str a

Kim.oIn short, the only titles you will probably ever need to use in English are Mr. Ms. Mrs.

Dr. or professor. Teacher, director, and manager are not titles in English to be used to refer

to a another person, to speak directly to a person, or to address a greeting in an email. One
exception here is that tHldrenwoefedto tiieil teaahethiner 06 i s use
elementary schoo. The word fAMi ssO0 is also sometimes used
children referring to their elementary school teacher.

EXAMPLE S

: Dear Turner

: Dear Adam Teacher

. Dear Manager Turner

. Dear Director Turner

: Dear Mr. Turner

: Dear Professor Turner

: Dear Adam, (but see 1.4.)

000 X XXX
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4) The abbreviation Prof. is usually only used with the full name, not with family name only,
but this is not a serious mistake. The abbreviation Dr. is used with family name only, except
for very formal introductions such as introducing a guest speaker. The full name and title
format is mostly used for registration, government applications, and other documents that are
kept by alphabetical order. Writing the word fD o ¢ t ionly used for medical doctors, M.D.

If you are sending an email to a faculty member then use title and family name.

EXAMPLE
Dear Professor Jones:

It is generally true that North American culture is more casual than Korean culture. | usually
call other foreign English teachers or professors by their first names, but | always use the title
i Pfessorowhen speaking or writing to Korean professors. Be careful not to exaggerate how
casual western culture is, however. | called all of my professors fProfessor [+ family name]o
when | was a university student in Canada. However, especially in small American colleges
or between graduate students and professors, first names may sometimes be used.

5) If the title is used with the family name then it is capitalized. If you are talking about a job
in general it is not.

EXAMPLE
Many professorapplied for government funding, bomly ProfessoKang from Hanyang
University was awarded the research grant.

6) Writing to female office staff is more complex. Ms. is most commonly used for women
today as the equivalent to Mr., because it does not show if a woman is married or not. Only
use Mrs. or Miss if a woman asks you to do so.

Dear Ms. Smith | single
Dear Mrs. Smith| married
Dear Ms. Smith | married or single

If you are emailing female office staff at a foreign company or university and you know their
name, | suggest using A M s unkess you know that they have a Ph.D.

EXAMPLE
Dear Ms. Smith:

7) Hereis a review othe different combinationsf name and tie that are acceptable.

Title | Family Name
Dr. Park

Dr. JahnJones
Professor Oh

Prof. John Jones
Mr. Turner

Ms. Lee

Mrs. Kim

Miss Smith
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TIP
There is no period after titles like N#rs Dr or Msin British Erglish.

1.3.2 Korean names

Korean names are very interesting and complex in English. Imagine a foreigner who did not
know anything about Korean names and they saw the name of this woman from Korea. How
would they understand the name?

Ha Ha Na | Three words?

Ha Ha Na | Miss Ha, first name Hana?
Ha Ha Na | Miss Na, first name Haha?
Na Ha Ha | Miss Haha, first name Na?

A space in English means a word. Therefore, if you put a space between the two syllables
(sounds) of your first name then logically in English it is two words. Although a Korean name
may be made up of two Chinese characters, it is not really two separate words as a hame.
This is why most people use a hyphen.

To prevent confusion in English, | recommend using a hyphen or one word for Korean names.

EXAMPLES

O: Ji-sung Park
O: Jisung Park

O: Ji-Sung Park

In Western culture hyphenated first names also exist, usually of French origin and for women,
for example, Anne-Marie Wilson.

Note that some Korean authors are using hyphens for initials in references, for example, fiC.-

H. Choietaldo Al t hough this i s nasonabtetsadutiod @ thelproblentof may be
distinguishing Korean names when there are so many similar family names in Korea. Other

Journals in Korea are using the full Korean firstnameort he f i rst initials of t
name in author-date format in-text references, (Jisung Park, 2007).

1.3.3 Middle names

As well as first and family names, most western people have middle names. Jonathan is my
middle name. My full name thenisfi Ad am J o n at.dHowevel, middie @ames are
usually only used in reference abbreviations such as A.J. Turner, in passports, or in
government documents. The second letters G and M indicate middle names in this reference.

EXAMPLE

Raleigh, G.G.; Cioffi, J.M.

Communications, IEEE Transactions on
Volume 46, Issa 3, Mar 1998 Pags):3571 366

Western middle names are not the same as the second part of Korean first names, as the
fhooin Chan-ho Park. In Korean names, the second letter is not really a middle name, but
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since so many Koreans have similar family names, the second part of the first name is often
used like a middle name in references like this one.

EXAMPLE
[11]J. G. Choi, S. W. L demporabvideb seégmentBtiosing & joint sinfil@ityat i o
me a s UBEE Trans. Circuits Syst. Vidd@chnol, vol. 7, p. 279 285, 1997.

1.4. Understanding the format of an email

Correct punctuation is important because it can show the relationship between the speakers.
It is meaningful. When | email other English professors for the first time, | often start like this:
Dear Professor Taylor:

After we exchange email and | know a bit more about the person, such as that they are a
similar age and status, | might change to
Dear Professor Taylor,

Finally, as we get to know each other or after we have met in person, | might change my
greeting to
Dear Robert,

If we become friends or colleagues then | might change to
Hi Rob.

If you use the wrong level of politeness, it is not just a punctuation mistake; it could be
interpreted as a lack of respect for the recipient of your email.

1) There are also other interesting differences in the ways that different languages organize
information. David Shaffer, an English professor who has spent decades in Korea, explains
that information in Korean is usually given from larger to smaller units. In English, it is often
the opposite. Korean addresses start with the city; English starts with the apartment or house.
Notice that Korean also starts with the group (family) and then the individual, but English is
the opposite. Keeping this in mind, here is a properly formatted example of a signature line of
an email. All professors and graduate students in engineering should have an email

signature line for the address they use to communicate for professional purposes.

Donggun ChangPh.D.
Assogate Professor

Department of Civil Engineering
Hanyang University

17 Haengdanglong, Sungdongu
Seoul, Korea, 13391

Tel: +822-2290-0708

Fax: +822-22938877
dgchang®hanyang.ac.kr
http:/Mww.apvlabcom
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1.4.1 Common email errors

1) A D e a thé coirest formal greeting for all types of email and letters. It is not only for
personal email.

2) You should always try to find the name of the person you are sending applications to, but
i f you ogashbdlduseteither of these two examples:

Dear Sir or Madam:
ToWhomlIt May Concern

3) The use of "Hi" should only be used for personal emails, or if you know the recipient of the
email well. T h e u Hello,did genérally acceptable for the first line of an email.

4) Handphone is Asian English. Mobile is European or Australian English, and cell phone or
cell is American English. The abbreviations H.P. or C.P. are not common in English in
signature lines or business cards.

5) With the exception of some personal names, only capitalize the first word of any word
containing a hyphen:

EXAMPLE S
O: Emaill
O: Emall
X: E-Mail

6) The correct format for university names can be quite complex. iUni ver si ty of o0 i s
describe a university that belongs to a specific city or province. Other university names have

the same format as Hanyang with the name first. St at e uni ver sialwaygs i n t he
follow this rule, however. Pennsylvania State University is not the same as the University of
Pennsylvania.

It is a good idea to maintain consistent format, color, style, and spelling for university

documents to establish the identity of a university. This is seen as important by many

American universities http://www.cmu.edu/styleguide/. | have seen all of the different

spellings below on Hanyang webpages, email signature lines, business cards, signs, and

vehicles. The abbreviation HYU is also not standard because Hanyang is only one word, but

it is a reasonable choice because there are so many Korean university names that start with

H.

EXAMPLE S

X: HanYang University

X: Hanyang University

X: Han-Yang University

X: University of Hanyang

X: Hanyang Univ. (unless there is some reason for theegiaion likealack of spacén a tableor a
long list)

O: Hanyang University

O: HYU

1.4.2 Signature lines

Use a colon (:) to introduce information. There is no space before a colon, but one space
after it. A period can also be used for telephone numbers.
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EXAMPLE S

X: Tel)+8202-2261-4915
O: Tel: +8202-2261-4915
O: Tel. +8202-2261-4915

Capitalize the official name of your department or lab if you include the name of the specific
university, but do not capitalize it if you are just talking about the subject in general.

EXAMPLE S

X: He is a studerih thedepartment of mechanical engineering at Hanyang University

O: He is a professor in tHBepartment of Mechanical Engineering at Hanyang Univeirsi8eoul,
Korea

O: He is studying mechanical enginieet

1.5. Formal email style

Always organize your formal emails into logical paragraphs. Do not write emails line by line.
Most formal emails contain a three or four paragraph structure that includes the following:

An introduction that introduces yourself or reminds the person who you are
An explanation of the request or problem

A request for action or information

A closing sentence.

PobBE

1.5.1 Email ID name

You might want to write your name in both English and Korean Hangul or other Asian

languages for your email ID if you email foreign professors, companies, or for applications

abroad. Some recipients of your email might not have Korean (Hangul) or other fonts loaded

on their computer wunl ess t heyournameikthexemailh Kor eans.
containing your resume or CV attachment may look like this! f3°,1®°ia | have actually

received email that looks like this from students whose languages are not as common

internationally. Note also that the standard Korean default fonts Batang and Gulim are not

used for English text when writing international documents in English.

1.5.2 Emoticons

Dondét use emoticons oOor unnecessary punctuation w
universities, companies, journals, or graduate students. In most cases, common usages in

East Asia such as Okay " HI!l Bye~~ just look childish for graduate students. Female

students in particular should make sure they avoid sending cute avatars in signature lines for

very important email. A student of mine realized that she had a cute angel avatar for her

hanmail.net signature line only after sending an email for an important post-doctoral

scientific research application!

For example, subject |ines such as fRearenéter e you
appropriate for formal email. Tilde~~ is not used in formal email except for scientific

equations (See Chap. 10). You may, of course, use these forms in personal email between

friends. 1 would also not advise you to include personal www.cyworld.co.kr or other personal

homepages or blogs in your formal email signature line unless you use them to discuss

research or issues related to your field.
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1.5.3 Have a clear subject line

Make sure the person can find as well as recognize your email easily in their inbox.
Unrecognized email addresses might be deleted if there is no clear subject line.

1.5.4 Use your professional email address, not your personal one

If you have a university account, try to use your real name, not a nickname for your ID if
possible. Don &t us e tliaentoughguy@ihamyang.ac.kr for formal email or job
applications. It is a good idea to have one email for your professional purposes and another
one for your school or job related mail. You can add some numbers if you have a common
family name as | have done, adamturner7@gmail.com.

1.5.5 Do not rely on spell check

There are many common errors that spell check programs cannot find. It is better to
proofread very important documents on paper before sending them.

EXAMPLES
| t-Bits form -> from there -> their

It is a good idea to write the first draft of an important email in a word processing program to
allow you to check the grammar and spelling. You can then copy and paste the text into your
email program.

1.6. Politeness in English email

Writing with an appropriate level of politeness is very difficult in a foreign language. Here are
some guidelines for email.

1) Do nt@otdentarding

Imagine that you are asking a foreign professor, English instructor, or colleague to help you
with your paper.

EXAMPLES

X: Can you edit my paper? | need it on Friday
(too demanding, could be used between a boss and an employee).

X: | expect your answer soon.

O: Would it be possible for you to edit my paper by Friday? ddaalline is next Tuesday
(acceptable, background reason and polite form used).

2) Avoid use of fiyoud when disagreeing
Using fiyoudomakes it feel more personal. If you disagree with a reviewer®& comment on your
apper you might change to passive sentence structure to make it more polite.

EXAMPLES

X: The commets were very helpful and we have changed the text as recommétadeever, we
disagree with one gfour comments

O: The comments were very helpful and we have changdadxhas recommended except paige
two paragraph spwhich was not banged because

3) Be specific
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Think of your audience. Give them the complete information to solve the problem, answer
your question, or complete the task. Give them exact page references of articles, product

numbers, or shipping orders that they might need to do a job or fix a problem without looking

up the information.

EXAMPLE

X: It would be very helpful if you could send me some image data that is mentioned on your website.

The recipient might ask: Which website? What data? What section or page? Which article?
These are all types of questions that the reader of your email should not have to ask.

4HUs e-i Aig f dar poditéness

The past continuous verb tense (was +ing verb) is often used in polite expressions.

EXAMPLES
X: Can you check my paper?
O: | was wandeing if you couldreview my article

There seem to be some cultural differences in closingsinemail. Don 6t demand
positive result, whether it is for a job or a journal article. Also,do n 6 t  $yawaretwhitang
for an answer, but instead give a specific reason why they should contact you by a specific
time.

EXAMPLES

. Please send-mail to me, | hope with good news.
. I look forward to your positive reply.

: | am waiting for your answer soon.

. | expectthat | get help from you.

: Thank you for considering my application.
: I would really appreciate any advice you could give me.
: I look forward to your reply.

O000 XXXX

1.6.1 The grammar of politeness

In Korean, the grammar of politeness is very complex and difficult to use correctly. You must
change verbs and even nouns. However, in Korean, at least the rules for politeness are more
clear and systematic. On the other hand, in English the rules are not as well defined, but you

may use the following guidelines when considering the level of politeness necessary. When
writing formal email to a person you do not know well, use politeness levels 3 or 4 below.

There are four basic steps to increased levels of politeness:

1) Change from imperative to question form
Edit this paper> Canyou edit this paper?

2) Change from question form to modal question form (could, would)
Couldyou edit this paper please?

3) Add politeness phrase to modal question form
| would really appreciate it ifou couldreviewthis articlethis week.
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4) Add background, areason, an excuse, or an explanation to your request.

Your paper entitled, " " has been essential for my work on . Would it be possible
you to explain the method for on f2jef your article?How doesyour proposed
algorithmg ?

Internet Links

It is fairly common practice in East Asia feomeprofessors to ask students to write the first draft of
their own reference lersthemselvesn Englishbefore the professors edit and sign the final draft
Here is a useful link fostudents and faculty who must writdters of recommendatidor those who
want to work or study particularly in North Ameriddote that there argome important cultural
differences in what is considered appropriate in a letter of reference.
http://isites.harvard.edu/fs/html/icb.topic58474/Verbas.html
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1.7. Formal email format handout

Use this format for business purposes, writing to professors, or for applications.

[Greeting or salutation]

Dear ProfessoFaylor~

Use a olonfor formal emailsNo space beforacolon: one space after it.

[Or]

Dear Mr. Turner

Always capitalize the first letter of family namé$hese days puaation is

getting simplified, especially in the business woHdt is routine email and not

formal letter on paper then no colon is acceptable. In British English, there i

[Body of email]

........ eééeecéeecééeececéeecéeecééeceeéeecéeéeecée . .ee.é
eeeeeeceeeceeeeeeceeeeceeeeeeeeeceeeeceeeeeeeecece.

_ i Si n c,andethey aosings are followed by a comma. For email, the name shou
[Closing] typed after skipping one line. If it is a business letter on paper then you should skip

lines because your handwritten signature should be betv@&ecetely and your name.

Sincerely Many documentdike a cover or reference lettenust be signed on paper unless there
[Or] a special online application.
Yourstruly,

(Signature line) Notice that thesecond worditrulydis not capitalized. I

Donggun Chang

No punctuation at the end-gafnoa ilsi
sometimes sed for names in Korea and some other Asian countries, but it

Ph.D.candidate | not standard in Englistxcept for forms in alphabetical order.
Department of Civil Engineerin

Hanyang University

Room @1 HIT Building There should be a full signature line at the end of professéonail. .

17 Haengdanglong, Sungdongu
Seoul, Korea, 13391

No space beforac ol on: one s p argeetoiaciude éull intérrationa
Tel: +822-2290-0708
Fax: +822-22938877 contact numbers when writing applications or working with foreign researchers
dgchan@hanyang.ac.kr
http:/Mww.apvlab.com

¥

companies. Note that for reasons of privacy most lgaipnot include cell phone

These days email and web URLs are s

heading. It is always a good idea to put HTTP in the web address, however, sin
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-~ 2.0 Computer -assisted Research Writing

Advanced search techniques can be used to check grammarethdXpressions in English writing in
your field.

A If you have a general English grammar problenampdvancedGoogleSearch.

A If you have a general English academic grammar problem not specific to yoyruBeldan
AdvancedGoogle ScholarSearch.

A If you want to check how grammar and words are used specifically in your field, uséobe
Acrobat Reader Advanced Search.

2.1 Internet Grammar Search: Advanced Google Search

Advanced internet searches can help you to find grammar mistakes by corspanpig of your
writing with sentences on the Internet. In short, you can use the Internet like a database of example
phrases and sentences

Skill21.1Under stand t he di f fkeywaddc ea nlde tame e n
fiexact phrased0 s e aisingla basic Google search

Korean students and faculty sometimes describe Ph.Dnstude as @A Doctordds cour se
Is thisstandard usa@dJse a Google Search to find out.

1) Open up your web browser to http://www.google.com/ or http://www.google.co.kr/

2) First, type in the text below in the search box and click [Search ( )]

GO (~ )8 le |Doctor's course student / Search l :

3) You wil/ see a | ar g-10 of aboub &1600,000 for Dactor's : NRes
course studento

4) Now type in the same text with guotation marks [ ] around it and click [Search ( )

GO ‘\ )gle mrse student"/ Search |

5) You will get only the results with the words exactly in this order and no other combination.

Results 1 - 10 of about 64 for "Doctor's course student”. The quotation marks change the search
from a Akeywordo search i nt o Imshaditnigstacomplaelyact phr as
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different search. This is a powerful function that makes internet searching much more

efficient.

Skill 2.1.2 Evaluate the context of the search results

TASK 1: Is this sentence correct?

A Sheis a doctor's course student.

1) Examine the key words. Are there any unnecessary words that would limit the search that

are not relevant to the keyterms? Searc hi ng AShe is a doctords cour se
el i m nate cases with AHeo, for exampl e.

2) Examine the type and location of the homepage the hits come from. Is it a reliable source

for English grammar and vocabulary?

3) Ignore punctuation between words when evaluating grammar such as fiThe program is a
threeyeardoctor's course. Studenta r e required to take €ébo

4) Evaluate the number of hits to make your decision. The answer is based on probability.
5) Estimate how common the phrase should be on the Internet. A search of the entire
Internet for a phrase without any or very few hits is unlikely to be correct. Remember that
native speakers also make spelling mistakes.

6) The answer is at the end of Part 1.

Skill 2.1.3 Use Advanced Google searches to identify words
containing general grammar problems not specific to your field of
research

TASK 2: Correct this type of sentence, commonly found in article introduction sections, by
searching other possible verbs. Do not include any words that are not necessary for the
target grammar problem, which is the verb here. The answer is at the end of Part 1.

A fSeveral researchers have been examined the rol@®of

Remember to search only the key words that contain the grammar mistake. We want to see if the verb

Ahave xlkenéemee& 06 i s correct.

1) On the main Google page select [Advanced search ( )] on the right side of the
search box.

2) Type in words or phrases in [with the exact phrase ( )], and you will get the

same results as a search with quotation marks.
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3) Select a specific file format such as .pdf, .ppt etc. in [File format (

)] if desired.

Documents in .pdf are more likely to be formal documents while .ppt searches might allow you

to find presentation slides.

4) Search only the idfomadouwmw wamte tho eslelar ch onl
for example. Notice that you can also search pages containing domain names such as
i. ac. kr onacademic $itea re afi . ¢ a o ianfwebpagé€sa n a d
5) Search only Ain t hoanhave adifferenfgrammee. paged as
GOUgle Advanced Search Advanced Search Tip:
allinbody: "researchers have been examined" filetype:pdf site: edu
Find web pages that have... /
allthese words: [ {
this exact wording or phrase;  |researchers have been examined
one or more of these words: | OR| OR
But don't show pages that have...
any of these unwanted words: |
Need more tools? I
Results per page: [10 resulti / =
Language: [English / 5
File type: [ Adobe Acrobat POF ( pdf !
Search within a site or domain: [edu < .edu
(e.0. youtube.com, .edu)
& Date, usage rights, numeric range, and more
Date: (how recent the page is) [anytime R
Usage rights. [not fitered by license =
Where your keywords show up: Iin the text of the page v
Region:
Nurneric range: |
{e.g. $1500..$3000)
SafeSearch: @ Off € On

Skill 2.1.4 Determine if a text is being copied (plagiarism) from the
Internet in English or other languages

You can use the same method to cheekté@xt seems copiehd pastdimproperlyfrom the Internet in
English or Korean. Simply select a part of a sentence that you think is unlikelyeébesnwritten by

that student and search the Internet. Tdaefullycompare the rest of the document with the rest of the

st ud e n ttofsee if they paea used theardhces properlyNote that this will notisuallywork with
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password protected sitesgyaduate students who are using password peatastes with PDF file
journal articles

TASK: Determine where this sentence came from.

"An abstract is a summary of article, not an advertisement."

2.2 Internet Grammar Search : Advanced Google Scholar
Search

Skill 2.2.1 Use mixed fikeywordo and fiexact phraseo searches in
Google Scholar to search for more specific fixed expressions in
your field

Google Scholarsia search engine that only searches academic sites. We can combine

Akeywond and fAexact( phr agoe tsce africrhdesexampl e senter
our subject arealnfortunately, mixing keyword and exact phrase searches does not seem to be

possible with the Adobe Reader Advanced Search function that will be introdtered la

As someone who works with technical Englisbften encounter words that would be strange in

Nfgener al Englisho such as "mi sbehaving nodes" in
cells in the life sciences. You can use the same strdtggy are unsure if a term is the correct
expressioninEnglishn your field. To det earanyatheusagésnaiper mane
particular fieldarecommon follow these steps.

1) Open your web browser to http://scholar.google.com/ or http://scholar.google.co.kr/ (You

can set the preferences to Korean).

2) Click Advanced Search on the right side of the search box.

3) | wifhthée ¥iact panytermecommoninyourfieldsuch as fAper manent |
growi ng o0 c o mbfatheastonevo ft ht he wor dso as a akdoy wor d suct
Alineso. You do not ne e dnthe searthygx éor thishtype ofjseasch.at i on n
4) SelectthefSu b j e ct fokyoeréiedo
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GO O le Advanced Scholar Search

Scholar BETA
Find articles with all of the words [ /
with the exact phrase [permanently growing (
with at least one of the words [cell lines
without the words [
where my words occur [anywhere in the article x|
Author Return articles written by |
e.q., "PJ Hayves" or McCarthy
Publication Return articles published in [
e.q., J Biol Chem or Nalure
Date Return articles published between | —|
e.q., 1996
Subject Areas € Return articles in all subject areas.

@& Return only articles in the following subject areas:

v Biology, Life Sciences, and Environmental Science
[ Business, Administration, Finance, and Economics
™ Chemistry and Materials Science

I” Engineering, Computer Science, and Mathematics
I" Medicine, Pharmacology, and Yeterinary Science

™ Physics, Astronomy, and Planetary Science
™ Social Sciences, Arts, and Humanities

We canseeintheresuttshat t he term fipermanently growingo
context of cell research. In addition, the source websites are reliable.

Effect of haematopoietic cell growth factor on intracellular ATP ...
Using WEHI-CM, we6 and others 7-9 have been able to obtain permanently growing, non-
leukaemic cell lines of a granulocytic or mast cell nature. ...
adsabs harvard edufabs/1983Natur 303. 629V - Similar pages

Immortalization of Human T Lymphocytes after Transfection of ...
Two immortalized human T-lymphoblastoid cell lines have now been ... EBY genome with
permanently growing hematopoietic cells of non B-cell lineage should ...

Dana-Farber/Harvard Cancer Center. Cancer immunotherapy: Combining ...
"Once the methods were perfected, we transferred the project to the Cell .... a permanently

growing virus-infected B cell line, matched to the patient. ...

winiwy dfhcc harvard edu/newsinews/article/877/334/ - 32k - Cached - Similar pages

Wang Lab

In tissue culture systems, EBY infects and immortalizes B cells into permanently growing
cell lines. This has allowed the identification of i) the 12 latent ...

The Robertson Lab

Anin vitro corollary of the oncogenic capacity of EBV is its ability to transform resting B cells
into permanently growing lymphoblastoid cell lines. ...

microb205 med . upenn.edu/projects/Nm23 htm - 11k - Cached - Similar pages
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Skill 2.2.2 Identify common grammar patterns in your field

Google schol ar al s o seafchesugiag *,uvbichtallow us toseardhior &éng c ar d 0
word within an exact phr ase aygaveragingthelbyselectingphe o] +
the, by neglecting the, by accepting the, by reviewing the, by searchjegcti®earching these

paterns will allow authors to discoveroductivegrammar structures their field. Note that the

wildcard function does not seem to be available for the Adobe Reader Advanced Search Function we

will be introduced to later.

TASK: select a structure and discover vocabulary use common in your field, or sear ch [ Al
theodo] in other fields.

Al so, in the Googl e Sc holyaurlbrdrysystemn® mproveyosr ] you c
text access. You can also yossRefwhich is a Google fultext search of journals from 29 leading
publishersat http://www.nature.com/search/search_crossref.html

Skill 2.2.3 Compare alternative answers for probability

TASK: Search these two alternatives in Google Scholar. Which is more likely to be correct?
Evaluate both the source and frequency of the hits. The answer is at the end of Part 1.

1. Ai's consisted ofo

2. Aiconsists ofo
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