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· help student-researchers develop a reasonable  degree of competence in English (writing, analyzing texts in English)  
· enhance your ability to  write benchmarked scholarly papers in English
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By the end of the seminar, you are expected to be able to:
· write scholarly papers according to benchmarked standards in English  
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Topic 1: Scientific writing, a neglected aspect of professional training
1.1. Introduction
Scientific writing is a technical form of writing that is designed to communicate scientific information to other scientists clearly and concisely.
This seminar intends to help you build your knowledge and skills as a scientific writer regardless of the scientific discipline you are studying. The seminar aims to take a closer look at some relevant aspects of scientific writing (abstract, thesis statement, synopsis, references) that are often neglected. All this can be achieved through the medium of the English language. 
English, once the only dialect of South Britons, has become 
· the language of the world (the lingua franca of the world) 
· the vehicle for international communication for politics, trade, diplomacy, tourism, etc.)
· the language that  has eliminated rival tongues by its vigorous efficiency
· the language of scientific research and academic world today
·  a reality of our time
English is malleable, permeable, dynamic and open; usually a common denominator between people of different nationalities; learned around the world in school as a foreign language; it is used when people meet while traveling, doing business, or in other contexts. Because the academic world speaks English, you are expected to have a certain degree of competence in English. It is for this reason that this seminar is conducted in English. For the sake of understanding, a change in the methodology can be made.
1.2. Process of scientific writing
The process of scientific writing is based on fundamental principles that go beyond submitting the results of a research undertaking. It is intended to: 
(1) facilitate the reader's understanding by conveying the results of research in a clear and concise way;
(2) write with the reader in mind so that in the course of writing, the best expected understanding of the text being written is anticipated (Gopen (1999)). 
(3) place each information where most readers expect to find it in order to facilitate the interpretation of this information more easily and more uniformly;
(4) respect the anatomy of similar documents i.e. logic of standardizing scientific articles according to a similar format, a similar quotations pattern and a uniform format of tables, figures and images, in order to facilitate the readers’ understanding. 
(5) abide by the dynamic  process of scientific writing  and refer to the following attributes of a scientific publication: precision, clarity,  concision, transparency, neutrality and proper referencing.   

Topic 2: Writing a scientific paper
Rhetorical structure: IMRaD
“IMRaD” format refers to a paper that is structured by four main sections: Introduction, Methods, Results, and Discussion. It is the standard way to structure a scientific article. This format is often used for lab reports as well as for reporting any planned, systematic research in the social sciences, natural sciences, or engineering and computer sciences. The content is as follows:
I. Introduction
     A. Context (The situation on the ground)
      B. Problem (What we do not know as of today)
      C. Aim (Why the paper was written, purpose)
      D. RQ (Underlying questions)
II. Methods/Materials
      A. Design (plan)
      B. Data collection
III. Results
IV. Discussion
V. Conclusion
Introduction (Make a case for your research)	
After the title and abstract, the introduction is the next thing your audience will read, so it is vital to begin strongly. The introduction explains why this research is important or necessary or important. Begin by describing the problem or situation that motivates the research. Move to discussing the current state of research in the field; then reveal a “gap” or problem in the field. Finally, explain how the present research is a solution to that problem or gap. If the study has hypotheses, they are presented at the end of the introduction.
The introduction is your opportunity to show readers and reviewers why your research topic is worth reading about and why your paper warrants their attention. The introduction serves multiple purposes. It presents the background to your study, introduces your topic and aims, and gives an overview of the paper. A good introduction will provide a solid foundation and encourage readers to continue on to the main parts of your paper—the methods, results, and discussion.
The introduction is where you set up your topic and approach for the reader. It has several key goals:
· Present your topic and get the reader interested
· Provide background or summarize existing research
· Position your own approach
· Detail your specific research problem and problem statement
· Give an overview of the paper’s structure
The introduction looks slightly different depending on whether your paper presents the results of original empirical research or constructs an argument by engaging with a variety of sources.
In the introduction, show that you are knowledgeable about the field of study and about the existing research that already exists within that field. Your introduction should include a summary of the existing research, your thesis statement, a theory (if relevant) and an introduction to the current situation. Introduction is sometimes called "literature review" -- what is currently known about the topic – it usually includes a theoretical framework and/or discussion of previous studies.
The introduction highlights the importance of the topic studied, the existing gap in the knowledge about the subject matter (literature) and the opportunity or the need for further study. The introduction shall also include the purpose of the study and the underlying hypothesis, provides a justification for doing the study and the importance of the new scientific and technological knowledge, in addition to the benefits to society. Review of literature is written for the following reasons:
1. Show that you are aware of current debates and discussions in your chosen area of research;
2. Review the existing literature in order to identify the limitations and/or weaknesses of previous research;
3. Justify the reason why your current study is worth doing.
Materials and Methods (What did you do?)
The methods/materials section tells readers how you conducted your study. It includes information about your population, sample, methods, and equipment. The “gold standard” of the methods section is that it should enable readers to duplicate your study. Methods sections typically use subheadings; they are written in past tense, and they use a lot of passive voice. This is typically the least read section of an IMRaD report.
The Materials and methods section provides a detailed description of the design of the study, the techniques, materials and reagents used so that another researcher may be able to replicate the complete research. It is critical to mention in this section the type of analysis used to interpret the results, specifically the statistical analysis. This section should show how you applied valid and reliable methods to reach your results. Here you will explain your research, professional intervention and what you did or did not do. Methodology is sometimes called "research design" -- how to recreate the study -- usually describes the population, research process, and analytical tools.
Results (What did you find out?)
In this section, you present your findings. Typically, the Results section contains only the findings, not any explanation of or commentary on the findings. Results sections are usually written in the past tense. Make sure all tables and figures are labeled and numbered separately. Captions go above tables and beneath (below) figures.
Much of your paper should be devoted to the results and data you uncovered. Results are sometimes called "findings" -- what was learned through the study -- usually appears as statistical data or as substantial quotations from research participants. The Results section (that many researchers use as the starting point to write a scientific manuscript) lists the findings and their logical order which are not necessarily written in chronological order. For the sake of clarity and objectivity of the results, the researcher shall include comparative controls and avoid interpretations of the results. These shall be part of the discussion.
Discussion (What does it mean?)
In this section, you summarize your main findings, comment on those findings, and connect them to other research. You also discuss limitations of your study, and use these limitations as reasons to suggest additional, future research. 
This section is where you discuss the results of the study or project, making comparisons with other studies, discussing whether more research is needed or making recommendations that could be applied in practice. Discussion is sometimes called "conclusion" or "implications" -- why the study is important -- usually describes how the research results influence professional practices or future studies.
In the discussion section, the author may summarize his/her findings and the interpretation of the results, indicating whether the initial hypothesis is confirmed or not. This section is intended for the researcher to discuss the mechanisms or factors explaining the results obtained and to compare against similar findings published by other researchers, either to confirm or to generate new theories. As part of the discussion, the researcher may then suggest models, algorithms, mechanisms, etc., to explain the new findings or suggest new diagnostic, treatment or prevention guidelines. The conclusions of the complete study and their importance are presented at the end of this section.  
Hence, the anatomy of a scientific manuscript is expected to include an initial summary that concisely states the contents of the research (abstract); then, follows the Introduction, Materials and/or Methods, Results and Discussion (accompanied by figures, pictures or explanatory tables) and finally the Bibliography. However, the order in which the various anatomical parts of the manuscript are presented may vary depending on the particular journal, discipline, teacher or school. In some cases, the materials and methods section may be found after the discussion or the references. Likewise, the results and discussion sections may be combined into one. Finally, the article ends with the bibliographic references that allow the reader to further investigate or ratify the information presented in the manuscript, whether in the introduction, materials and methods, results or in the discussion.
Conclusion (Discussion)
The conclusion is intended to help the reader understand why your research should matter to them after they have finished reading the paper. A conclusion is not merely a summary of your points or a re-statement of your research problem but a synthesis of key points. For most essays, one well-developed paragraph is sufficient for a conclusion, although in some cases, a two-or-three paragraph conclusion may be required.
A well-written conclusion provides you with several important opportunities to demonstrate your overall understanding of the research problem to the reader. These include:
1. Presenting the last word on the issues you raised in your paper. Just as the introduction gives a first impression to your reader, the conclusion offers a chance to leave a lasting impression. Do this, for example, by highlighting key points in your analysis or findings.
2. Summarizing your thoughts and conveying the larger implications of your study. The conclusion is an opportunity to succinctly answer the "so what?" question by placing the study within the context of past research about the topic you have investigated.
3. Demonstrating the importance of your ideas. Do not be shy. The conclusion offers you a chance to elaborate on the significance of your findings.
4. Introducing possible new or expanded ways of thinking about the research problem. This does not refer to introducing new information [which should be avoided], but to offer new insight and creative approaches for framing/contextualizing the research problem based on the results of your study. 
New Insight, Not New Information!
Do not surprise the reader with new information in your Conclusion that was never referenced anywhere else in the paper. If you have new information to present, add it to the Discussion or other appropriate section of the paper.  Note that, although no actual new information is introduced, the conclusion is where you offer your most "original" contributions in the paper; it is where you describe the value of your research, demonstrate your understanding of the material that you have presented, and locate your findings within the larger context of scholarship on the topic. 
Do not belabour the obvious! (Do not explain more than necessary)
Avoid phrases like "in conclusion...," "in summary...," or "in closing...." These phrases can be useful, even welcome, in oral presentations. But readers can see by the tell-tale section heading and number of pages remaining to read, when an essay is about to end. You'll irritate your readers if you belabor the obvious.
General Rules
When writing the conclusion to your paper, follow these general rules:
· State your conclusions in clear, simple language.
· Do not simply reiterate your results or the discussion.
· Indicate opportunities for future research, as long as you haven't already done so in the discussion section of your paper.
The function of your paper's conclusion is to restate the main argument. It reminds the reader of the strengths of your main argument(s) and reiterates the most important evidence supporting those argument(s). Make sure, however, that your conclusion is not simply a repetitive summary of the findings because this reduces the impact of the argument(s) you have developed in your essay. In other words, check whether your research questions are answered or not; whether your hypotheses are confirmed or not; whether your objectives are reached or not and whether the overall problem of research is successfully addressed in the paper. The conclusion also provides a place for you to persuasively and succinctly restate your research problem, given that the reader has now been presented with all the information about the topic.


Topic 3: Writing a Thesis Statement 
Introduction
A thesis statement is the sentence that states the main idea of a writing assignment and it helps control the ideas within the paper. It is not merely a topic sentence. It often reflects an opinion or judgment that a writer has made about a reading or personal experience. It is a short statement, usually one sentence that summarizes the main point or claim of an essay or research paper. It is used to generate interest in your topic and to encourage the audience to continue reading.
As such, a thesis statement is a brief articulation of your paper's central argument and purpose. You might hear it referred to as simply a thesis.  In higher education, course assignments, scholarly papers, research projects like dissertations often ask you to make a persuasive case in writing. You are asked to convince your readers of your point of view. This form of persuasion of others that you have a genuine, interesting, and logical point of view on the subject you are studying is often called academic argument. 
A thesis statement is one complete sentence that expresses your position. Every scholarly paper should have a thesis statement, and strong thesis statements are concise, specific, and arguable. Concise means that the thesis is short: perhaps one or two sentences for a shorter paper. Specific means the thesis deals with a narrow and focused topic, appropriate to the paper's length. Arguable means that a scholar in your field could disagree (or perhaps already has!). It is a single sentence that ties together the main idea of any argument. A thesis statement is used to enlighten the reader/audience on a number of things, namely:
· The main argument or point to be discussed
· The purpose of the essay
· The point of view of the author on a specific topic
When writing a thesis statement, make sure that it covers all the points above in order for it to be effective. There are two main types of the thesis statement, one being informative and one being persuasive. Depending on the type of essay that you are writing, will depend on the type of thesis statement that you will use.
· An informative thesis statement will provide the audience with some sort of information on the topic.
· The persuasive thesis statement will put across an argument and try to convince the reader of it.
A good thesis has two parts. It should tell what you plan to argue, and it should telegraph how you plan to argue—that is, what particular support for your claim is going where in your essay. As we mentioned a thesis statement is used to point out the main argument of the essay. There are certain rules that should be followed by the thesis statement. Let’s take a look at these in a little more detail.
· A thesis statement should appear in the introduction of the essay to layout the main topic and the author’s stance on it. It should also appear in the conclusion of the essay, where the author can refer back to it.
· A thesis statement should be a short statement of only one or two sentences which delivers clear and concise information.
· The thesis statement will directly answer the main question posed by the essay, for example, if the essay question were ‘What is the biggest tourist attraction in France?’ The thesis statement might directly reply to this with ‘With over 6 million visitors each year, the Eiffel Tower is clearly the biggest tourist attraction in France.’ If the essay topic doesn’t contain a question, you can fashion one yourself.
· Many people use the ‘so what?’ technique when writing a thesis statement. If a reader is likely to think ‘so what?’ when starting your essay, you can use the thesis statement to form a relationship and a connection to the issue that will engage the reader and make them care about what is going to be talked about.
· Similarly to the above point, a thesis statement should answer why or how questions that the reader may have. Look again at the example of the Eiffel Tower, the statement clearly shows the reader why the tower is the biggest tourist attraction in France using real statistics that cannot be ignored. But in the same breath, gives the reader the chance to dispute the information. This is another key point to the thesis statement. A reader should be able to look at the thesis statement and disagree with it, this might encourage them to research the topic themselves.
· A thesis statement should agree with the body of the essay. If it does not, then it should be amended. Using the example of the French tourist attraction once again, the body of that essay would need to go into further detail about the tourist attractions in France and further prove why the Eiffel Tower is the most popular. Examples
Examples: 
Owing to the fact that many children are not being vaccinated because of illness, it is now imperative that we make it a requirement that healthy children are vaccinated in order to stop the spread of disease. 

Whilst school uniforms are expensive, they do provide security and a sense of belonging to students and for this reason, are an integral part of the school system. 

With the internet becoming ever more popular and accessible to teenagers, cyber bullying is massively on the rise. A large number of cyber bullying cases end in suicide and it is down to parents and schools to tackle this growing problem. 

Cannabis is not legal in many countries and this is for good reason. The drug is known to diminish the brain cells and regardless of how it might relax pain and anxiety, it should not be legalised. 

Many parents do not like the idea of their children being taught sex education at an early age but unfortunately in this day and age, it is a necessity if we want to keep children safe
This argument usually follows a predictable pattern in writing. After a brief introduction of your topic, you state your point of view (position) on the topic directly and often in one sentence. In other words, a thesis is a statement or theory that is put forward as a premise to be maintained or proved. From Greek, thesis means a ‘proposition’. In logic, the sense of thesis is a proposition or a statement to be proved. It is from the 1650s that the word ‘thesis’ took the sense of a dissertation written by a candidate for a university degree. 
Notice that every paper you write should have a main point, a main idea, or central message. The argument(s) you make in your paper should reflect this main idea. The sentence that captures your position on this main idea is what we call ’thesis statement’. It should present the topic of your paper and also make a comment about your position in relation to the topic. Your thesis statement should tell your reader what the paper is about and also help guide your writing and keep your argument focused. As such, a thesis statement
· is a road map for the paper i.e. it tells the reader what to expect from the rest of the paper
· makes an argumentative assertion about a topic; it states the conclusions that you have reached about your topic
· tells the reader how you will interpret the significance of the subject matter under discussion
· directly answers the underlying question you ask in your essay 
· makes a claim that others might dispute
· makes a promise to the reader about the scope, purpose, and direction of your paper
· is focused and specific enough to be ‘proven’ within the boundaries of your paper  
· is usually a single sentence near the beginning of your paper (most often, at the end of the first paragraph) that presents your argument to the reader. The rest of the paper, the body of the essay, gathers and organizes evidence that will persuade the reader of the logic of your interpretation. It is generally located near the end of the introduction; sometimes, in a long paper, the thesis will be expressed in several sentences or in an entire paragraph 
· identifies the relationships between the pieces of evidence that you are using to support your argument 
A good, standard place for your thesis statement is at the end of an introductory paragraph, especially in shorter (5-15 page) essays. Readers are used to finding theses there, so they automatically pay more attention when they read the last sentence of your introduction. Although this is not required in all academic essays, it is a good rule of thumb. In order to write a successful thesis statement: 
· avoid burying a great thesis statement in the middle of a paragraph or late in the paper
· be as clear and as specific as possible; avoid vague words
· indicate the point of your paper 
Your thesis statement is no exception to your writing: it needs to be as clear as possible. By being as clear as possible in your thesis statement, you will make sure that your reader understands exactly what you mean. In order to be as clear as possible in your writing: 
· avoid technical language (unless you are writing a technical report) 
·  avoid jargon (unless you are confident your audience will be familiar with it)
· avoid vague words such as: interesting, negative, exciting, unusual, difficult, etc. 
· avoid abstract words such as: society, values, or culture 
Caveats (Warning) 
· A thesis is never a question. Readers of academic essays expect to have questions discussed, explored, or even answered. A question (‘why did communism collapse in Eastern Europe?’) is not an argument, and without an argument, a thesis is dead in the water.
· A thesis is never a list. ‘For political, economic, social and cultural reasons, communism collapsed in Eastern Europe’ does a good job of ‘telegraphing’ the reader what to expect in the essay—a section about political reasons, a section about economic reasons, a section about social reasons, and a section about cultural reasons. However, political, economic, social and cultural reasons are pretty much the only possible reasons why communism could collapse. This sentence lacks tension and does not advance an argument. Everyone knows that politics, economics, and culture are important.
· A thesis should never be vague, combative or confrontational. An ineffective thesis would be, ‘Communism collapsed in Eastern Europe because communism is evil.’ This is hard to argue (evil from whose perspective? what does evil mean?) and it is likely to mark you as moralistic and judgmental rather than rational and thorough. It also may spark a defensive reaction from readers sympathetic to communism. If readers strongly disagree with you right off the bat, they may stop reading.
· An effective thesis has a definable, arguable claim. ‘While cultural forces contributed to the collapse of communism in Eastern Europe, the disintegration of economies played the key role in driving its decline’ is an effective thesis sentence that ‘telegraphs’, so that the reader expects the essay to have a section about cultural forces and another about the disintegration of economies. This thesis makes a definite, arguable claim: that the disintegration of economies played a more important role than cultural forces in defeating communism in Eastern Europe. The reader would react to this statement by thinking, ‘Perhaps what the author says is true, but I am not convinced. I want to read further to see how the author argues this claim’.
· A thesis should be as clear and specific as possible. Avoid overused, general terms and abstractions. For example, ‘Communism collapsed in Eastern Europe because of the ruling elite's inability to address the economic concerns of the people’ is more powerful than ‘Communism collapsed due to societal discontent’.
Discussion questions
1. What are the potential pitfalls in writing a thesis statement? i. e. identify areas of difficulty in writing a thesis statement in a research paper and say why they are difficult.
2. How do you ensure that your thesis statement is strong?
3. Discuss the caveats of a thesis statement.
Topic 4: Writing an Abstract 
An abstract is a concise summary of an experiment or research project. It should be brief -- typically under 200 words. The purpose of an abstract is to summarize the research paper by stating the purpose of the research, the experimental methods used, the findings, and the conclusions. An abstract should be:
1. Informative (a brief overview of your research)
2. Descriptive (including the research aim, objectives of your project, and the analytical methodologies applied)
3. Critical (the key outcomes and limitations of your work should be described)
4. Written in a formal language
The five main elements to include in your abstract are:
· Introduction. This is the first part of the abstract, and should be brief and attractive to the reader at the same time. 
· Research significance. This usually answers the question: Why did you do this research?
· Methodology. Describe the methods you used for data collection and data analysis.
· Results. Say what you found out i.e. the results you came up with.
· Conclusion. Talk about the implications and/or application of your results.
In other words, an abstract summarizes, usually in one paragraph of 200 words or less, the major aspects of the entire paper in a prescribed sequence that includes: 1) the overall purpose of the study and the research problem(s) you investigated; 2) the basic design of the study; 3) major findings or trends found as a result of your study. An abstract usually contains keywords that are found throughout the paper, itself. The abstract is useful because it allows people who are considering reading the article to quickly decide if it is of interest to them or what they are looking for.
Format 
An abstract is a single paragraph preceded by the heading "Abstract," centered and not bolded. The abstract does not begin with an indented line. Abstracts "typically range from 150-250 words" though many journals have their own word limits; it is always a good idea to check journal-specific requirements before submitting. Abstracts use the present tense to describe currently applicable results (e.g., Results indicate...) and the past tense to describe research steps (e.g. The survey measured...), and they do not typically include citations.
Key terms/words are sometimes included at the end of the abstract and should be chosen by considering the words or phrases that a reader might use to search for your article.
Parts 
An abstract must be a fully self-contained, capsule description of the paper. It must make sense all by itself. Each section is typically a single sentence, although there is room for creativity. In particular, the parts may be merged or spread among a set of sentences. 
Writing an efficient abstract is hard work, but will repay you with increased impact on the world by enticing people to read your publications. Make sure that all the components of a good abstract are included in the next one you write. An abstract is a short document, a shortened form of a speech, article, book, etc. giving only the most important facts or arguments.
Writing style
Use the active voice when possible, but note that much of your abstract may require passive sentence constructions. Regardless, write your abstract using concise, but complete, sentences. Get to the point quickly and always use the past tense because you are reporting on a study that has been completed.
Although it is the first section of your paper, the abstract, by definition, should be written last since it will summarize the contents of your entire paper. To begin composing your abstract, take whole sentences or key phrases from each section and put them in a sequence that summarizes the paper. Then revise or add connecting phrases or words to make the narrative flow clearly and smoothly. Before handing in your final paper, check to make sure that the information in the abstract completely agrees with what you have written in the paper. Think of the abstract as describing the most information using the fewest necessary words in complete sentences.
The abstract SHOULD NOT contain:
· lengthy background information
· references to other literature [say something like, "current research shows that..." or "studies have indicated..."]
· using ellipticals [i.e. ending with "..."] or incomplete sentences
· abbreviations, jargon, or terms that may be confusing to the reader, and
any sort of image, illustration, figure, or table, or references to them




Topic 5: Writing a Concept Note (Research Protocol/ Project)
A concept note is a concise, well-structured, document (about four A-4 size pages or 1,000 words as maximum limit) that outlines a proposed project or idea, typically serving as a preliminary step before a full proposal is submitted. It is a summary of a proposal containing a brief description of the future research that provides a short overview of the project's key aspects, such as the core problem, objectives pursued, methodology proposed, expected results, and budget in order to allow potential funders or stakeholders to quickly grasp the core concept and assess its relevance. The purpose is to decide whether the proposed project is in line with the priorities of the programme and to eliminate proposals that are not likely to be accepted or funded.
Many universities have made it mandatory for postgraduate degree students to prepare and submit a concept note as a part of their admission package. This synopsis is the gist of your planned project submitted for approval from competent authorities. It gives a panoramic view of your research for quick analysis by the faculty members. 
A good knowledge about how a protocol or a synopsis is written is imperative to all candidates applying for admission to a PhD programme. Thus, a concept note forms an integral part of the requirements for admission into a university research programme. This factsheet contains a set of guidelines on how to write a concept note, offering also a template to help you drafting an eye catching document to ensure the success of your project.
Concept notes have many advantages for seeking funds, as it practically gives a framework for ideas when they are organised on paper. It is also a binding document submitted to donor agencies as the first expression of the project that gives the flexibility for the organisation to work and re-work on the proposed project. 

In order to prepare a successful concept note, you will have to spend time carefully thinking and planning the action. How well you plan the action will largely influence how good the actual results are. The planning is perhaps the most critical stage of a project and this should reduce the risk of you preparing a concept note that is rejected by the admission board or donor agencies.

The length and the format for writing a concept note actually depend upon the donor agency or university. Usually donors do not have a format for a concept note as they have for a full proposal. But there are some agencies that issue solicitation for concept notes based upon a basic format given in their guidelines for funding request. In general, it is important to keep in mind that it should be the shortest possible text for the project idea. So, the shorter the better!

Template for Concept Note 
The following headings are required:
1. Title: it should be snappy, informative, self-explanatory and distinctive. It may be divided into two parts with the first one being short and catching the readers’ attention and the second one more ‘serious’ and informative.
2. Background: it describes the context from which the topic emerges.  
3. Problem, Research questions and Review of Literature : It may be composed following two guiding questions: what is the core problem ; why it is crucial to address the problem identified; and what has already been done to solve the problem?
4. Objectives: they should be SMART (specific, measurable, achievable, realistic and time-bound) and they should relate to the more general objectives and entered into the local action plan.
5. Methodology : aresearch project follows an overall methodology to make conclusions in relation to the overall objective. Some types are experiments, surveys, models and case studies. Within a given research methodology several data collection methods can be relevant, and both quantitative and qualitative methods may be used in the same study. You should specify what research methodology is chosen to fulfil the research objectives. A description of the methodology used does not mean a reproduction of standard textbook definitions, instead, the description of the method to be used must be clear.  For example, it is not necessary to explain that a case study approach ‘will allow in-depth analysis of a particular problem and that the limitation is that the results cannot be statistically generalized, but that they could be theoretically generalized for places with similar characteristics’. This is part of the definition of a case study (Yin, 2006), and it would be more informative to explain why a case study approach is suitable in the specific context. Likewise, there is no need to describe in general terms what data will result from an inventory or a semi-structured interview. A reference will be sufficient for commonly used methods, whereas it is relevant to describe the specific data to be collected.
The description of data collection methods should always be as specific and realistic as possible. It should be clear that the chosen methods are appropriate and suitable for achieving the objective. A useful step in that regard is to identify what data is required to answer the specific objectives/research questions. After having read the section on methods, the reader should have a clear understanding of what will be actually done during data collection. State what data will be collected using a given method and avoid vague or general statements. An important part of the methods description is the sampling design. How, and how many, objects for experiments, plots for a vegetation survey, or respondents to questionnaires/ interviews are chosen have implications for the subsequent possibilities for generalizations and the validity and reliability of research findings.
An often overlooked part of student research design is the data analysis. However, if data analysis is not considered before collection important data are likely to be missing at the write-up stage. You should, as a minimum, have an idea of what calculations and combinations of the data you will make. The research synopsis must specify how the collected data will be analyzed to answer the research questions/objectives Strategies may include testing of hypotheses, which means that dependent and independent parameters for analysis should be clear as should the type of statistical analysis, the number of observations needed, etc. A qualitative analysis of, for example, people’s response to a specific change could require analysis of the meaning of responses and/or behaviour observed, possibly guided by theory. To recapitulate: it is important to envision how all the information collected will be combined to provide a meaningful answer to the research objective. 

The following sections will:
Research design, type of study, period to be covered, study population and reasons for inclusion, sampling criteria, techniques and tools of data collection, plan for data analysis, ethical considerations and encountered difficulties should be part of the methodology.
6. Outputs/expected results: they should be directly related to the project objectives. Typically they are tangible items, such as a newly constructed technical facility, the publication of information materials, or events, such as workshops or stakeholder meetings. 
7.  Time frame or Research schedule (activities and duration): a summary of the planned activities to achieve the project objectives should be included here.
8. Significance (beneficiaries and impacts): this section will be important for getting “buy-in” from the donor. It should contain: The expected benefits, both in quantitative and qualitative terms, and when and where they will occur. The underlying assumptions and the reasons why these benefits can be expected; for a specific group of beneficiaries; considerations concerning how and by whom the impacts will be assessed.
9. Budget: As a researcher, you need to aware that there is no research without a cost. In order to be successful in your research, you must mobilize financial resources. You should therefore be able to elaborate, defend and gather a budget before you decide to start you research project. Before drawing up the budget, it is necessary to get an overview of the inputs needed to achieve the objectives. These may be, for example: people, travel costs, vehicles, equipment, supplies, services, works, facilities and overheads.
10. Preliminary bibliography
When you cite literature there are standards to be followed for in-text citations and the format of the reference list. You should use the Harvard system, APA or MLA systems (see next topic). The purpose of a reference list is that the reader should be able to find the references used. Therefore, be sure to write the full reference in the reference list, including author, publication year, title, title of journal/series, volume of journal/series contribution, publisher (omitted for journal), location (omitted for journal), page numbers. For chapters in books and contributions to conference proceedings the editors and title of the book/proceedings must be added. You can choose a standard from, e.g., a scientific journal and follow it consistently. All references in the text must be in the list of references and vice versa.
Tips for the development of your Concept Note
· Do not overwhelm the reader with details, but avoid sounding vague or unsure about what you want to accomplish. Be positive and definite.
· Consider your audience. In most cases, you will have to write different concept notes for different donors or universities for the same issue. Only when your concept note fits into the framework of the stakeholders, your request will have a chance. Get as much information as possible on objectives, “hot topics”, and “engineering projects” and interests of the organisation you are sending the concept note to.
· Consider your language. If your concept paper is going to be reviewed by scientists in your field, scientific terms and technical jargon may be acceptable. However, if your proposal is being reviewed by generalists or lay persons, this type of language will not communicate your ideas effectively.
· Only include budgetary information if it is specifically requested.
· Appearance is important. This concept paper represents you! The type size should be large enough to read easily, and margins should be standard size. Check for spelling errors before submission. Attention to details is important. Number all pages. Place your name and date in the header. Include your contact information with the concept paper.
· Identify a door opener if you are not writing your concept note for an announced call from the organisation. Sending random concept notes to the general address of an organisation are rarely successful. If you do not know anybody who could introduce you to somebody of the targeted organisation, try to establish personal contact by phone or with in a meeting. Only once you have convinced somebody who supports your concept idea within the donor organisation, you will have a realistic chance with a “wild” concept note submission.
Rationale
You should also:
· Pinpoint a core problem that your project intends to resolve through a compact programme, articulate it in a clear problem statement, explain how it relates to one (or more) of the binding constraints identified in the constraints analysis, and describe its extent and its impact on key populations;
· Explain the underlying root causes of the core problem and provide data and evidence that demonstrate a full understanding of their impact, importance and weight (context);
· Present a broad outline or strategic approach that the selected project expects to pursue in resolving the core problem;
· Identify the primary objective that the project expects to achieve by addressing the core problem and articulate it in a clear objective statement;
· Offer a clear theory of change that explains the cause-and-effect process by which the strategic approach, if implemented, will address root causes and resolve the core problem; decrease costs, add value or increase incomes among targeted beneficiaries;






Topic 6: Writing Support and References
Select information from reliable websites, articles, and books. Use quotes and paraphrases to support your ideas, but be sure to credit your sources correctly. There are three major types of reference systems: the Harvard, the APA and the MLA.
1. The Harvard referencing system, meaning that in-text citations consist of author name(s) and publication year. For example: Swanson, 2005. Literature can be used passively, in which case the author’s name(s) and publication year are put in brackets: ‘The moon is made from cheese’ (Silverbrandt, 1935). When the author’s name is used actively only the publication year is put in brackets: ‘Silverbrandt (1935) argued that the moon is made from cheese’. When an article is written by two authors the in-text citation is (Oldfield and Morse, 2009) or (Oldfield & Morse, 2007). The coma before publication year can be omitted –but then it should always be omitted. A very crucial point is to decide which of several possible formats to use and then to follow it consistently.
2. The American Psychological Association (APA) reference page
For inside-text referencing, follow the Harvard referencing system.
On the APA reference page, you list all the sources that you have cited in your paper. The list of references starts on a new page right after the body text. Follow these instructions to set up your APA reference page:
· Place the section label “References” in bold at the top of the page (centered).
· Order the references alphabetically
· Double-space all text
· Apply a hanging indent of 0.5 inches
[image: APA reference page (7th edition)]

References are ordered alphabetically by the first author’s last name. If the author is unknown, order the reference entry by the first meaningful word of the title (ignoring articles: “the”, “a”, or “an”).
An APA Style reference page is ordered alphabetically by the first element in the reference entry, usually the first author’s last name.
· Smith, B. H. precedes Thompson, A. G.
If the works have just one author, order them based on the publication date, listing the oldest source first. Works with no date come before works with a date. Works that are “In press” come last.
· Warren, K. J. (n.d.)
· Warren, K. J. (2018)
· Warren, K. J. (in press)
If the first author is the same, but subsequent authors are different, order the references based on the second author’s last name. If the second author is the same, then order on the third author, and so on. One-author works come before multiple-author works.
· Palmer, T
· Palmer, T., & Hunt, S.
· Palmer, T., Hunt, S., & Robertson, H.
Different authors with the same last name
Order works from different authors with the same last name based on their initials.
· Theel, M. precedes Theel, P. S.
No author (source title)
When the author of a work is unknown, the source title is moved to the author position. In this case, the reference is ordered based on the title. Disregard “A”, “An”, and “The” at the beginning of the title. If the title starts with a numeral, alphabetize it as though it were spelled out.
· How social media influences mental health (ordered on the H of “How”)
· The impact of smartphones on creativity (ordered on the I of “Impact”)
· 10 ways to increase your productivity (ordered on the T of “Ten”)
Same author, same date
Works with the same author and date are distinguished with a lowercase letter after the publication year. This letter appears in the in-text citation and the reference entry. Order works by that lowercase letter.
· Browning, H. (2020a) precedes Browning, H. (2020b)
Nothing precedes something
Shorter names precede longer names with which they share all their letters.
· Camp H. G. precedes Campbell A. T.
Apostrophes, hyphens, parentheses, and brackets
Disregard apostrophes and hyphens in two-word names, and disregard anything in parentheses (e.g., contributor roles) or brackets (e.g., usernames).
· O’Connor, G. precedes Oetman, H.
· Bloom, S.-J. precedes Bloom, S. P.
M’, Mc, and Mac
Order prefixes such as M’, Mc, and Mac as spelled, not as sounded out.
· MacArthur, B. precedes McCombes, S.
· MacNeil, J. precedes M’Carthy, P.
Suffixes (Sr., Jr., I, II, III)
Works authored by people with the same first and last name, but with a suffix such as Jr., Sr. or I, II, III, are ordered chronologically, oldest first.
· Burrows, L., Sr. precedes Burrows, L., Jr.
· Andrews, K. P., II precedes Andrews, K. P., III
3. The Modern Language Association (MLA) author element
According to MLA citation style (eighth edition), the author or creator of a source appears first in the reference in the Works Cited list, and usually also in the in-text citation.
· David, Miriam E. Reclaiming Feminism: Challenging Everyday Misogyny. 1st ed., Bristol University Press, 2016.
· In a recent study …(Miriam 8)
The author element is formatted differently when a source has multiple authors, an organization as author or no author at all.
MLA multiple authors
For each source, order the authors as they appear in the source itself. For the example of two authors below, Naomi Oreskes’ name is listed first, ahead of Erik M. Conway’s, even though this is not alphabetical order. These rules apply to all types of source, including journal articles, websites and books.
	Number of authors
	MLA Works Cited example
	MLA in-text citation example

	1 author
	Wallace-Wells, David. The Uninhabitable Earth: Life After Warming. Tim Duggan Books, 2019.
	(Wallace-Wells 11)

	2 authors
	Oreskes, Naomi and Erik M. Conway. The Collapse of Western Civilization. Columbia University Press, 2014.
	(Oreskes and Conway 84)

	3 or more authors
	Armstrong, Anne K., et al. Communicating Climate Change: A Guide for Educators. Cornell University Press, 2018.
	(Armstrong et al. 127–139)


Author order and punctuation
One author: Place the last name first followed by a comma then the first name.
Two authors: Follow the same convention for the first author before reversing the order for the second author (i.e. first name first, surname second). The second author has no comma in between their first and last names.
Three or more authors: List only the first author, as per the same convention as for sources with one author, followed by “, et al.”
Professional editors proofread and edit your paper by focusing on:
· Academic style
· Vague sentences
· Grammar
· Style consistency
MLA citation no author
If you are citing a source with no author, begin the reference with the title of the work and then follow the same format as usual. You also use the title to alphabetize the Works Cited list.
Works Cited list:
Oxford Classical Dictionary. 4th ed., Oxford University Press, 2012.
Some examples
In text
Bitcoin is defined as: “A type of digital currency in which encryption techniques are used to regulate the generation of units of currency and verify the transfer of funds, operating independently of a central bank” (Oxford Classical Dictionary).
When citing an entire collection or anthology, focus on the editor(s) rather than the authors, but follow the same format as usual. The only difference is you must add “editor(s)” after the name(s) in the Works Cited reference. Do not include “editor(s)” in the in-text citation.
Works Cited list
Wissenburg, Marcel and David Schlosberg, editors. Political Animals and Animal Politics. Palgrave Macmillan UK, 2014.
In text
In recent years, the debate surrounding animal ethics and the relationship with politics has increased in prominence (Wissenburg and Schlosberg 18). Note, however, that it is more common to cite a specific chapter or work in a collection instead of the whole book.
If you wish to focus your citation on an introduction, preface, foreword or afterword in a source, list the author of this section first, followed by the name of the section you are citing. The author of the work goes between the source title and the publisher name.
Works Cited list
Lima, Daniel. Preface. 101 Tips for Developers in Technology Startups, by Heudon Reinaldo, Scribbr, 2019.
You may encounter sources created by corporate authors, such as institutions, government agencies and other kinds of organizations. In this case, follow the same convention as for one author but use the name of the organization in place of the author name.
When citing corporate authors, do not include “The” before the name of any organization.
Works Cited list
U.S. Global Change Research Program. The Climate Report: National Climate Assessment — Impacts, Risks, and Adaptation in the United States. Melville House, 2019.
In text
Just under 40% of the United States population, a total of 123 million people, resides in a coastal county (U.S. Global Change Research Program ch. 9).
In this example, the publisher is separate from the organization. Sometimes, an organization is both the author and the publisher. In this situation:
· Skip the author element
· Start the citation with the source title
· List the organization as the publisher only
If you are citing a publication from a government agency, start with the name of the government and follow with the name of the agency. Always arrange the entities from largest to smallest.
Works Cited list
Great Britain, Department for Environment, Food & Rural Affairs. Genetically Modified Organisms: List of Deliberate Release Sites. Her Majesty’s Stationery Office, 2019.
In MLA, omit titles, affiliations and degrees that follow or precede the names of source authors. For example, Sir Walter Scott would be listed as Scott, Walter.
If a source author has a name with an essential suffix, such as Jr. or a roman numeral, include this at the end of the name. For example, Rockefeller, John D., IV.
If a source author has a hyphen in their name, keep the hyphen exactly as it appears in the authoritative section of the work.
When writing in MLA, it is acceptable to use pseudonyms and simplified names of famous authors. Commonly accepted pseudonyms and simplified names include:
· Dante Alighieri → Dante
· Mary Ann Evans → George Eliot
· Samuel Clemens → Mark Twain
Foreign-language names
Names from languages outside the Latin alphabet, such as Chinese or Russian, may vary in spelling. If this is the case, find the most authoritative variant (i.e. the variant favored by an authoritative source, such as an academic or government publication) and apply that throughout your Works Cited list and in-text citations.
How to block quote in MLA
To create a block quote in MLA, follow these four simple steps.
Step 1: Introduce the quote
Always introduce block quotes in your own words. Start with a sentence or two that shows the reader why you are including the quote and how it fits into your argument. After the introductory sentence, add a colon, and then start the quote on a new line.
Step 2: Format the quote
Like the rest of your MLA format paper, the block quote should be double spaced. Indent the entire quote half an inch from the left margin. Include the same capitalization, punctuation, and line breaks as appear in the original text.
Step 3: Cite the quote
At the end of the quote, add an MLA in-text citation directly after the final punctuation mark. This contains the name of the author(s) and the page number(s) from which the quote is taken. Every in-text citation must correspond to an entry in the Works Cited list. You can create citations using our free MLA citation generator.
Step 4: Comment on the quote
Under the block quote, analyze or comment on the quoted text. Never end a paragraph with a block quote – you should always start and end in your own words.
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