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1 Introduction
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1.1 Definition of Academic Writing
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✓ to summarize or synthesize 

information and ideas gathered from 

research

✓ to explain, compare and contrast, 

evaluate, or analyze concepts, 

events, and phenomenon

✓ to argue for or against a position in 

an ongoing debate



1.2 Characteristics of Good Academic Writing
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For all writings:

✓ Unity:  a harmonious whole

✓ Coherence: well connected, logical relations

✓ Emphasis: stress to important ideas

✓ Development: elaboration and expansion

✓ Clarity: precise, concise, lucid



1.2 Characteristics of Good Academic Writing
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For Academic Writing:

➢ It is based on extensive research of proven facts and 

authoritative testimony.

◆ first-hand experiments

◆ field research

◆ library research

➢ The author’s voice tends to be objective and neutral.

◆ unemotional



1.2 Characteristics of Good Academic Writing
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For Academic Writing:

➢ The style tends to be formal.

◆ academic periodicals, accurate information

➢ Appropriate diction.

◆ colloquialisms（口语） and slang expressions be 

avoided

◆ technical terms, abbreviation



1.2 Characteristics of Good Academic Writing
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For Academic Writing:

➢ Syntactical（句法的） level.

◆ long complex sentence, simple-present tense, passive 

voice, non-finite verbs (participles, infinitives, gerunds)

➢ Neat appearance and format



1.3 Differences between the papers published inside and outside China
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1.3.1 Papers published in China
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➢ Chinese and English titles,

➢ Chinese and English abstract,

➢ Chinese and English keywords,

➢ The body,

➢ References,

➢ Appendix,

➢ Information about the author



1.3.2 Papers published outside China
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➢ Title,

➢ Abstract,

➢ Introduction,

➢ The body,

➢ Conclusions and recommendations,

➢ Acknowledgement,

➢ References,

➢ Appendix



1.4 Procedures of Academic Writing
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Step 1: Choice of Topic

Choose a general topic

Write a rough proposal

Limit the topic to a plausible one

Step 2: Collection and Evaluation of Data

Collect books, journals and research articles

Evaluate data collected

Photocopy data

Prepare note and bibliography cards（书目卡片）



1.4 Procedures of Academic Writing
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Step 3: Development of Outline

Decide on organization of paper

Arrange notes by subheadings

Develop paper outline

Step 4: Writing

Study and follow outline for first draft

Make adjustments as needed



1.4 Procedures of Academic Writing
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Step 5: Revision, Editing and References

Revise content and organization

Adjust style and tone

Correct diction, spelling, grammar,  

punctuation as necessary

Document all the sources quoted



1.4 Procedures of Academic Writing

November 11, 2024 Academic Writing @ CAU (Fall, 2024) 14

Step 6: Preparation of Abstract

Observe abstract word limit

Ensure accuracy, brevity and clarity

Step 7: Preparation of Final Details

Assemble all parts

Make final revision

Prepare References section

Write acknowledgements



2  Researching the Topic

15



2.1 Principles of Title Selection
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✓ Value Principle（价值原则）

✓ Scientific Principle（科学原则）

✓ Innovative Principle（创新原则）

✓ Feasibility Principle（可行性原则）



2.1 Principles of Title Selection
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Notes:

选择时必须要特别注意避免有些题目。比如，不要选择学究

式的或者迂腐的题目，也不要选择太个性化和过时的题目，

或者没有可用研究素材的题目。



2.2 Methods for Choosing a Title
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✓ Consult your professor or an expert

✓ Participate in academic conferences and academic 

lectures

✓ Select from puzzling problems

✓ Read books and newspapers

✓ Choose from your own interests

✓ Literature review



2.3 Ways to Narrow Down Titles
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A research novice usually chooses too broad a topic. 

A good way to avoid this problem is to choose a 

general topic first and then narrow it to a smaller 

and more feasible topic.



2.3 Ways to Narrow Down Titles
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Example:

 Literature

 Literary Criticism

 Literary Criticism at Cambridge

 The Tradition and Development of Literary Criticism at 

Cambridge



2.3 Ways to Narrow Down Titles
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2.4 Purposes of Title
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✓ Attracting the readers’ attention

✓ Aiding in information retrieval（信息检索）

✓ Facilitating review and layout



2.5 Standards for Good Title
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✓ Accuracy（精准）

✓ Brevity（简洁）

✓ Clarity（清晰）



2.6 Formats for Title
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Example:

 OSCILLATIONS IN GRANULAR DYNAMICS

 Structural Analyses Based on a Point Charge Model

 Fast atom bombardment mass spectra of nebramycin

 Coronary Artery Disease: Diet and patient Health

(within 15 words)



2.7 Tables and Figures
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In liberal arts or scientific papers, tables and 

illustrations are frequently used to help readers 

understand the content. They are more efficient in 

conveying information than verbal descriptions. 



2.7.1 Tables 
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✓ 表格应该是独立完整的，也就是说，它能够相对于文章
独立存在。

✓ 表格的位置通常在它相关描述的位置。

✓ 每一个表格都一个编号和题目，已编号的题目放在表格
的上方。

✓ 表格的题目应该清晰、简洁、完整和准确。



2.7.1 Tables 
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✓ 表格和图表标题的样式与前面所给标题的样式相同。

✓ 列标题的样式。

✓ 表格的注释。

✓ 不要在表格中重述你在曲线图或柱状图中已说明的信息。

✓ 表格中列中的数字比行中的数字更能让读者进行比较。



2.7.1 Tables 
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2.7.1 Tables 
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2.7.2 Figures
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Graphs

--- can be used to compare two variables

Drawings and Photographs

--- to illustrate organisms, experimental apparatus, models 

of structures, etc.

Types of figures

Line charts

Bar charts

Pie charts



2.7.2 Figures
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caption sub-caption

sub-caption



2.7.2 Figures
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2.7.2 Figures
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2.7.2 Figures
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2.7.2 Figures
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3 Proper reference

37



3.1 Terms to know
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➢outside source: (n.) something read, watched, looked at, or listened 

to by an author and used to create a written work

✓books

✓newspaper, journal and magazine articles

✓websites

✓film, television and radio broadcasts

✓interviews

✓charts, graphs, tables and other figures



3.1 Terms to know
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➢reference: (v.) to paraphrase, summarise or quote an outside 

source —reference (n.)

➢in-text citation: (n.) a note within the body of a written work that 

explains which outside source was used in a particular reference

➢reference list: (n.) a list appearing at the end of a written work which 

provides information about all the outside sources used in that work



3.1 Terms to know
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➢abbreviation: (n.) a shortened form of a word or phrase —abbreviate 

(v.), abbreviated (adj.)

➢initial: (n.) the first letter of a name

➢italicise: (n.) to print or write something in a style in which letters lean 

to the right —italics (n.), italicised (adj.)

➢underline: (v.) to draw a line under a word or group of words —

underlined (adj.)



3.1.1 Punctuation marks to know
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➢single quotation marks: ‘ ’

➢double quotation marks: “ ”

➢brackets: ( )

➢square brackets: [ ]

➢comma: ,

➢full stop or dot: .

➢question mark: ?

➢exclamation point: !

➢apostrophe: ’

➢colon: :

➢semicolon: ;



3.2 Plagiarism 剽窃/抄袭
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Plagiarism refers to taking someone else’s 

words or ideas and using them as your own.



3.2 Plagiarism 剽窃/抄袭
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Plagiarism can take a variety of forms

✓ Using someone else’s writing and claiming it is your own

✓ Copying an outside source word-for-word (quoting) without providing proper 

references

✓ Copying an outside source and changing a few words and phrases, or the 

order in which ideas are presented

✓ Using ideas from an outside source (paraphrasing or summarising) without 

providing proper references

✓ Allowing another student to copy your words or ideas



3.2 Plagiarism 剽窃/抄袭
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In Western institutions, plagiarism is considered the 

worst of academic offenses and is punished accordingly

✓ A student who plagiarises typically receives a failing grade for the module 

and may not be allowed to re-take it

✓ A student who plagiarises a second time will expelled from school



3.2 Plagiarism 剽窃/抄袭
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Excuses that won’t work

➢“I meant to put it into my own words, but I just  “didn’t have enough time.”

➢“My English is so poor I couldn’t write it myself.”

➢“The outside source said it better than I ever “could.”

➢“In China it is considered disrespectful to change “the words of esteemed 

authors.”

➢“Copying other people’s words is allowed and “even considered normal in 

China.”



3.2 Plagiarism 剽窃/抄袭
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Excuses that won’t work

➢“My Chinese teachers told me to do it that way!”

➢“I didn’t know I had to use referencing for this “assignment.”

➢“I thought the Internet didn’t need to be “referenced because it’s free.”

➢“My friends do it this way, and they have never “gotten into trouble.”



3.3.1 Why should I reference?
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✓ To acknowledge that you have used other people’s words and 

ideas

✓ To show that you are knowledgeable about your subject and have 

done appropriate research

✓ To strengthen your writing by providing references that support 

your argument

✓ To avoid getting into serious trouble!



3.3.2 What should I reference?
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✓ Another person’s spoken or written words

✓ Another person’s ideas, opinions or theories

✓ Any statistics you did not calculate by yourself

✓ Any graphs, tables, images or other figures you did not create by 

yourself

✓ Any facts that are not common knowledge*
*Common knowledge refers to facts that can be found in numerous places and are likely to be known by a 

lot of people, e.g., “John F. Kennedy was elected President of the United States in 1960”.



3.3.3 How should I reference?
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Every use of an outside source must be clearly identified 

as such in two ways

✓ For most in-text citations, place the author’s surname and the 

year of publication, separated by a comma, in brackets following 

any use of an outside source

✓ For the reference list, create a separate entry for each outside 

source; arrange them alphabetically according to the first word of 

the entry (usually the author’s surname)



3.3.3 How should I reference?
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The format for in-text citations and reference list entries 

varies somewhat depending on the type of outside source

✓ For most in-text citations, place the author’s surname and the 

year of publication, separated by a comma, in brackets following 

any use of an outside source

✓ For the reference list, create a separate entry for each outside 

source; arrange them alphabetically according to the first word of 

the entry (usually the author’s surname)



3.4 Harvard referencing guide
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Book with one author

In-text citation: (Author, year)
• Researchers have warned that young people can easily spend too much time 

online (Stephens, 2004).

Reference list: Author, A. (year). Title of book: subtitle of book. Place: 
Publisher.

• Stephens, C. (2004). Inside the internet. Beijing: Foreign Language Teaching 
and Research Press.



3.4 Harvard referencing guide
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Book with two authors

In-text citation: (Author & Author, year)
• People are inherently interested in themselves; in fact, “one reliable way of 

making people care is by invoking self-interest” (Heath & Heath, 2007).

Reference list: Author, A. & Author, B. (year). Title of book: subtitle of 
book. Place: Publisher

• Heath, C. & Heath, D. (2007). Made to stick: why some ideas survive and 
others die. New York: Random House.



3.4 Harvard referencing guide
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Print or electronic journal article

In-text citation: (Author, year)
• In 2004 Americans spent $186 billion on products made in China (Elliott, 

2005).

Reference list: Author, A. (year). Title of article. Name of Journal, 
volume(issue), #-#.

• Elliott, M. (2005). Small world, big stakes. Time, 165(26), 30-34.



3.4 Harvard referencing guide
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Newspaper article

In-text citation: (Author, year)
• More and more American universities and colleges are sending their students 

to Hollywood to complete internships in the film industry (Gordon, 2008).

Reference list: Author, A. (year, Month day). Title of article. Name of 
Newspaper, p. #.

• Gordon, L. (2008, October 6) A semester abroad...in Tinseltown. Los Angeles 
Times, p. 1.



3.4 Harvard referencing guide
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Online newspaper article

In-text citation: (Author, year)
• Amity Printing Company in Nanjing, which may soon become the largest 

producer of Bibles in the world, is China’s only legal Bible printer (Ni, 2008).

Reference list: Author, A. (year, Month day). Title of article. Name of 
Newspaper. Retrieved from http://www.domain.com/directory/ index

• Ni, C. (2008, June 21). China set to become top Bible maker. Los Angeles 
Times. Retrieved from http://articles. latimes.com/2008/jun/21/%20world/fg-
bible22



3.4 Harvard referencing guide
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Web article

In-text citation: (Author, year)
• Some people think advertising and marketing are identical, but the former is 

actually just one small part of the latter (Lake, 2008).

Reference list: Author, A. (year). Title of article. Retrieved Month day, 
year, from http://www. domain.com/ directory/index

• Lake, L. (2008). Marketing or advertising: what’s the difference? Retrieved 
November 11, 2008, from 
http://marketing.about.com/cs/advertising/a/marketvsad.htm



3.5 Additional tips
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➢Occasionally certain information is not available and may be omitted 
from the reference list entry

• Subtitle of a book

• Place of publication for an electronic book

• Page numbers for online-only journal articles

➢When there is no author for a source, the title (or a shortened 
version of the title) replaces the author’s name in the in-text citation



3.5 Additional tips
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➢The author’s name is not required in the in-text citation if it is already 
mentioned in the text

➢If a book was published in a well-known city, list only the city; 
otherwise, list both the city and U.S. state or the city and country

➢For titles of books, chapters, articles, films, videos, podcasts and 
blog posts, capitalise only the first letter of the first word



3.5 Additional tips
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➢For names of journals, magazines, newspapers, publishing houses 
and production companies, capitalise the first letter of each important 
word

➢People using Harvard APA referencing may record information 
slightly differently; speak with your professor for exact instructions on 
how to reference assignments in his or her class

➢If you’re not sure how to reference something, just ask!



3.6 Frequently asked questions
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➢Q: How many words do I need to change before something 

becomes my own writing?

➢A: Don’t think of it as “changing words.” Rather, when you find an 

idea you want to include in your writing, use the steps we will learn in 

class to write a good paraphrase. You will see that you are less 

focused on “changing words” than on expressing yourself clearly in 

your own words.



3.6 Frequently asked questions
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➢Q: If I am not sure if I need to reference something, how can I 

decide?

➢A: If you are not sure if you should or should not reference 

something, then you should. Referencing outside sources does not 

reduce the quality of your writing; in fact, your professors will be 

pleased with the extra reading you have done and your ability to 

incorporate others’ ideas it into your own arguments.



3.6 Frequently asked questions
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➢Q: If I had an idea before I started researching and then I found 

the same idea while researching, do I have to reference it?

➢A: Yes, you should reference the idea. You might have had the idea 

first, but once you read about it you probably learned more than what 

you knew at first.



3.6 Frequently asked questions
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➢Q: Do I need to reference ideas discussed in class or lecture?

➢A: Yes. Anything that did not come from your own head should be 

referenced, including ideas discussed in class or lecture. In this case 

you do not need to add an entry to the reference list, but you should 

give credit in the body of the text or with an in-text citation.

*Though some professors will allow you to use information from class without referencing it, you should 

check with your professor first.



3.6 Frequently asked questions
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➢Q: Do I need to reference ideas discussed with friends, 

classmates and others outside of class?

➢A: Yes. Anything that did not come from your own head should be 

referenced, including personal communication with others. In this 

case you do not need to add an entry to the reference list, but you 

should give credit in the body of the text or with an in-text citation.



3.7 Is this plagiarism?
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Ryan doesn’t have time to write his biochemistry paper on vitamin C 

because he is too busy spending time with his girlfriend Lucy. Last 

semester Lucy wrote a paper on the same topic for a different professor. 

Lucy gives Ryan a copy of her paper. Ryan puts his name at the top of 

the paper and turns it in.



3.7 Is this plagiarism?
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Angela has to write a paper on World War II for history class. She takes 

an article she finds online, changes the words a bit, and moves the 

sentences around. She references the outside source in her reference 

list and includes in-text citations.



3.7 Is this plagiarism?
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Pam uses some of the ideas discussed in class to write her English 

paper. Since the ideas were discussed openly with the professor 

listening, she doesn’t reference where the ideas came from.



3.7 Is this plagiarism?
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Lisa talks with her friends about Shakespeare’s play Hamlet and then 

uses some of the ideas they discussed in her English paper. Since she 

thinks she really could have come up with the ideas on her own, she 

does not reference them.



3.7 Is this plagiarism?
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Kelly reads three books, a newspaper article and a Web article to 

research trends in advertising for her marketing paper. She uses some 

ideas from each outside source. Because she doesn’t copy the exact 

words, she doesn’t include in-text citations, but she does list each 

outside source in her reference list.



3.7 Is this plagiarism?
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Amanda puts a graph showing population growth in her social sciences 

paper. The graph uses statistics she read in a journal article. She lists 

the journal article in her reference list, but since she created the graph 

herself, she does not include an in-text citation.



3.7 Is this plagiarism?
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Toby reads a newspaper article on Amazon.com’s marketing strategy. 

The article helps him formulate his own opinions about what the 

company does well and what they need to improve. When giving his 

own opinion in his paper, he backs up those opinions with information 

from the article. Since he is referencing an outside source, he provides 

an in-text citation and lists the article in his reference list.



3.8 如何避免英文写作中的剽窃问题
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3.8 如何避免英文写作中的剽窃问题
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1 What is plagiarism?



3.8 如何避免英文写作中的剽窃问题
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2 How to Avoid Plagiarism with 3 simple tricks?



3.8 如何避免英文写作中的剽窃问题
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3 How to quote?



3.8 如何避免英文写作中的剽窃问题
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4 How to paraphrase?



3.9 Paraphrase
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3.9 Paraphrase
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paraphrase是最重要的一种英文技能：所谓的用英文思考最终就体现
在能用不同的句子表达相同的东西。

Paraphrase也就是换种方式去表达相同内容。

释义；解释；意译



3.9 Paraphrase
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以下是一些常见的paraphrase的方法：使用同义词，转换词性，转换
语态，句子关系替换等。具体例子如下，划线部分皆有替换关系，同
学们仔细体会：

1.使用同义词：

It is worth looking at one or two aspects of the way a mother behaves towards her baby. 

paraphrase:

It is useful to observe several features of how a mother acts when she is with her small child.



3.9 Paraphrase
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以下是一些常见的paraphrase的方法：使用同义词，转换词性，转换
语态，句子关系替换等。具体例子如下，划线部分皆有替换关系，同
学们仔细体会：

2. 句子关系替换：
Similarly, the muscles will not grow in length unless they are attached to tendons and bones

so that as the bones lengthen, they are stretched.

paraphrase:

Likewise, if the muscles are not attached to tendons and bones so that as the bones lengthen, 

they are stretched, they will not grow in length. 



3.9 Paraphrase
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以下是一些常见的paraphrase的方法：使用同义词，转换词性，转换
语态，句子关系替换等。具体例子如下，划线部分皆有替换关系，同
学们仔细体会：

3. 转变词性：
The bomb exploded and caused many casualties.

paraphrase: The explosion caused many casualties. 



3.9 Paraphrase
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以下是一些常见的paraphrase的方法：使用同义词，转换词性，转换
语态，句子关系替换等。具体例子如下，划线部分皆有替换关系，同
学们仔细体会：

4. 改变语态
We can relate a study of this kind to texts in other media too

paraphrase:

A study of this kind can be related to texts in other media too.



3.9 Paraphrase
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以下是一些常见的paraphrase的方法：使用同义词，转换词性，转换
语态，句子关系替换等。具体例子如下，划线部分皆有替换关系，同
学们仔细体会：

5. 综合

It has long been known that Cairo is the most populous city on earth, but no-one knew

exactly how populous it was until last month. 

paraphrase:

Although Cairo has been the world's most heavily populated city for many years, the precise

population was not known until four weeks ago. 
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不管英文还是中文文献：

➢ 用心读完最关键的一小段文字

➢ 合上书本（盖住这段文字），重新回忆这段文字

➢ 用自己的语言重述这段话，并写下来

➢ 修改写下来的这段话


