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Frontispiece	in	report	writing



The	title	should	accurately,	completely,	and	specifically	indicate	the	focus	of	the	paper,	and	should	contain	relevant	“keywords.”		The	best	way	to	structure	you	title	is	to	look	at	your	hypothesis	and	experimental	variables.	EXAMPLE:	Chicago	Manual	of	Style:	Table	of	Contents	Lists	of	Figures	and	Tables	This	is	a	useful	section	to	include	because	your
images	or	tables	are	referred	to	repeatedly	throughout	your	text.							For	example							“Report	on	a	case	of	specific	developmental	delay	in	an	autistic	child”							can	be	written	as							“Specific	Developmental	Delay	in	Autism:	A	case	report”		Author	Names	and	Corresponding	Author	Information	The	order	in	which	the	authors	are	listed	can	be	variable.
Author	Affiliations	The	purpose	of	providing	author	affiliations	is	to	indicate	the	institution(s)	where	the	research	was	performed,	and	to	provide	readers	with	a	way	of	contacting	the	authors.	If	a	drug	name	is	mentioned	in	the	title,	the	generic	name	should	be	used	unless	several	proprietary	versions	of	the	drug	are	being	compared	or	the	article	is
commenting	on	a	specific	proprietary	version	of	the	drug.	For	example,	Avoid:	Dept.	Tip	2!	In	case	of	Japanese	author	names,	some	journals	specify	guidelines	for	formatting	of	author	names	(e.g.,	a	comma	should	be	placed	between	the	author’s	surname	and	personal	name).	This	will	also	help	if	they	are	looking	for	something	particular.	An
abbreviated	abstract	will	assist	the	reader	in	finding	what	the	main	points	of	the	report	will	be	about.	For	example,	if	a	report	is	written	to	McDonald’s,	the	cover	page	will	be	in	yellow	and	red	with	the	golden	arches	as	a	picture.	The	team,	which	comprises	subject	matter	experts,	academicians,	trainers,	and	technical	project	managers,	are	passionate
about	helping	researchers	at	all	levels	establish	a	successful	career,	both	within	and	outside	academia.	Then	list	the	main	addresses	of	all	the	authors	below	the	author	names.	In	some	cases,	a	journal’s	Instructions	to	Authors	will	specify	which	style	of	title	to	use	(e.g.,	descriptive	or	conclusive).	These	elements	are	often	referred	to	as	“Book
Elements”,	as	they	are	commonly	found	in	larger	works.	1	The	title	page	is	the	first	page	of	your	article,	and	therefore	it	is	important	to	have	a	well-formatted	title	page	that	clearly	represents	your	paper.	Table	of	contents	are	usually	extremely	generic	and	similar	to	each	other.	Some	lengthy	reports	may	also	include	a	table	of	graphs	and/or	a	table	of
figures.	If	the	report	cover	looks	bleak	and	dull,	the	reader	will	start	reading	with	a	negative	outlook.	In	our	next	post,	we	discuss	in	detail	the	elements	whose	inclusion	is	subject	to	the	journal	guidelines.	Specifics	such	as	the	size	of	the	font,	font	type,	formatting,	and	organization	also	need	to	be	taken	into	consideration	when	creating	the	front
matter	of	your	report.	Executive	Summary	or	Abstract	Abstracts	are	an	important	element	in	the	business	world.	There	are	two	main	ways	to	list	affiliations.	The	journal	usually	specifies	the	length	(word/character	count)	and	format	of	the	titles	(Title	case,	middle	aligned,	etc.)	as	well.	Charts	and	graphs	that	show	factual	data	are	helpful	visuals	that
can	be	implemented	into	this	section	of	the	document.	Usually,	it	is	the	only	aspect	of	the	article	that	appears	in	tables	of	content	and	in	many	of	the	databases	used	for	literature	searches.	Along	with	the	complete	postal	address,	many	journals	require	authors	to	include	the	phone	number,	a	fax	number,	and	email	addresses.	Tip	1!	Although	it	is	the
first	page	of	the	manuscript,	this	section	is	usually	written	right	at	the	end.	This	page	should	include	all	the	information	necessary	for	a	reader	to	identify	the	contents	of	the	article,	its	author(s),	origin	of	the	article,	and	the	article	type.	It	is	also	a	popular	platform	for	networking,	allowing	researchers	to	learn,	share,	and	discuss	their	experiences
within	their	network	and	community.	Omit	nonspecific	openings	such	as	“Studies	of…”	Omit	ambiguous	terms	such	as	“with.”	This	can	be	replaced	with	specific	terms	such	as	“induced	by”	or	“-mediated”							e.g.,	Pulmonary	changes	in	rats	with	bleomycin	can	be	revised	to							“Pulmonary	changes	induced	by	bleomycin”	or	“Bleomycin-mediated
pulmonary	changes	in	rats”	Avoid	making	the	titles	unnecessarily	lengthy.	Note	that	if	an	author	has	moved	since	completing	the	research,	it	is	inappropriate	to	list	their	current	address	as	the	main	address.	For	example	Structure:	The	Effects	of	[Independent	Variable]	on	[Dependent	Variable]	Example:	Effect	of	cystatin	C	on	NK	and	bactericidal
activity	Titles	can	be	of	two	types:	Descriptive	(e.g.,	The	effect	of	AB	antibody	on	CD	virus)	stating	the	main	focus	of	the	study	Conclusive	(e.g.,	AB	antibody	inhibits	CD	virus)	stating	the	main	conclusion	of	the	study.	It	will	be	the	foundation	for	first	impressions,	for	better	or	worse.	This	also	allows	for	easy	comparison	between	images	when	they	are
grouped	together.	List	of	Don’ts	Avoid	using	dashes	or	periods	to	separate	parts	of	a	title.	Important	considerations	should	be	made	on	how	your	publication	will	be	used.	To	increase	usability,	you	should	consider	how	your	readers	will	be	using	the	report,	and	what	they	will	be	looking	for,	and	focus	on	making	this	easy	to	find.	The	cover	page	is	the
first	thing	that	is	seen.	Affiliations	corresponding	to	the	author	names	are	denoted	using	superscript	numbers/letters.	Often	the	order	of	the	authors	denotes	their	contribution	to	the	study,	i.e.,	the	first	author	has	made	the	largest	contribution,	and	the	remaining	authors	are	listed	in	descending	order	of	their	contribution	to	the	study.	This	is	for	ease
of	navigation	to	the	user.	Please	follow	the	one	in	sample	papers	of	the	target	journal:	List	each	author	name	with	his/her	affiliation	below	the	author	name	For	example,	List	all	authors	in	one	line.	For	example,	content=a773185161~db=all	For	any	authors	who	have	moved	to	a	different	institution	between	the	time	that	the	research	was	performed
and	the	manuscript	is	published	can	also	provide	a	current	address.	One	easy	way	to	make	the	report	stand	out	is	to	use	a	theme	for	the	report	that	your	audience	can	connect	to.	Covers	A	cover	page	is	a	very	simple,	precise,	brief	way	to	introduce	your	report	to	the	reader.	The	title	page	contains	all	or	a	combination	of	the	following	elements.	Titles
should	be	preferably	written	as	a	phrase,	but	if	necessary,	it	may	be	a	declarative	sentence	or	a	question.	Include	Figures	and	Tables	lists	when	your	article	is	over	about	15	pages.	Check	out	these	tips	now!	Article	Title	The	title	is	a	major	determinant	of	whether	the	manuscript	will	be	read.	It	should	draw	the	reader’s	attention	and	interest	and	make
them	want	to	continue	reading.	Front	matter	is	an	extremely	important	element	to	writing	any	report.	Title	Page	A	title	page	will	be	very	similar	to	your	front	cover	and	it	repeats	the	information	on	the	cover,	but	adds	more	important	details.	This	may	include	a	report	number,	date,	title,	the	names	and	addresses	of	authors,	specific	contract
information,	the	name	and	address	of	the	supervisor,	and	the	name	and	address	of	the	organization	who	supported	the	report	(Technical	Communications,	p.312)	The	title	page	is	an	opportunity	to	provide	specific,	detailed	information	about	the	document	and	its	authors	to	its	intended	audience.	Whether	its	for	a	specific	company	research	or	for
other	personal	reports.	Tip	3!	Avoid	abbreviating	the	name	of	institutions/organizations.	One	goal	of	the	cover	page	is	to	be	informative	and	scalable	because	once	it	is	filed,	it	will	need	to	be	easy	to	pick	out	of	a	stack	of	other	reports.	Think	of	the	cover	page	of	a	report	like	what	is	worn	to	an	interview.	Often,	summaries	are	used	when	representing	a
report	in	a	database,	so	illustrating	the	main	topics	of	your	report	in	this	segment	can	be	useful.	The	abstract	should	always	be	a	page	or	less,	especially	in	informative	situations.	Always	(Part	1	–	discussed	in	this	post)	Article	title	Author	names	Author	affiliations	Corresponding	author	information	Optional	depending	on	Journal	Guidelines	(Part	2	–
discussed	in	next	post)	Headers	–	Running	title,	First	Author	name	Footnotes	–	Grant	support,	Conflict	of	Interest	(Declaration	of	commercial	interest),	Authorship,	Statement	of	author	death	Keywords	List	of	Abbreviations	Miscellaneous	(Word	count,	article	type)	You	will	find	exactly	what	to	include	in	the	title	page	in	the	Instructions	to	Authors
section	of	a	journal’s	homepage.	The	first	few	pages	of	a	report	are	essential.	This	should	contain:	A	large	specific	title	Company	name	Name	of	the	author(s)	Date	of	the	report	Relevant	picture	The	use	of	a	relevant	picture	or	two	can	help	reinforce	the	subject	of	the	report.	Enago	Academy,	the	knowledge	arm	of	Enago,	offers	comprehensive	and	up-
to-date	resources	on	academic	research	and	scholarly	publishing	to	all	levels	of	scholarly	professionals:	students,	researchers,	editors,	publishers,	and	academic	societies.	A	second	goal	is	to	make	the	report	stand	out.	This	will	help	a	manager	learn	the	main	points	of	your	document,	and	help	the	reader	determine	if	the	entire	report	is	relevant	to
what	they	are	looking	for.	This	will	be	where	most	of	the	key	words	of	your	report	are	used,	and	will	be	a	preview	of	the	information	to	be	covered.	In	addition	to	the	summary,	this	will	allow	the	reader	to	quickly	scan	the	topics	you	have	covered.	That	is,	always	provide	a	complete	address.	For	example,	according	to	the	guidelines	of	American	Journal
of	Botany,	the	following	need	to	be	included:	Title,	Author	names,	Author	affiliations	(See	Related:	Wondering	how	to	make	your	research	stand	out	from	the	rest?	Sometimes	the	senior	author	(responsible	for	overseeing	the	entire	project—	study	and	manuscript	preparation)	is	listed	last.	Another	style,	which	is	no	longer	very	common,	is	to	list	the
authors	alphabetically.	It	is	important	that	the	reader	believes	that	he	or	she	is	the	most	important	aspect	of	the	report.	Avoid	using	abbreviations	in	titles,	since	the	non-standard	abbreviations	might	be	confusing	to	the	readers	not	familiar	to	the	subject.	Use	of	proper	headings	and	sub-headings	give	readers	a	good	overview	of	all	the	information
contained	in	your	document.	The	corresponding	author’s	address	is	usually	listed	as	a	footnote	to	the	list	of	authors.	Table	of	contents	can	be	formatted	from	Microsoft	Word.	of	Biotech.,	NUO	Use:	Department	of	Biotechnology,	National	University	of	Osaka	Corresponding	Author	Information	One	author	is	always	chosen	as	the	“Corresponding
Author.”	All	correspondences	from	the	journal	will	be	directed	to	the	corresponding	author,	who	is	then	responsible	for	keeping	the	other	authors	updated	with	regard	to	the	status	of	the	manuscript.	According	to	the	Technical	Communications	text,	Identify	the	intended	audience	Describe	Contents	Tell	the	reader	how	the	information	is	presented
Table	of	Contents	In	any	report	or	analysis,	a	table	of	contents	is	helpful	to	navigating	the	report.	Major	topics	should	be	mentioned,	but	not	the	main	points	of	each.	Cases	in	which	superscripts	need	not	be	used	to	indicate	correspondence	Single	author	papers	When	all	the	authors	are	from	the	same	affiliation	However,	this	depends	on	the	journal
guidelines	as	well.	Keep	it	concise.	Typically	an	abstract	should	not	be	more	than	15	percent	of	the	total	report.

Synonyms	for	treatment	include	care,	therapy,	surgery,	therapeutics,	healing,	medication,	ministrations,	nursing,	remedy	and	cure.	Find	more	similar	words	at	...	12/11/2019	·	Order	SKT:	The	Revelation	Today!	We	are	now	taking	pre-orders	for	the	Spirit	Keeper's	Tarot,	Revelation	Edition.	Click	on	the	image	file	above,	or	the	hyperlinked	title	for	the
pre-order	page.	Expected	delivery	date:	December,	2021	My	Self-Taught	Art	Journey	Vitruvian	Edition	(2019).	Limited	Edition,	2000.	Out	of	print.	Spirit	Keeper’s	Tarot	is	a	hand-illustrated	78	…
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