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Writing Reports Writing Thesis

Chapter 3. Writing Report and Thesis

➢ Objectives 
➢ Process
➢ Structure

➢ Proposal 
➢ Process
➢ Structure



Thesis

Why write a Thesis?

• Develops proficient research and rhetorical skills

• Makes an original contribution to your chosen field

• Can lead to publication

• Culminates undergraduate educational experience

• Enhances academic and professional credentials

• Gives advantage in applications to graduate school



Researching
• Complete the research the semester before writing the thesis

• Work closely with the thesis advisor

• Keep a careful log and notes about research efforts and information collected

Drafting
• Show the draft in stages the thesis advisor when each part was completed

• The advisor should see a complete first draft about two months before the defense

• Plan time for many revisions



Submitting
• Submit the final draft of the thesis

• Give copies of your final draft to the advisor and committee

• Follow the formatting requirements

Defending
• The defense usually lasts at least an hour and covers the content of the thesis, 

relevant course work, research and research methods and answer to questions





Summary or Abstract

• Should be included at the beginning of the thesis.

• Abstracts are generally written in the past tense. 

• It should not include references to literature or to figures and tables in the body of thesis.

• Should not include information that is not in the paper.

• Should not contain abbreviations or acronyms unless standard or very well known.



Summary or Abstract

• The abstract should state:

- The purposes of the study or investigation,

- Basic procedures (selection of study subjects or laboratory animals; observational and 
analytical methods)

- Main findings (giving specific data and their statistical significance, if possible) and the 
principal conclusions.

- It should emphasize the new and important aspects of the study or observations.

• Not more than 2 pages.

• Contain: why, what, where, and how of the work.

• It must include some important findings. 

• Conclusion must be clear in the last line.



Introduction

• Tell the reader why the research was started and make clear what question the research 
was designed to answer. It is designed with a specific question in mind.

• Raise the interest of the reader. The first few lines in the paper may attract or put off the 
reader. Investigators are advised to convey their enthusiasm but not to exaggerate. 

• Start with scientific bases of the work.

• State the major facts and means related to the subject.

• What other people discovered.

• Aim of your work clearly.

• Should include definition, bases, history & progress.



Methods

• Should provide a detailed exposition of the research design.

• Should be organized under meaningful subheadings and describe techniques used in 
sufficient detail to allow others to replicate the study.

• New or substantially modified methods should be clearly described, with reasons given for 
using them and with their limitations outlined.

• Sample details should be explained in detail (size, gender, age, included and excluded 
criteria of sample)

• Time and place of work should be clearly identified.



Methods

• Where , & when was the work conducted?

• What was the source of your sample?

• How was the procedure?

• What was done?

• No results, no conclusions, no references.



Results

• Results that do not relate to the research objective should not be mentioned. 

• Sufficient detail should be given to allow other scientists to assess the validity and 
accuracy of the results.

• Clear exposition of findings.

• Tables & figures should be clear, simple, proper numbering & proper title.



Discussion

• Statement of principal findings, this should not normally be more than a few sentences.

• Strengths and weaknesses of the study

• Strengths and weaknesses in relation to other studies

• Meaning of the study, possible mechanisms and implications for clinicians and policymakers

• Unanswered questions and future research.

• Clear, factual.

• Supported by findings from results.

• Correlate your findings to findings of other people.



Conclusion

• Should be linked with the goals of the study.

• Should be limited to the boundaries of the study.

• Avoid unqualified statements and conclusions not completely supported by the data.



Examples



Chapter 4. Conference

Writing a Conference paper Preparing and presenting Poster



Writing a Conference paper
Major reasons for writing a conference paper are to

• Present your work to others in your field

• Advertise your work and your lab

• Obtain feedback from questions and comments

• Participate in a meeting and this leads to

➢  Finding out who is doing what

➢  Asking questions and learning

➢  Build trust with people in the community who become friends

➢  Future job contacts and sources for reference letters

➢  Travel and understanding of various research contexts



Other reasons to write a conference paper are to

• Build up a publication list

• Create a thesis document through combining several conference papers

• Vindicate work after a journal has rejected the paper

• Go to a good holiday destination

• Obtain detailed feedback regarding your work

• Become immediate best friends with key researchers

• Hope that everyone at the meeting will immediately understand your work



Usual Conditions: Conference papers have particular characteristics. 

Some of them are

• They have been subject to a page limit (5-10 pages)

• Reviews are cursory

• Acceptance is usually likely if English is ok and subject is within the scope of the conference.

• They consume a significant amount of time writing, doing slides, rehearsing, attending the 
conference, catching up upon return

• Acceptance of a paper induces significant costs ... registration, flight, hotel ...

• Deadlines for authors and organizers mean that quality suffers

• Most conference papers are written too fast



Choose topic

Choosing the topic of the paper involves

• Identifying results that can be presented concisely

• Deciding what would appeal to the audience

• Selecting sub-topics of research:

➢  Part of a journal paper that has already been submitted

➢  Part of a technical report

➢  Initial research results (pilot study)

• Excluding aspects such as,

➢  Detailed mathematical development

➢  Commercial advertising

➢  Those requiring detailed knowledge of your previous work



Outline

Create a detailed outline by following these steps

• Select results to present and create draft figures and tables

• Write 3-6 conclusions that are supported by the results that you plan to present.

• From these conclusions, write the paper objectives (3-6)

• Write the Introduction (1 page max). This consists of

➢  A one-sentence statement of the general motivation

➢  A brief identification of shortcomings of other work

➢  A list of objectives of the paper “This paper ...”

➢  A summary of the contents of the paper (optional)



Outline

Create a detailed outline by following these steps

• Write titles of sub-sections and include figures within them

• Write first versions of captions

• Under each figure and table write point-form observations and conclusions

• Check paper conclusions to make sure that most are supported by either a figure or a table

• Send to coauthors and do not think about it for at least 24 hours (if possible, 7 days)

• Iterate until all co-authors agree



Content
Once everyone agrees on the outline, including content and captions of figures, writing 
can begin. Some tips are

• Write around the figures (introduce, describe, observe, conclude).

• Do a first draft of the abstract

• Include measures to validate results

• Discuss limitations and future work

• Remember to acknowledge funding and other facilitating people

• Send to others (one week) and Iterate



Reducing Size

First drafts are usually too long, exceeding the page limit by 1-3 pages. Shortening a 
conference paper to meet the page limit involves

• Removing figures

• Reducing the size of the literature survey

• Cite other documents for more information and then remove the details from the paper

• Shorten reference list (10-20 references max)



Duplicate publication

• Since conference papers do not count as publications for many universities, grant 
providers and nomination committees, all important work should be in indexed journal 
papers.

• Special issues of journals following workshops and conferences are common. It is usual 
to ask for at least 50-80% more information.

• This leads to a change in paper title.

• Keep all authors.

• Cite first document (conference) in introduction, describing new objectives, then in the 
main text and in the acknowledgements (at least three times)



Preparing and presenting a Poster

Why?

Posters can be good to do for the following reasons

• Presentations to people who have given funding and are visiting

• Explain research project to visitors in a period of a few minutes

• Initial presentation of work to interested members of the research center

• Presentation at a conference where there is no oral presentation

• Good exercise to perfect the “elevator talk” about your research

• Training to understand and communicate with people who come from various contexts (journalists, 
politicians, researchers outside of your area, experts, close colleagues, friends, family)



Typical situations

Contexts of poster presentations at conferences have particular characteristics. 

Some of them are

• There isn’t much time (10 seconds to 5 minutes)

• You do not know in advance who you are talking to and how much they know of your area

• You do not know how much time they have

• Not many people ask questions during a poster session

• Sometimes there are more presenters than listeners. Do not be discouraged! You have already 
benefited by making one.



Preparation

• Decide what is essential information. Examples are motivation, objectives, conclusions, 
impact, funding acknowledgements.

• Do sketches of poster on an A4 size page.

• Place essential information first. The remaining space is for results, observations and 
(maybe) references (not limitations and future work).

• Flow is top-down and left to right (even if you are presented in Vietnamese!).



Preparation

• Avoid too much information. If someone wants details, they will read your papers.

• Photos and simple figures are good.

• The motivation is the most important. If the person does not understand why are you 
doing this research, they will not care about your results ... and they will move on.

• Ensure that a family member could be able to understand at least 30%.

• Complicated posters are made by “silly” people.



Creating a poster

• It is rare that figures and tables in a paper can be used directly in a poster. Make new 
figures. Use the same font throughout.

• Minimum font size is 24pts for everything. This includes all figure labels, axis titles, axis 
quantity labels, legends, etc.

• X-Y Plots: Remove all but two value labels per axis. People only need an idea of scale. 
Remove all information in a figure that you are never going to present even to experts. 
Avoid information pollution!

• Colors? Yes of course .... Flowers? No.





Presenting a poster

Before

• Identify several types of listeners depending on knowledge, interest and time. Create 
interchangeable packets of sentences. Start with essential things, then add details.

• Non-experts prefer extra detail on motivations, conclusions and impact.

• Experts want details about results.

• Do at least one rehearsal per listener type with a colleague. If you are new at this, do 2 or 
3!

• Even if content does not change between rehearsals, information about timing is 
important.



Presenting a poster

On the day

• Try to classify the listener before you start talking. Ask politely (if necessary) who they are 
and how much time they have.

• Start simply, even with experts.

• Use short sentences. Allow time for them to digest the information and then ask questions, 
particularly when you describe motivations to a non-expert. Make sure they “get it” before 
moving on.

• Your listener is a mirror of you. If you are energetic and motivated, they will be interested 
and they will remember you.









Answer to questions

• If you are not sure of what has been asked, repeat it before answering.

• If it is a good question, say so and thank the questioner ... but don’t say this for every 
question.

• Avoid long replies. This may be boring for others and annoying for those who want to ask 
another question. Ask if you answered their question.

• Stay humble. If asked, discuss limitations and future work.

• When an “expert” listener is interested, ask for their card so you can send them a paper 
or two.

• Let them talk. They might have an interesting story.



Homeworks

• Read the Abstract and Introduction of the 5 articles you have selected, then list the ideas you 
think you will reference from them in your research paper.

(Đọc phần Abstract và Introduction của 5 bài báo mà bạn đã lựa chọn, sau đó liệt kê các ý mà 
bạn nghĩ là bạn sẽ tham khảo từ chúng vào bài báo nghiên cứu của bạn)

Submit your homework to this link, naming the file as the student's name:

https://drive.google.com/drive/folders/1IyoSOsiDgIf7RntMKhRf4BWqneUYsyZP?usp=drive_link 

Deadline: 23h59’ Thursday, September 19th 

https://drive.google.com/drive/folders/1IyoSOsiDgIf7RntMKhRf4BWqneUYsyZP?usp=drive_link


~ ~ ~ The end ~ ~ ~
Email me: huong.nguyen@ttu.edu.vn
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