Tips for Effective Scholarly Writing

1. Formal or scholarly writing uses various conventions which are different from the way one speaks or writes informally 
2. Where possible, use the third person and avoid the use of the first person. Use words like users, library staff, people, it and they rather than words like I, we, my and our
3. While the active voice of the verb provides for greater clarity, the passive voice is sometimes required.  Active voice: Users, when surveyed, preferred print versions of books. Passive voice: Print versions of books were preferred by the users surveyed  
4. Avoid contractions and write words in full. Use will not, rather than won’t; they are, rather than they’re 
5. Spell out in full phrases and terms or names of organisations the first time they are used, with abbreviations in brackets which can subsequently be used, as in: Total Quality Management (TQM); International Federation of Library Associations and Institutions (IFLA). This applies only to terms that are frequently used. For terms which might be unfamiliar to people, spelling out the words is helpful to the reader
6. Ensure a verb agrees with its subject in number. Number refers to whether there is one or more. A singular subject must have a verb in the singular and a plural subject must have a verb in the plural.  A user prefers to speak with a librarian (singular subject, singular verb). Several users indicate preferences for speaking with librarians (plural subject, plural verb). Two singular subjects joined by and require a verb in the plural. Paul and Phillipa indicate preferences for speaking with librarians. Considerable confusion occurs with use of the terms: A number of …. and The number of…. Number is a singular noun and should be followed by a singular verb but a plural verb is acceptable in some instances. To avoid confusion, the plural several … can be used with a plural verb 
7. Ensure a verb agrees with its subject in person. I (1st person singular), we (1st person plural) prefer to speak with a librarian.  She (3rd person singular) indicates a preference for speaking with a librarian. They (3rd person plural) indicate preferences for speaking with librarians 
8. Pronouns must agree in number with the nouns they are replacing. A user indicated her/his preference for speaking with a librarian. Users indicated their preferences for speaking with a librarian 
9. Pronouns when used must be in close proximity to the nouns they represent. The book is new. It was given to me. It can be extremely confusing to readers to determine the meaning of pronouns.  Words like this, that, these and those are demonstrative pronouns and are commonly used in speech but rarely in formal writing. It is frequently preferable to repeat the noun, or a synonym for it, to provide clarity   
10. Ensure gender neutral language with her/his, s/he. The plural form can be used in many situations  
11. The word this when used as an adjective can generally be replaced by the definite article the. It can be difficult for the reader to determine the noun to which this is referring
12. The abbreviations i.e. (that is) and e.g. (for example), are frequently misused and misunderstood and can usually be either omitted or avoided. Use the terms in full rather than the abbreviated form where use is deemed necessary 
13. There are many expressions which add nothing to understanding the content and can be avoided: in order to (to); in point of fact; the fact that; in terms of; inasmuch as (because); it is important to note that; in the area of (in); actually; moreover; nevertheless; arguably; this means that; in other words; as such; thus; and the like; literally; indeed; quite.  Further details on improving writing are provided at: https://www.oxford-royale.co.uk/articles/clumsy-phrases-avoid.html 
14. There are many weak qualifying words which add little to the content. They include: really, very, practically, actually, also, likely and so, and should be used sparingly if at all
15. Take care with the use of qualifying phrases involving time and place. Words like recently, frequently, currently, often, and many mean different things to different people
16. If using Google Translate, ensure that the content is checked by a native/competent speaker of the language into which the content has been translated
17. Do not blindly follow corrections provided by Microsoft. Do not ignore them either, as incorrect terms are frequently correctly highlighted. Must, for example, is usually preferred to have to 
18. As well as is often used incorrectly. The simple and is usually enough to connect two or more words or phrases. As well as implies that the first term used has more emphasis than the second. The same applies to in addition to 
19. Use parentheses, or phrases in brackets within a sentence, sparingly if at all. They are frequently confusing to the reader. Commas can be used to enclose phrases which add to the content but are not central to it.  Separate sentences can be constructed and usually provide clarity for the reader
20. Avoid the use of etc. Use examples and link with and  where necessary and appropriate
21. Verbal presentations can be converted to written papers but require editing as indicated in line with the previous suggestions. Connecting content might be required along with headings throughout the document 
22. Read and check content carefully. Most documents can be shortened through the removal of verbiage. 
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Further Guidance 
Common Bugs in Writing
      https://www.cs.columbia.edu/~hgs/etc/writing-bugs.html. 
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University of North Carolina at Chapel Hill. Writing Center. Tips & tools. https://writingcenter.unc.edu/tips-and-tools/.
2

