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Introduction

This guide introduces what should be noted when writing a report.

It is important to avoid the common “Must Not” when writing your re-
port; that is, to treat others’ writing as if it is your own.

Thanks to the expansion of the Internet, you can easily access many
sources of information. You can easily copy and paste such information
using word processing software on PC. For example, you could write and
submit a report by partly changing a previously written report made by
one of your friends or seniors, or you could use and submit a report you
wrote in the past by changing part of it and copying most of it. In fact,
such incidents, suspected acts of piracy or plagiarism, are rapidly increas-
ing, sometimes resulting in social consequences. In Hiroshima University,
an incident happened where one academic dissertation was revoked in
2011.

To avoid your writing being suspected of dishonest acts, you are re-
quired to pay attention to the rules and guidelines for writing a report.
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1. Before writing a report

Let us first consider what is required for your report.

Written assignments have an intention from the giver; first, you need to
grasp correctly what is required for your report.

Next, you need to collect relevant information to make a report or thesis
according to these purposes.

You may do an Internet search in most cases. While you can acquire a
lot of online information, you should be aware of its quality. It is difficult to
find reliable information within the vast volume of information on the In-
ternet. Therefore, you are required to refer to reliable academic books and
use the academic database available at the library sites to collect informa-
tion along with an Internet search.
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2. Copyright and plagiarism

To write a report, it is always a necessary procedure to refer to the works
of others.

This chapter explains the “copyright” and “plagiarism” that you should
pay attention to in order to refer to the writings of others.

2-1. About copyright

The Copyright Act defines “works” as “a production in which thoughts

or sentiments are expressed in a creative way and which falls within the
literary, scientific, artistic or musical domain.” The author holds a right to
their work that does not allow anyone to exploit it without a permit, or
“copyright.” The copyright will arise automatically at the time of the author
creating the work.

You have to be careful not to infringe copyrights when writing a report
or thesis. It is a dishonest act to utilize the works of others without a per-
mit.

It will clearly fall under plagiarism, and being dishonest, if you pretend
to write on your own the writings of others. You have to demonstrate what

the others did or wrote clearly.
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2-2.What is plagiarism?

“Plagiarism” means to pretend to write on your own the writings of
others.

The recent development of personal computers has enabled us to write
electronic reports, which has led to the acquisition of information by copy-
ing and pasting the writings of others. In consequence, plagiarism is be-
coming more and more frequent, causing some problems. Nevertheless,
you have to understand that plagiarism is a dishonest act, which can be re-
vealed much more easily today. Some software can identify parts that are
plagiarized easily.

In addition, “auto-plagiarism,” or copying your past report and pretend-
ing it is a new one, is also a dishonest act. Furthermore, if some work in the
public domain (with the rights expired) is used to pretend you wrote it on
your own, it will also fall under plagiarism, or a dishonest act.

Of course, if you ask anyone else to write for you, it will also be regarded
as a dishonest act. You should never cooperate in such acts knowing it is
dishonest.

Plagiarism checker software can detect
copying and pasting areas obviously.
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3. About quotation

First you have to understand “quotations” and “reprint” correctly.

Copying part of someone’s works for use in your work is generally called
“reprint.” You must acquire permission of the author if you would like to re-
print it because reprinting without permission is an infringement of copy-
right.

However, if certain conditions are satisfied, you can “quote” it without
permission. There are two kinds of quotation, the direct quotation and the
indirect quotation.

For a “direct quotation” that uses the content of someone’s works as it
is, you have to copy every word of the content correctly without changing
any words. You cannot change any words on your own. Furthermore, you
need to meet the requirements specified in “3-1. Requirements of quota-
tion”

For an “indirect quotation,” you can summarize the content of someone’s
works to explain it in your own words.

For the direct quotation, For the indirect quotation,
do not modify the original summarize the original
sentences! sentences!




3-1. Requirements of quotation

<Direct quotation>
To use “direct quotations,”you have to meet the following requirements.

Be careful. If you do not meet them, you could be identified as dishon-
est.

[1] Use materials for quotation that have already been published.
You cannot quote unpublished materials.

[2] Quote within an“appropriate range” for criticism and study.
You must quote within the necessary minimum range.

[3] Clearly express the master-subordinate relationship for your sentences
and quotation.

Your sentences must be the “master,” while the quotation is “subordi-
nate”in volume.

In other words, your sentences need to be longer, while the quotation
needs to be a smaller part.

Text text text text Text text text
“Quotation” Text )
Text text text text Quotation

Text text text text
“Quotation” text Text text text

Text text text text Text text text
Text text text

Your sentences are longer,
while the quotation is shorter!




[4] Use quotation marks, etc. to make the quotation clear.
You should define the section of quotation - where it starts and ends.
Refer to“3-2, Examples of quotation.”

[5] Demonstrate the necessity of quotation.
You can quote only when criticism or study is required.

[6] Indicate the written sources clearly.
You need to write the title and the volume number, and the name of
the author of the quotation.

<Indirect quotation>

For indirect quotations, you cannot use the sentences as they are, but
you must paraphrase in your own words. In that case, you cannot modify
the gist of the original sentences.

The requirement for the indication of written sources is mostly the same
as that of the direct quotation. It is very important to use quotation prop-
erly by distinguishing the direct quotation from the indirect quotations. If
you write as if it is a direct quotation for an indirect one, it could be recog-
nized as plagiarism.

Published
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3-2. Examples of quotation

<Long direct quotatio>
When the excerpts become longer, indicate where quotation starts and
ends by making a new paragraph or indenting the section.

The surprising finding that only four factors can reprogram fibroblasts
into iPS cells has led to an explosion of interest in the field of regenerative
medicine. A recent report claimed:

This is mainly because iPS cells derived by cellular dedifferentiation
are virtually indistinguishable from embryonic stem (ES) cells, and
thereby could potentially replace ES cells for various clinical appli-
cations,circumventing crucial ethical concerns regarding
destroying embryos (Selvaraj et al,, 2010, p. 215).

<Short direct quotation>

Use quotation marks on both ends of the excerpts for the short direct
quotation.

The surprising finding that only four factors can reprogram fibroblasts into iPS
cells has led to an explosion of interest in the field of regenerative medicine.
One of the reasons why the finding had a dramatic impact on the scientific
community is that "iPS cells derived by cellular dedifferentiation are virtually
indistinguishable from embryonic stem (ES) cells" (Selvaraj et al., 2010, p. 215).

<Indirect quotation>

Insert the indirect quotation into your sentences as a summary.

The surprising finding that only four factors can reprogram fibroblasts
into iPS cells has led to an explosion of interest in the field of regenerative
medicine. One of the reasons why the finding had a dramatic impact on
the scientific community is that iPS cells have the same ability as embry-
onic stem (ES) cells to differentiate (Selvaraj et al., 2010).

In all cases, you need to list the written sources as shown below in the last
part of your report as “Reference literatures (or References cited).”

References

Selvaraj, V., Plane, J. M., Williams, A. J., Deng, W. (2010). Switching cell
fate: the remarkable rise of induced pluripotent stem cells and lineage
reprogramming technologies. Trends in Biotechnology, 28, 214-223.
doi:10.1016/j.tibtech.2010.01.002.




3-3. How to list the written sources
|

For quotation, as mentioned before, you must indicate the written
sources. It is necessary to list the complete written sources at the end of
the chapter or the book, and to make clear which is the written source in
your reports and theses. However, the applicable rules vary individually
depending on the field of study and scholarly societies. You should con-
firm the rules of academic journals through the Website.

Two examples are provided below; but you will find various other pat-
terns.

< Pattern A >
Selvaraj et al. (2010) claimed that iPS cells have the same ability as em-

bryonic stem (ES) cells to differentiate.

References

Selvaraj, V., Plane, J. M., Williams, A. J., Deng, W. (2010). Switching cell
fate: the remarkable rise of induced pluripotent stem cells and lineage
reprogramming technologies. Trends in Biotechnology, 28, 214-223.
doi:10.1016/j.tibtech.2010.01.002.

< Pattern B >

Selvaraj et al. (1) claimed that iPS cells have the same ability as
embryonic stem (ES) cells to differentiate.

References

1. Selvaraj, V., Plane, J. M., Williams, A. J., Deng, W. Switching cell
fate: the remarkable rise of induced pluripotent stem cells and
lineage reprogramming technologies. Trends in Biotechnology
28,214-223 (2010).

For reports assigned at lectures, graduation, master’s and doctoral
theses, and papers submitted to academic journals, please consult your
teacher or tutor in charge about the reference method.




4. About fabrication of data

Another serious act of injustice you must not commit is the fabrication
of data.
The following are three examples:
1. Modification of graphs
2. Modification of images
3. Creation of data for which you did not do any research or
experiments
In order not to overlook such dishonest acts, you will often be asked
to submit the raw data. It is important to organize and save the acquired
data on a daily basis when doing research or making experiments. Always
be prepared to submit the raw data.
Please note that, to exemplify item 3, if the “Study Tour and Training Re-
port of Peace Monuments” of peace subjects was made without visiting
the field sites, it will be deemed dishonest.

Fabrication of effectiveness
without any good effect in actuality!

40 .
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30 /\ 30
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Fabrication of blooming flowers
without any in actuality!




5. Infringement of copyright using the
Internet

You have to be careful of copyright in disclosing information using the
Internet. The Copyright Act designates the right to disclose works through
the Internet as the “right of public transmission.” The author’s permission
is required to make a public transmission.

Pictures taken by others, sentences written by others, and images taken
by others - if they are uploaded on the Internet without permission, it will
fall into the category of the infringement of the other’s copyright and right
of portrait.

Even if it is designated as “free materials,” you may need to indicate the
sources of the material clearly. When you use others’ works, be sure to
confirm the terms of use and its license.

All Hiroshima University students are required to take a course in Peace
Studies and submit reports by uploading them to the Bb9 Server. Upload-
ing to the Bb9 Server is also “public transmission.” If you use and upload
others’ works without permission, it will fall into the category of copyright
infringement.
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This guideline has explained the rules that have to be followed when
writing a report.

These rules do not always apply to all written sentences, and will vary
depending on the purpose of the sentences and the disclosure range.

For example, when the purpose of a report is to organize and establish
knowledge, it may not be necessary to follow the rules explained in this
guideline. Be sure to confirm the details with your teacher on each occa-
sion. You have to be very careful; if you submit this kind of report as your
own creation and then open it to the public, it would be deemed a dishon-
est act.

You are required to be very careful to prevent any document you submit
from falling into infringement of copyright or privacy. Be sure to avoid any
trouble beforehand by understanding how to transmit information in a
correct way.




Q&A

Q1.Can we consult the reports of the same assignment made by our

seniors, etc.?

A.  Of course you can, but please bear in mind that you must write your
own report. You should follow the rules for quotation. Let’s not
borrow others’ideas, but make your own original report.

Q2. Is it possible to organize the content of the textbook, reference

books, and others to make my report?

A.  Aslong as you make their reference sources clear, you can include
what you summarize in your report. What is important, however, is
to consider the purpose of the report and to indicate how to develop
your summary.

If the purpose of the report is to research others’ sentences (works),
you may just list the reference literatures. If it is to form your own-
opinion, you have to distinguish your quotations from your own
ideas clearly.

Please consult your teacher about how to list them specifically.

Q3. Should we list the reference literature quoted each time?
A.  Always list all the quotations according to the quotation rules.
Please consult your teacher about how to list them specifically.

Q4. Can we quote the sentences on Internet sites?

A.  Quotations from the sentences on Internet sites are allowed.
For these you have to list the URLs and the date you accessed the
site. If any appropriate literature exists as the information source, you
should quote that source.
You need to examine the credibility of Internet sites seriously. Please
consult your teacher about what kind of Internet sites are reliable.




Q5. Can we quote the information from Wikipedia?

A.  Anunspecified number of people can write and edit Wikipedia. It is
true that some articles often include uncertain sources of informa-
tion.

If you have another reliable information source except Wikipedia, use
that one. When you wonder if you can quote it or not, we recom-
mend you to consult your teacher.

Q6. Can we not make any comment on our report?

A.  You could if required. Usually the report is required to include objec-
tive facts and opinions as much as possible. If any comment is
asked to be written in a report, make some.

Q7. Is a handwritten report allowed?

A. Itis common to prepare a report using a personal computer. It is also
convenient to review your report on a PC for repetitive editing.
However, you might be asked to submit a handwritten report.

Q8. How many pages do we need to write for a report?
A.  There are not any specific pages for a report. It varies according to
the assignment. Follow the direction of your teacher.

Q9. How many words will one page of the report include?

A.  Thereis not any specific answer. Usually it includes about 500 words
with the font size of 12 points. Confirm it with your teacher.
Confirm it with your teacher.

Q10. What should we do if we do not know how to write a report?

A.  There are many books on how to write a report. Look around and try
to read them. In addition, you should go to the Writing Center for
help. The sooner, the better.
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SIBEARKHERT , ERE—KR, FERGKSOEREMERFMUE,

The surprising finding that only four factors can reprogram fibroblasts
into iPS cells has led to an explosion of interest in the field of regenerative
medicine. A recent report claimed:

This is mainly because iPS cells derived by cellular dedifferentiation
are virtually indistinguishable from embryonic stem (ES) cells, and
thereby could potentially replace ES cells for various clinical applications,
circumventing crucial ethical concerns regarding destroying embryos
(Selvaraj et al., 2010, p. 215).

</NERE#SIA >
ZmE+H515 ) #r8E5 | AEE.

The surprising finding that only four factors can reprogram fibroblasts
into iPS cells has led to an explosion of interest in the field of regenerative
medicine. One of the reasons why the finding had a dramatic impact on the
scientific community is that "iPS cells derived by cellular dedifferentiation
are virtually indistinguishable from embryonic stem (ES) cells" (Selvaraj et al.,
2010, p. 215).

< B35/ >
FRECHESEMBRZEXARE , BREAABCHXE,

The surprising finding that only four factors can reprogram fibroblasts
into iPS cells has led to an explosion of interest in the field of regenerative
medicine. One of the reasons why the finding had a dramatic impact on the
scientific community is that iPS cells have the same ability as embryonic stem
(ES) cells to differentiate (Selvaraj et al., 2010).

U EEA—TEREERSHNRG , (FA B33 =2 (518 )1 fRRRHL.

References

Selvaraj, V., Plane, J. M., Williams, A. J., Deng, W. (2010). Switching cell fate: the
remarkable rise of induced pluripotent stem cells and lineage reprogramming
technologies. Trends in Biotechnology, 28, 214-223. doi:10.1016/
j.tibtech.2010.01.002.
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<BIA>

Selvaraj et al. (2010) claimed that iPS cells have the same ability as embryonic

stem (ES) cells to differentiate.

References

Selvaraj, V., Plane, J. M., Williams, A. J., Deng, W. (2010). Switching cell fate: the
remarkable rise of induced pluripotent stem cells and lineage reprogramming
technologies. Trends in Biotechnology, 28, 214-223. doi:10.1016/
j.tibtech.2010.01.002.

<#HB>

Selvaraj et al. (1) claimed that iPS cells have the same ability as embryonic

stem (ES) cells to differentiate.

References

1. Selvaraj, V., Plane, J. M., Williams, A. J., Deng, W. Switching cell fate: the
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Caution points of Writing a report

Find and make use of reliable reference
literature when writing a report.

Understand the copyright rules clearly.

Use quotations and reprint, when making use of
others’ works.

If you use the words of others as if they are your
own writing, it will be deemed plagiarism.

Lengthy copying of others’ writing in areportis a
dishonest act of copyright infringement.

Falsification or modification of experiment or
research data is a dishonest act.

When using reference literature, be sure to quote
them based on the correct rules.

Pay special attention to the infringement of
copyright and portrait rights when publishing
sentences and pictures online.
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