
Tip #14  Mechanics 
 
 
Mechanics refers to the technical aspects of writing: punctuation, spelling, and a few others. 

Hyphen [ - ] ς General  

Rule: Even though a hyphen [ - ] is commonly associate with separating parts of words at the end of a 
line of text (suggest turning off the hyphenation function in your word processing software), most 
times nowadays a hyphen is used for joining words. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
* Always consult a collegiate or unabridged dictionary to verify the nuances of words before using them in your 

final draft. 
Source: partially adapted from Scientific Style and FormatτThe CSE Manual for Authors, Editors, and 

Publishers, 7th ed. 2006, pp. 61-63; pp.74-75. 

 

Hyphen [ - ] & Compound Adjectives 

 
Compound adjectives 䛊」ྜᙧᐜモ䛋 are formed when two or more adjectives work together to 

describe or modify the same noun: past participle (-ed, -n, others 㐣ཤศモ) or present participle 

(-ing ⌧ᅾศモ



well-established rule 

1. ORIGINAL 1. REVISED:  3 WORDS = SINGLE A



 

Be careful with double compound adjectives 

 

6. ORIGINAL 6. REVISED 

 

 

 

 

 

 

 

 

 

7. ORIGINAL 7. REVISED 

 

 

 

 

 

 

 

 

 

 

 

 

Hyphens and Prefixes （接頭語） 

 

Always consult a collegiate or unabridged dictionary to verify which prefixes require a hyphen [ - ] and 
which ones do not before using them in your final draft. 
 

 

8. ORIGINAL 8. REVISED 

 

 

 

 

 

 

 

 

 

 

9. ORIGINAL 9. REVISED 

 

 

 

 

 

 

 

 

 

 

 

The single-coil method and the 
multi-coil method were employed 
to investigate the 100 Tesla class 
magnetic field. 

The single- and multi-coil methods were 
employed to investigate the 100 Tesla 
class magnetic field. 

The two-dimensional aspect and 
the three-dimensional aspect 
were considered. 
 

single-digit number written out 

(see “Numbers 10, Guideline 2”) 

 

Both two- and three-dimensional 
aspects were considered. 

 
Two- and three-dimensional aspects 
were both considered. 

Obstetrical information was 
obtained from medical records 
and dietary and lifestyle 
information was from 
selfadministered questionnaires. 
 

Obstetrical information was obtained 
from medical records and dietary and 
lifestyle information was from 
self-administered questionnaires. 
 

A quasilinear system is a control 
system in which the relationships 
between the input and output 
signals are considerably linear 
despite nonlinear elements being 
present. 

A quasi-linear system is a control system 
in which the relationships between the 
input and output signals are 
considerably linear despite nonlinear 
elements being present. 



 

PREFIXES NOT USING HYPHENS* 
aero aerostatics micro microfossil 

after aftershock mid midbrain 

ante antepartum milli millisecond 

anti anticodon mini minicomputer 

astro astrophysics non nonconductor 

auto autoimmunity over overtone 

bi bivalve para paramyxovirus 

bio biomechanics photo photochemistry 

chemo chemotherapy physio physiotherapy 

co coenzyme phyto phytopathology 

counter counterimmunoelectrophoresis poly polyarthritis 

de denitrification post postprecipitation 

di diketone pre prediabetes 

electro electrosurgery pro proinsulin 

exo exopathogen pseudo pseudopod 

extra extrasystole re recombination 

geo geochemistry semi semiconductor 

hemi hemianesthesia stereo stereochemistry 

hemo hemodialysis sub subspecies 

hyper hyperventilation super supersaturation 

hypo



 

10. ORIGINAL 10. REVISED 

 

 

 

 

 

 

 

 

 

 

 

Punctuation:  parentheses  (  )   

 

Rule: Use parentheses [ ( ) ] to enclose incidental explanatory matter including words, phrases, or 
even other sentences. Though this material is important enough to be included, it is not intended to 
be part of the main statement. This material uses clarifies or defines the preceding text without 
altering its meaning. Use to de-emphasize; hence, may not be essential but may be helpful to some 
readers. 
 

She severely bruised her femur (or thighbone) in the accident. 
 
 
When parentheses stands are used at the end of a sentence, the ending punctuation is placed 
outside the final parenthesis.  
 

Ecotourism is accommodating heightened demand in more regions 
(Fennell and Nowaczek, 2010). 

 
 
Do not follow spelled-out numbers with numerals in parentheses representing the same numbers. 
 



 

 

12. ORIGINAL 12. REVISED 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

13. ORIGINAL (GOOD STYLE) 13. REVISED:  WHEN LISTING (FOR EMPHASIS) 

 

 

 

 

 

 

 

 

 

 

 

 

 

Spelling 
 



 

16. ORIGINAL 16. REVISED 

 

 

 

 

 

 

 

 

17. ORIGINAL 17. REVISED 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

18. ORIGINAL 18. REVISED 

 

 

 

 

 

 

 

 
 

When romanizing foreign words, be sure to follow the guidelines of the style manual you use. 

 
 Romanization 

 Preferred Older Styles 
English Japanese Kana spelling Revised Hepburn Kunrei-shiki Nihon-shiki 

 

Mount Fuji ᐩኈᒣ 䜅䛨䛥䜣 Fujisan Huzisan Huzisan

 

http://en.wikipedia.org/wiki/Mount_Fuji
http://en.wikipedia.org/wiki/Tea








 

4. Grammar 

  

 Subject-Verb Agreement American British 
  The staff is … The staff are 
 The committee is … The committee are … 
 The faculty is … The faculty are … 
 
 

 


