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This presentation will tell you how to compose a letter to a prospective collaborator,
what information to include, and what tone to use so that the recipient will be more

likely to respond positively to your request.

June 2007



Writing to Collaborators, Celia M. Elliott June 2007

Goals for this session

Learn the rules for writing a
formal letter

mﬁ Learn how to ensure that your
==y email actually gets read

Learn how to make a Western
@ scientist want to collaborate
with your team

Goals:
1) Learn the rules for writing a formal letter
2) Learn how to ensure that your email actually gets read

3) Learn how to make a Western scientist want to collaborate with your team
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Include all elements of a formal
Western business letter

Letterhead Date
I nside Address
Subject: _
— Salutation:
Body

Closing,

Signature [

Title o

Elements of a formal Western business letter (see slide):
1) Use letterhead from your institution, if available

2) Date

3) Inside address

4) Subject

5) Salutation/ “greeting”

6) Body

7) Closing/your signature/title
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If you do not have access to
letterhead, make your own

E Institute of Cell Biophysics
= Pushchino, Moscow Region

142292 Russia

Phone: +7 (0967) 73-05-19 / +7 (095) 25-59-84
Email: admin@mars.ibioc.serpukhov.su

Make your own letterhead—be creative in order to be professional.
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After the date, type the “inside
address”

Repeats the same information that is on
the envelope

Arrange in the following order
(each bullet is a separate line):

» [Title] [First name] [Initial] [Family Name]
+» Department or Division

= Name of the Institution

+ Post Office Box or Street Address
» City, State Postal Code Country

» Inside address is a repeat of what appears on the envelope
Order:
1) [Title] [First name] [Initial] [Family Name]
2) Department or Division
3) Name of the Institution
4) Post Office Box or Street Address
5) City, State Postal Code Country
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Provide a concise, descriptive
subject line after the inside address

Restrict to one or two lines
Begin with “RE:” or “Subject:”

RE: Research Opportunity in High-Energy Astrophysics

Subject: Joint Research on Black Hole Physics and
Relativistic Astrophysics funded by International Agency

Subject line = concise description of your purpose for the letter:
1) 1-2 lines only

2) Begin with “RE:” or “Subject:”

3) PUNCTUATION is important if you want to be professional

4) See examples on slide
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After the inside address comes
the “salutation”

“Dear” [Title] [Family Name]:

If the person works at a university,
address him or her as
“Dear Professor” [Family Name]:

If the person works at a national lab or a
private company, address him or her as
“Dear Dr.” [Family Name]:

Follow the salutation with a
colon ()

Salutation = Greeting
1) “Dear [title] [Family name] (see slide)
2) If person is at natn’l lab or private company, use “Dr.”

3) Follow salutation w/ a colon (not an exclamation mark)
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The body of the letter should
cover five main points

Explain who you are and why you are
writing
Describe your work, your proposed

project, your team, your facilities and
resources, your qualifications

Explain why you need a collaborator and
what the collaborator’s duties are

Specifically ask the person to be
your collaborator

Provide contact information and
offer to answer any questions s

Body — 5 Main Points:
1. Explain who you are and why you are writing

2. Describe your work, your proposed project, your team, your facilities and
resources, your qualifications

3. Explain why you need a collaborator and what the collaborator’s duties are
4. Specifically ask the person to be your collaborator

5. Provide contact information and offer to answer any questions
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1. Explain who you are and why
you are writing

Identify yourself

Explain that a U.S. collaborator is needed
for a proposal that you are preparing
for an international funding agency

Describe your scientific interests and
qualifications

Tell the person how you learned of
his research interests

Explaining who you are:
1. Identify yourself

2. Explain that a U.S. collaborator is needed for a proposal that you are preparing
for an international funding agency

3. Describe your scientific interests and qualifications

4. Tell the person how you learned of his research interests
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2. Describe your proposed project

Explain the project’s objectives and
methods

Describe preliminary results or your
success on related problems

Introduce your team and their qualifications

Describe the facilities and resources that
will be used for the project

Emphasize your unique capabilities

Explain what the collaborator will
gain from participating in the

project

10

Describing Your Project:

Explain the project’s objectives and methods

Describe preliminary results or your success on related problems
Introduce your team and their qualifications

Describe the facilities and resources that will be used for the project
Emphasize your unique capabilities

A i

Explain what the collaborator will gain from participating in the
project

10
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3. Explain why a collaborator is
needed and what his duties are

Provide information about the funder and
the purposes of the program

List the collaborator’s duties
+» Review the research plan
+ Assist with the submission of the proposal
= Provide technical guidance
+ Host visits from your team
= Visit your laboratory

Give eligibility requirements for
the collaborator

= Must be a U.S. citizen
+ Must hold a PhD or equivalent 1

Explain your NEED for the collaborator and his/her DUTIES:

1. Provide information about the funder and the purposes of the program

2. List the collaborator’s duties

Review the research plan

Assist with the submission of the proposal

Provide technical guidance

Host visits from your team

Attend a workshop in Russia OR YOUR HOME COUNTRY

3. Give eligibility requirements for the collaborator

Must be a U.S. citizen
Must hold a PhD or equivalent

June 2007
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4. Specifically ask the person
to be your collaborator

Emphasize how he will benefit from
working with your team

Give him a deadline for his reply

Ask him to pass your letter on to
colleagues who might also be
interested in collaborating with you

Ask him to give you suggestions
on how to improve your proposal

12

Specifically ask the person to be your collaborator:

l.
2.
3.

Emphasize how he will benefit from working with your team
Give him a deadline for his reply

Ask him to pass your letter on to colleagues who might also be interested in
collaborating with you

Ask him to give you suggestions on how to improve your proposal

June 2007
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5. Provide contact information
and offer to answer any questions

Include your complete (and correct!)
email address, phone, and fax number

Refer him to your English-language
technical publications; provide

complete bibliographic citations and
URLs if possible

Give addresses for websites that
give information about your
institution, your facilities, and
your research group

13

Provide contact info and offer to answer any Qs:
1. Include your complete (and correct!) email address, phone, and fax number
2. Refer him to your English-language technical publications;
3. Provide complete bibliographic citations and URLs if possible
4. Give addresses for websites that give information about your:
e institution,
* your facilities

* your research group

13
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Use a standard Western closing

Use one of the following phrases:
= Very truly yours,
= Sincerely yours,
» Respectfully yours,

Follow the closing with a comma (,)

Leave four blank lines for your signature
Sign the letter in blue or black ink
Write neatly

After the blank lines, on one line
print your name and title

14

Standard Western Closing:
* Very truly yours,
* Sincerely yours,
* Respectfully yours,
1. Follow the closing with a comma ()
2. Leave four blank lines for your signature
» Sign the letter in blue or black ink
*  Write neatly
3. After the blank lines, on one line print your name and title

June 2007
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An email message should be as
professional as a formal letter

Include the same five main points
Put your name in the “From” line

Use a descriptive “Subject” line
““tetter™

“‘Collaborator Needed for Bilateral U.S./

Astrophysics”

Polish Research Initiative in High-Energy

Send the message with “High Priority” r

15

Email messages should be AS PROFESSIONAL AS a formal, mailed letter:

1. Include the same five main points
2. Put your name in the “From” line
3. Use a descriptive “Subject” line

1. Do not say for the subject “Letter”

2. Ex: “Collaborator Needed for Bilateral U.S./[your country] Research
Initiative in Hepatitis C Recombination Incidence and Prevalence ”

3. Send w/ HIGH priority

June 2007
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Ele Edit Miew
iNew | & GoReply CEoReplyto sl o Forward

Favorites  Tools  Ackions  Help

This is what | see every morning ...

& Inbox - Microsoft Dutlook

=18 ]

Type a question for help &
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? - i elock

outlook: Inbox
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Tue 6,/29/2004 5:29 AM
Tue 6,/29/2004 5:22 AM

RE:kvygves,GDND - Hot News - The st0ck will go c... Tue 6/29/2004 4:59 AM
Mail Delivery {failure webmaster@mail.physics.u. Tue 6,29/2004 3:44 AM

[y Shartcuts
Gther Shortcuts

Mail Delivery {failure cmelliot@uiuc.edu)

Tue 6,29/2004 3:40 AM
Tue 6,/29/2004 3:36 AM
Tue 6,/29/2004 3:14 AM

Delivery Error {webmaster@mail.physics.uiuc.edu) Tue 6,29,/2004 2:11 AM

B4 @ tfgirjuz@slh.com
B4 0 wgreenou@s.psych.uiuc.edu
&4 @ ¥anillas D. Hilt
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Tue 6,29/2004 2:09 AM
Tue 6,/29/2004 1:32 AM
Tue 6,/29/2004 12:38 AM
Tue 6,/29/2004 12:37 AM
Tue 6;,29/2004 12:12 AM

Mon 6,/28/2004 10:35 PM
Mon 6,/28/2004 9:51 P
Mon 6,/28/2004 9:51 F

340 Items, 50 Unread

& 5tartl 7] Inbox - Microsoft... LI 2 Reminders

1) 2 \Windows Explorer '| Microsoft PowerPain, . |

2« B Al azoam

This is what your potential collaborator sees every morning in his/her inbox ...

a few genuine messages in an ocean of spam

Most Americans to do not read every email message we receive (we simply cannot)
so we scan quickly down the list, looking for messages from people we know, and

deleting—unread—anything that we don’t recognize.

2

June 2007
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= Inbox .

Make sure your message doesn’t
look like an email virus or spam

|V|Suhject |Recei\-’ed o [;I

| !|D|Q|From

B4 Tony Leggett

Sat 8/2/2003 2:44 PM

Insert 4 (for Project Description,topic {d) (fed)
Sab 61212003 11:34 AM

Projeck cumenat:

£y Tony Leggett

T O admin@mail, physics.id,

f &
f

A, T

£y Tony Leggett

. WioUr Sccount oigoondo

Sat 8/2/2003 4:40 &M
Cahinet Meeting Tuesday Auausk 5 = 33 PM

Publications acknowledging expiring grant Fri &/1/2003 4:47 FM
1 Lof. etk i i Erig/1/2003 4:25 PM

5y Tony Leggett

f PP =S
srdf Frig/1/2003 6:00 &M
Frane200d Cornetock Drize in Dhycic Pt eone 300 PM

ares P Sihcher
£ Charles P, Siichter
% Susan M. Larson

Fwd: 2004 Comstock Prize in Physics Thu 7/31/2003 1:40 PM
Re: Mew MSF Report onGender Differences in the Careers of Acade... Thu 7/31/2003 12:20 PM ;I

If it does, most Americans will
delete it without ever opening it

Make sure your message doesn’t look like an email virus or spam or

it will get DELETED

The first circled message is spam; the second, from someone I did not know, with a
subject line that was also unrecognizable (it should have said Crdf), was very likely

to get deleted, unread.

June 2007
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As | nearly deleted this one...

# Deleted Items .

0 Chemistry

attachment

date is set js b

Webmonkey ... Webmonkey Fri a Fri 7/18/201
| tprpKathie H... The American Hospital Directory / American Hospitals / Hospital Inform... Fri 7/18/2003 4:... —1
B4 Gabriele cmelliot be lean,fit and young longer Fri 7/18/2003 3:...
=] [FIRSTHAME]L. BT T s = =iai=l
MARIAM ABA..  [fe £dt yew et (pmat  Jook  Achons L 3
B CarolAdams | goney | g nenly oA | SR | & % D8 X 4 e e e g BHEL
| lacos =41 — T - o e
= lnene Al T Qg |E BT S O — e
100 Yo rephed on ATLBIEKE 027 AR, Chck e o find &1 related messages
From: Chenistry [chenidemy.ab.az] Serd: Fri 7{18/2003 718 AM
Tue QUL R PR
(<5}
Subpect:

#etachments: B8 une 21 doe {22 kE)

It was a request from a scientist for help
with a CRDF proposal

‘ 18

[ |@|From | Subject |Received JJ_ No Subject,
Ali Mol i
Mchammed  INVESTMENT Fri7/1 : no sender’s name
Fri 7/18/2003 £:40..,

One consultant that works with grantees nearly deleted this email, which was
actually a request for help with a CRDF proposal . . .

Why would I delete this message? Because it looks like spam—
It doesn’t look like it came from a real person (the From: is “Chemistry”)
It does not contain a subject line

It contains an attachment—the preferred method of propagating email viruses

June 2007
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Make sure your email supports
Latin alphabets—in the header, too

Fram: webmaster [webmaster@127.0.0.1] Sent: Non
To: webmaster@mail. physics. uiuc, edu
Cei

Subjeck:  30MEGAAESIIMEGOUOEHOE ~ AUE chaet - 101 9003A8

Inbox .

Gx*@pikodis
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1dhcizinldeuiddiiintu, Suadie EO52 08T 48 CGI; ¢PHP  ¢MYSQL ; ¢30L | ¢cACCESS  ¢ASF | oJ

faxaiipipecs; £0arcn ARG 2 Oupifl 6 £

Important message from
a Russian colleague

|\7 | Subject

Spam from Israel

'/ 11 |@|From || Subject /0 |gljrom
@ § Faula Haviik C-CAR Febmi @ Re: (Fwd) Nominations f
ala Havli b, minL Re: "wish list"
i Lisaochoa Fe: Fwd: RE: Re — ko istockphota
i ics Mews 1. Bfaaneidis Re: Plang>
+gi 856 Pri - " Hiella Fr N
P - Fg  Irina khomeriki Hella From I
Fgy  Jack Machel Re: Do you .
Fg  Jeff Ellott RE: Russial ——F

19

Make sure your email supports Latin alphabets—in the header, too
Spam from Israel and other UNSUPPORTED fonts look the same and ARE

DELETED

June 2007
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Incorporate your message directly
into the body of the email; do not
send it as an attachment

From: whlee@cems.ntu. edu, ba

¥ Re: Word file - Message (Plain Text)

Elle Edit “iew Insert Format Tools  Actions  Help

Sent: Sat 7i3(2004 3122 AM

To: webmaster@mail. physics. uiuc. edu . .
i Email virus from
Subject:  Re: Word file -
Talwan % from Baku - M (HTML) ol x|
B from Baku - Message =

Type a question for help =
GoReply | €RiReplytoal | o Forward | S YK e B

| | A lale 7 u|=

=101 |

Attachments: (2] alertkxt (17 KE)
» ee the attached file for details.

File Edit ‘“iew Insert Format Tools  Actions  Help  Type a questionforbelp

CoReply  Reply oAl 48 Forward | S R E | e Y

| gl A ale £ u|==:
Al

From: Miftali Usuboy [nifusuboyv@yahoo,com] Sent: Wed 7/23/2003 6:31 &M
Toi cmeliot@uiuc, edu
e

Subject:  From Baku

attachments: B project Proposal 1.doc (20 kB); B Project Proposal 2

Please, look attachment.
Sank you.

Do you Yahoo!?
Aol | T

L TE TR, AR N PR (A TR S

Don’t send your message as an attachment!

Most computer viruses are in attachment form and this may be another reason your

message will be DELETED before it is read.

June 2007
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Put yourself in your colleague’s
place; why should he want to
collaborate with you?

You must be familiar enough with his
research—his current research—
to explain what he has to gain by
working with your team

The more personal you can make your
initial letter, the more likely you’ll be

to get a response

21

Put yourself in your colleague’s place:

1.
2.

Why should he want to collaborate with you?

You must be familiar enough with his research—his current research—
to explain what he has to gain by working with your team

The more personal you can make your initial letter, the more likely you’ll be to
get a response

June 2007

21



Writing to Collaborators, Celia M. Elliott June 2007

Send your letter well in advance
of any deadlines

Send it via “Air Mail” to avoid delays

Allow time for the letter to be delivered

to your prospective collaborator
Usually takes 3 to 4 weeks for mail to go
from FSU to US, even via air mail
Takes 2 to 3 months via regular mail

Allow time for your collaborator to

think about your proposal,

consult with colleagues, and @
send a response back to you

22

Send letters requesting collaborations IN ADVANCE of deadlines!

1. Send it via “Air Mail” to avoid delays
2. Allow time for the letter to be delivered to your prospective collaborator
» Usually takes 3 to 4 weeks for mail to go from FSU to US, even via air
mail
» Takes 2 to 3 months via regular mail

3. Allow time for your collaborator to think about your proposal,
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for the envelope

Be sure to use Western formatting

Dr. Stanislav Kolesnikov
Institute of Cell Biophysics, RAS
Pushchino, Moscow reg.

142292 Russia

Professor Celia M. Elliott
Department of Physics

1110 West Green Street
Urbana, IL 61801-3080 USA

University of Illinois at Urbana-Champaign

Remember “Air Mail”

e}

23

Example of Western Formatting for Envelope (see slide)
Remember AIR MAIL

June 2007
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If you fax your letter to a scientist
in the United States...

Standard US office paper is wider and
shorter than A4 paper used in Russia
and Europe

Some fax machines, particularly older
ones, may cut off the bottom of your
letter if the text area is more than
27 cm from the top of the page

THUS, print your letter with wider
bottom margins before you fax it @

24

A word on FAXES:

1. Standard US office paper is wider and shorter than A4 paper used in the FSU
and Europe

2. Some fax machines may cut off the bottom of your letter

3. THUS, print your letter with wider bottom margins before you fax it

24
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Increase the chances that a

Address your letter to a real person
Use the web to find names, titles,
and addresses

Do not send a letter to “President” or
“Director” or “Rector” or “Sir”

Follow the “KISS” rule
Keep 4
It ‘
Short and
Simple

scientist actually reads your letter

—the probability that it will get read = 0

25

To increase the chances that someone READS your letter:

1. Address your letter to a real person

* Use the web to find names, titles,
and addresses

* Do not send a letter to “President” or “Director” or “Rector” or “Sir”

—the probability that it will get read = 0
2. Follow the “KISS” rule AKA “keep it short and simple”

June 2007
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Here's the
person who
Is going to
receive your
letter or
email ...

KISS!

26
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Improve your chances of a positive
response

Be direct

“I write to ask you to consider serving as the
American principal investigator on a joint
Polish-US project to carry out numerical
studies of binary black hole dynamics and
waveforms”

Be concise
Try to get all important information on
one page

Put supplementary information in
attachments or refer to URLs m

27

Improve chances of a POSITIVE response:
1. Be direct

* EX: “I write to ask you to consider serving as the American principal
investigator on a joint Russia-US project to study the effects
of non-ionizing radiation on human
epithelial cells.”

2. Be concise

* Try to get all important information on
one page

* Put supplementary information in attachments or refer to URLs

27
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Come directly to the point

Example of a Poor Opening

Dear Laboratory Director:

In recent years NM generally and NF in particular
have attracted great attention. Transition to
nanocrystalline (nc) state is believed to be
accompanied by increase of hardness, wear
resistance and other properties. However, the
relationships between crystallite size in NF and
their physico-mechanical/chemical properties have
not been adequately studied. There is lack of
understanding nature of size effects especially with
regard to many PVD methods such as IBAD,
d.c/r.f. magnetron sputtering and unbalanced
sputtering (CMS and UMS), EBPVD and others
which are used to produce advanced NF.
Therefore, from the above, having decided by way
of example Ti-B-N film as model system, and
joining forces of different teams at VNIIM, our
group is interested in preparing a proposal to the
ISTC to study these problems.

Example of a Good Opening

Dear Professor Jones:

I write to ask you to consider becoming the U.S.
investigator on a joint U.S./Russian project to
study the effects of crystal size on the properties of
TiBN thin films. My group at the Bochvar
Institute of Inorganic Materials in Moscow,
Russia, has developed a number of novel
techniques to fabricate and characterize TiBN
films. We are preparing a proposal for the
International Science and Technology Center
(ISTC), but to be considered for funding, we must
include in the project an American collaborator
who can evaluate our work and give us advice.
After reading your most recent paper in JMRS, I
am certain that you could provide invaluable help
to our group.

Poor Opening versus Good Opening

The poor opening is not addressed to the actual person, and it starts out with a very
general and vague description of current research, which the person reading the
letter already knows perfectly well. Most Americans wouldn’t read beyond the third
sentence before saying, “What is this all about? Why is this person writing to me? I
already know all this. They’re probably trying to sell me something.” and throwing
away the letter.

The good opening addresses the person directly and comes directly to the point. It
captures the reader’s attention and interest immediately.

June 2007
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Make the tone of your letter
positive and professional
Use good English

Use the straightforward language of
business—not flowery, grandiose
prose or artificially technical language

Don’t use unfamiliar Russian jargon

Don’t overuse acronyms and always
define them at first use

Be courteous but not overly familiar
Write with the expectation of a positive

response L)

Respect the reader’s time »

Make the tone POSITIVE and PROFESSIONAL:

l.
2.

NS kW

Use good English

Use the straightforward language of business—not flowery, grandiose prose or
artificially technical language

Don’t use unfamiliar Russian jargon

Don’t overuse acronyms and always define them at first use
Be courteous but not overly familiar

Write with the expectation of a positive response

Respect the reader’s time

June 2007
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Let’s review what we’ve learned
v How to format a formal letter in
Western style

v’ The five components of a letter
asking for collaboration

v'How to ensure that your letter or
email message actually gets read

v’ The tone and style of effective
collaboration messages

REVIEW:

How to format a formal letter in Western style
The five components of a letter asking for collaboration

How to ensure that your letter or email message actually gets read

AW N~

The tone and style of effective collaboration messages

Questions on the above topics?

30



