ASSIGNMENT WRITING GUIDE

1. The Format

A major aspect of the assignment to note your assignment chart is the format. For all assignments Report Format is required. A report follows a very structured format containing the following sections, generally presented in the following order :

1.1. Title Page

The title page displays the title that has been given to the report typed in a large font. Frequently, it will also state for whom the report has been prepared, who has prepared the report (plus student number), the date and a sentence expanding on the title. The “Assignment #” must be stated at the beginning of the title.

1.2. Table of Contents

It facilitates easy access to the various sections and functions as a mini abstract of synopsis. It lists sections and sub sections, all of which should be numbered complete with the corresponding page number on which the section begins.

1.3. Executive Summary

It contains a brief overview of the entire report, complete with the purpose/scope of the report, the type of analysis conducted, how the analysis was conducted, a summary of the important key findings and recommendations. It should be one page in length and should not contain any sub headings or unnecessary descriptive information. 

The Executive Summary is not counted in your word pr page limit and should be the very last thing you write once you have completed your report and you know what you did and how you did it.

1.4. Introduction

All reports should have three major sections : the introduction, the body and body and the conclusion/recommendations. As general guide, for an average term paper, the introduction should be around 10% of your word limit and contain :

· The aim of the report.

· A brief explanation of how the report is structured, the scope of the report and the issues or overview of particular organization or topics that the report covers.

· A brief explanation of how you went about your research.     

1.5. The Body

It is where you tell the readers in full what it is they have come to find out and so it should be written in a way that the readers will fully understand what you are trying to say. It should cover :

· All aspects of the question you are required to address including identifying problems.

· The points you need to cover to achieve the aim of the report.

· It will contain section and sub section, all of which have numbered headings.

· It will contain structurally complete and grammatically correct paragraphs. Each paragraph must contain a separate idea and all paragraphs are logically sequenced.

· Theoretical evidence or your research findings must support all ideas and opinions.

· Never assume that the readers have read all the same literature that you have read. As such always state why you have included or excluded certain information.

1.6. Conclusion

This is where you tell the readers what you have just told them as a roundup of all you have just written. It ‘pulls’ all the sections in the body together in one comprehensive whole to demonstrate to the reader that you have accomplished what you set out to do. Thus, it must contain :

· A re-cap of your aim and outcomes which were stated in the introduction and tell the readers how you fulfilled your aim and those outcomes.

· An integrated overview of the different sections and how they all lead to your findings.

· Normally, there will be one or two sentences answer to the question or your aim or a confirmation or denial of your original thesis.

1.7. Recommendations

They flow out of the conclusions and tell the readers what actions need to be taken and accompanied by a rationale, supporting evidence, the barriers of implementing the recommendations and the benefit of taking the recommended actions. 

1.8. Appendices

They contain information that might be of interest to the readers, which expands upon the information that has been already discussed in the body of the paper. Appendices usually contain charts, maps, tables, extracts and questionnaires, which do not count in the word or page limit.

1.9. Reference List

· The format in general : Author(s). Year. Title. City : Publisher.

· The format for Journal/Magazine : Author(s). Year. “Title”. The Journal/Magazine. The Journal’s edition [number] : Page

· The format for all internet sources : Author(s)/Site’s owner. Year. “Title”. Web address. The date when the web was created (if any). The date of visit.

· The format for interview : The interviewee. Year. Position. Type of interview. The date of interview.

2. The Style

If one of your aims is to receive a good mark then you will make your assignments as easy and enjoyable as possible for the marker to read. So style and presentation are important. Some important guides are provided below.

· Use double line-space. The executive summary can be single-spaced as well as the reference list with a double line of spacing between each reference.

· All pages are to be consecutively numbered.

· Unless otherwise requested, include your name and student number on each page with the page number.

· Use one side only of A4 paper and must be typed or word-processed.

· All pages should be secured with a staple in the top left-hand corner. Do not use paper clips or pins.

· Ensure you keep a copy of your assignment in case the original is misplaced.

· Use the above stated format.

· Remember to spell check your paper.

· Everything that is not your own original idea must be referenced.

· You need only to mention the author(s) and the year - in bracket – in your citations, but whenever possible include page numbers especially if you cite a direct quotation.

· Use Times New Roman 12pt font except for the title page where you can use 14pt-18pt font.

· Do not use abbreviation except for the name of certain organizations, which must be recognized beforehand.

3. The Contents

Your paper must demonstrate a full academic writing standard, which is required to contain the following items :

· Clarity. For a clearer meaning and more direct and persuasive argument, use active voice. Exercising several steps of grammatical and structural checks.

· Analyze the question carefully.

· Designing a proper structure.

· Conducting an intensive research in the library and on the internet.

· Critically reading the references to produce and develop and critical analysis and persuasive argument.

· Integrating theory and data in a proper model.

