ASSIGNMENT PREPARATION CHECKLIST
Get Organised
Check your 1st Year Handbook for Guidelines on assignment writing which include:
· Assignment presentation e.g. Which typeface to use, typeface size, double spacing, reference style, how assignments/modules are assessed etc
· Do you need to use a cover sheet?
· Include your name, student number, module, lecturer’s name, assignment submission date on each page

· Get to know what gains good marks in an assignment and how to use tutor/lecturer feedback constructively

· Learn to use the four main writing styles used in Higher Education:
Descriptive

Argumentative

Evaluative

Personal/Experiential
· Learn to understand terms such as ‘subjectivity’, ‘objectivity’, ‘quantitative’, ‘qualitative’.
· Build your own subject specific dictionary

· Fully learn and understand the aims and learning outcomes of your course modules
PLAN

· Check Academic Calendar for holidays, exam dates
· Use a wall planner, include social as well as academic obligations
· Work backwards from the submission deadline and allow for all eventualities
Assignment Preparation

· Are all your lecture notes in order? Remember, it’s better to have the lecture number rather than the lecture date on your notes.  E.g. 1/12 – denotes lecture 1 of 12 lectures
· Do you have your recommended reading list/s?

· READ THE QUESTION

· Ensure your assignment has the following elements:
Beginning – (Introduction)
Middle – (Body)

End – (Conclusion)
· Ensure you follow a clear line of reasoning with linking paragraphs
· Use formal language  
· Be objective
· Include references, a bibliography and a word count
Don’t Panic - Do- SHOW HOW
http://studyskills.dit.ie/Survival%20Guide/Survival%20Guide/Home/Homepage.html
