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·The assignment writing process 

·Analysing assignment questions ςactivity

·Academic integrity and plagiarism

·How to use the Harvard referencing system ςactivity and 
quiz

·Using your own voice - paraphrasing

·What is academic writing?

·Finding resources on the web



Assignment tasks at PG level

·Discussion: which program are you doing?

·What kinds of assignment tasks are you expecting?

·What is your academic background?



The assignment writing process
There are various forms of academic writing in BUE and assignment tasks vary according 
to the Program, Course and discipline practices e.g.

Most undergraduate programs:

·Essays (Communication, Management).

·Case studies (Business, Marketing).

·Reports (Commerce, Business). 

·Tests, Exams (Accounting, Economics).

·Online discussions (any course).

Most post graduate 
programs:

·Projects

·Research papers

·Proposals 

·Literature reviews

If the task is new find out how whatôs needed, look for 

models and use online resources



10 Steps to writing an 
assignment

1. analyse the question

2. research the answer

3. read and note

4. use information from readings to develop a response to 
the question

5. organise a well-structured paper



10 Steps to writing an 
assignment

6. write in academic English and without gender bias

7. link your answer to the question

8. Check the feedback sheet to see that you have covered 
all aspects of the question

9. integrate your references in your answer

10. meet presentation requirements as state in the course 
information (due date, word length etc).



Question analysis in 3 steps

Question analysis in 3 steps

1. What is the task word

2. Using the task word ask what?

3. Define the limits



Sample assignment question
Assignment 1 ςEssay (1,500 words)

5ŜŦƛƴŜ ǘƘŜ ŎƻƴŎŜǇǘ ƻŦ ΨaŀƴŀƎŜƳŜƴǘΩ ŀƴŘ ŘƛǎŎǳǎǎ ǿƘȅ ƎƻƻŘ 
management is important in the quest for organisational 
efficiency, effectiveness and productivity?



Question analysis
1. What are the task words?

2. What are the content words?

3. What are the limits?



Sample assignment question
Use the 3 step question analysis technique to find the task 

and content words for this question.

Define 3 types of leadership styles and discuss their relative 
ŜŦŦŜŎǘƛǾŜƴŜǎǎ ƛƴ ǘƻŘŀȅΩǎ ŜŎƻƴƻƳƛŎ ŎƭƛƳŀǘŜΦ όнллл ǿƻǊŘǎΣ 
due 5.00pm December, 10th 2009)



Question analysis
1. What are the task words?

2. What are the content words?

3. What are the limits?



Academic integrity and plagiarism 

Discussion:

academic integrity 

and plagiarism and 

its implications for 

students



Harvard Referencing System

1. Discuss sections of the HRG and how to use it.

2.    Avoiding plagiarism and referencing quiz using the 
Referencing Guide.

3.   Discuss answers with reference to the guide.



Paraphrasing and using your own voice
·From your readings and lectures and research make a 

decision about how you will answer the question or task

·You can quote sources directly and use direct quotations 

·!ƭǎƻ ȅƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ ōŜ ŀōƭŜ ǘƻ ǇŀǊŀǇƘǊŀǎŜ ǇŜƻǇƭŜΩǎ ƛŘŜŀǎ 
and use them in your writing to back up your point of 
view


