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All assignments must be presented in an appropriate presentation folder and include the assignment front cover sheet (handbook) and target sheet (Moodle). 
[bookmark: _Toc304277571]
Paper
White, A4-size, with sufficient opacity to prevent any show-through: to achieve this we recommend 80 – 100 gm.

Print
Text should be printed in black ink on one side of the page only.  This prevents show-through and helps to ensure that photocopies are clear.  

Character or Print Height
Print or character size should not be less than 10 point, but, normally, the text-size would be equivalent to 12pt Arial. 

Word Count
The word count on assignments should be 5000 words. There is a 10% leeway either side of this limit. Therefore the word count on each piece of work should not fall under 4500 or rise above 5500 words.

Margins
Margins should be 4 cm wide on the left-hand side and 2 cm on the right hand side.

Line Spacing
One-and-a-half line spacing should be used in the main text.  However, single spacing should be used in indented quotations.

Page Numbering
Pages in the module should be numbered sequentially.  

Structure
This will depend on the assessment tasks selected for each module.  Students will be guided by tutors for each aspect of assessment (Moodle).

[bookmark: _Toc304277572]Reference List
You must use the Harvard Method of referencing (Moodle).
[bookmark: _Toc304277573] Appendices
Material which is too bulky to be included in the text but which you think is important and to which you refer.  (guidance on Moodle)
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