Assignment Checklist


· Submission is a single Word or PDF file, clearly labelled with your student number and module code.
· Font style - Times New Roman, Arial or Helvetica
· Font size -12 for text and 14 for headings
· Ink colour – black only. If the work invites for creative or alternative formats, you can slightly add colours to sections, graphics and other elements.
· Line spacing – 1.5 line spacing and 2cm- 2.5cm page margins
· Quotations more than three lines to be indented 1 line spacing
· One line space between paragraphs, paragraphs must be left aligned
· Pagination (your written assignments should have page numbers) 
· All tables and figures are internally referenced and have a title (Titles of tables on top, titles of figures on the bottom of the figure).
· Word count checked and written at end of text or cover page.
· Assignment is within 10% of the word limit (excluding references and any appendices)
· All references in the text are included in the reference list
· Correct referencing following the Harvard style, as described in the Palgrave study skills book ‘Cite them Right’.
· Correct spelling using UK English
· Correct use of punctuation
· Grammar and syntax correct- double check 
· I have read my assignment out loud to myself and it makes sense and is easy to read
· Somebody else has read my work and it makes sense to him or her!
· I have checked and I have not plagiarised 
Failure to follow these guidelines will cost you marks!

