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			Assignment 2 – Worksheet 
Section 1: Understanding the Task
1. What is the total word count required for the report?
2. What percentage of your overall grade does this component represent?
3. How many students should be in each group?
4. How many topics do you need to choose for the report?
5. List the four possible topics provided in the brief.

Section 2: Report Structure
6. How many main sections should your report include?
7. What should you include in the Introduction section? 
· (Hint: Think about purpose and structure.)
8. What is required in the Definition of the skills section?
9. For Importance of Skill 1 and Skill 2, what two contexts should you discuss for each skill?
10. How many strategies should you provide for improving each skill?

Section 3: Content Planning
11. Which two topics will your group choose? 
· Topic 1: __________
· Topic 2: __________
12. Write a short definition for each chosen skill in your own words.
13. Why do you think these skills are important for academic success?
14. How might these skills be useful in a professional or business environment?

Section 4: Strategies
15. List at least two strategies to improve Skill 1.
16. List at least two strategies to improve Skill 2.

Section 5: Conclusion
17. What should the conclusion of your report include?
18. How can you make sure your conclusion is clear and concise?

Section 6: Group Roles
19. How will your group divide the work? (e.g., research, writing, editing)
20. What is your deadline for completing the first draft?
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