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• To p rovid e  the  ne ce ssary writte n, nume racy and  re se arch skills 
for stud y, includ ing  source s of information.
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• Go to  m e nti.co m
• Ente r the  cod e : 5 1 4 2 2 6 8

• How d o you fe e l whe n you hear 
the  p hrase  “acad e mic writing ”?
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Unive rsity. 

• We  will look at the  skills and  stag e s common in many typ e s 
of acad e mic writing . 
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• Anxie ty ab out writing  is ve ry common at Unive rsity

What stop s me  from writing ? 

• The  b lank p ag e  is ve ry off-p utting  
• My mind  g oe s e mp ty
• I d on’t know whe re  to  b e g in
• I just can’t g e t d own to  it
• I am not as g ood  as o the r p e op le
• The  id eas g o  round  and  round  in my head
• I worry ab out sp e lling , g rammar and  p unctuation
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Re p o rt Essay
Provid e s ob je ctive  information. Pre se nts a write r’s claim or arg ume nt.
Hig hly structure s into  se ctions id e ntifie d  b y 
head ing s.

Structure d  b y p arag rap hing  with ke y p o ints 
id e ntifie d  in top ic se nte nce s. 

Se ctions can b e  read  in iso lation. Parag rap hs are  read  in the  context o f the  
whole . 

O b je ctive  re p ort and  analysis o f facts. Sub je ctive  arg ume nt o r inte rp re tation. 
Ground e d  in p ractice  b ut can link to  
the ory.

Ground e d  in the ory b ut can link to  
p ractice . 

For a sp e cific aud ie nce . For a g e ne ral aud ie nce .
Includ e s tab le s, g rap hs and  d iag rams. Meaning  is conve ye d  throug h text. 
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Plan
• O b je ctive s
• Re search
• O utline

Write
• Writing
• Phrasing  /  

Word ing
• Layout 

Re vise
• Grammar 
• Proofread ing
• Ve rify 

Purp ose
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you start writing .
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Be  care ful no t to  sp e nd  so  much time  on p lanning , 
you run out of time  to  write . 
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Work out how many word s you can write  for each 
se ction. 

Start with whate ve r se e ms easie st. 

Ke e p  g oing . Don’t worry ab out style , sp e lling s e tc. 

State  thing s clearly and  in short se nte nce s. 
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each d ay will q uickly ad d  tog e the r to  comp le te  your 
assig nme nt. 

Re g ular, small b outs of writing  can he lp  to  ke e p  your 
work on track. 

Ge tting  into  the  writing  hab it and  d oing  it re g ularly 
can he lp  to  make  you more  flue nt in your writing . 
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Make  sure  you have  use d  consiste nt head ing  and  
sub head ing  style s. 

Che ck citations. 

Che ck e ve rything  looks neat, we ll p re se nte d  and  in 
ord e r. 
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• Font: Use  clear, e asy to  read  fonts like  Time s Ne w Roman, 
Calib ri o r Arial. Size  11.

• Line  Sp acing : Use  1.5 line  sp acing  unle ss sp e cifie d  
o the rwise .

• Marg ins: 2.54cm all round  (Word ’s d e fault)

• Page  Numb ers: Bottom of p ag e . Should  start afte r the  title  
and  conte nts p ag e s. 

• Head ings: Main se ction head ing  & sub -se ctions 
numb e re d . 
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• Punctuation make s all the  d iffe re nce !
• Your work will read  much b e tte r with g ood  use  of 

p unctuation
• Ple nty of online  re source s for corre ct p unctuation rule s
Pa rag rap hs
• Break up  larg e  b locks of text whe re  ap p rop riate
• Long  b locks of text are  d ifficult to  read
• Each p arag rap h should  have  a consiste nt sub je ct
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Lang uag e
• Avoid  p e rsonal p ronouns.
• Avoid  ab b re viations. 
• Avoid  misp lace d  conjunctions.  
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