External Liaison Project – Session 19th Feb 2018 - Georgia McKie
Assessment Component 2 (of 2) – (25% of entire Major and External module)  (3,750 words equivalent)
A Written Report - A reflective summary of the External Project execution and the ensuing result. This should be a lively, colourful and inspiring submission.  Use strong images and photography to reinforce your written analysis.  Allow this to reflect your creative discoveries and ambitions.
Notes for concluding your External Project Report
Key words
· Analyse
· Evaluate
· Evidence
You need to be incredibly thorough in the way that you organise and present your External Project.  Do not submit a rambling pile of letters, emails, leaflets and paraphernalia!  Ultimately it is your evaluation of the experiences encountered that matters. 
Word Count – although the equivalence measure on your brief (see excerpt in grey above) says 3,750 words, when you are considering the actual experiences that you have undertaken as part of this module brief we can make an allowance for the word count of the report.  I suggest that you aim for 3000 words, applying the same margin of 10% either side – ie max 3300, min 2700.
Make the submission as Streamlined and Readable as possible.
Consider your report Layout.  If you are evidencing a series of experiences use a common format between each so that there is parity across the whole body of work. Use  
Titles and Headings for sections
[bookmark: _GoBack]Subsections and Subheadings– as a way to differentiate within a section.
Use bullet points 
· Where necessary
· To aid clarity
· To differentiate lists from passages of text
· The lists should still be
1. Detailed
2. Evaluative
3. Relevant
Use Space – think “composition” to aid readability
Use strong Images and Primary Photographic evidence to enhance what you are evaluating.  You could use diagrams, charts and graphs if you feel these are relevant to your report.  Scan images, evidence and gathered information rather than “scrapbook” your project.  Embed these in your report.
Consider the Audience – use your subject specific knowledge.
Ensure you Pay Attention to Detail – submit a draft for feedback.  Utilise study support if you are assigned hours with a tutor.  Utilise open access/drop in if you feel this would benefit you – there is no need to have any funding in place for this it is open to all.  Proof read, and read again.  Get a reliable proof reader to look over your work before you print the final draft.
If you are using diary excerpts to support your submission make sure this translates well to the intended reader.  Critical editing will be required – ensure they enhance the submission rather than just pad out – perhaps feature pages as jpegs rather than page after page of typed up informal notes.
If you are using a log of email correspondence to evidence research and liaisons make sure it is easy to navigate and the content is not over familiar.  Above all these should be relevant (no need to include everything but the kitchen sink).
Within the Content of your report ensure that you are reflecting against 
· the choices you made when conducting this research and why
· the decisions you have suubsequently made for the 3rd year 
· the decisions you are making for graduation or for masters level and further study
· the brief and the prep notes given at the beginning of the summer 
· any notes made on feedback sheets given at tutorials this year
Make your submission lively, colourful and inspiring.  Use strong images and photography to reinforce your written analysis.  Allow this to reflect your creative discoveries and ambitions.
MEANINGFUL, RELEVANT, SIGNIFICANT, WELL RESEARCHED, WELL EXECUTED, ANALYTICAL, ORGANISED, THOROUGH, PROFESSIONAL, WELL PRESENTED, ACCURATE.
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