STUDENT ASSIGNMENT TEMPLATE
A.   STEPS TO BE FOLLOWED
Step 1 – Broad Outline
A broad outline of the subject is to be prepared in writing. This ensures that the boundaries of the study are defined and direction is established.
Step 2 – Basic Bibliography
A basic bibliography is to be drawn up. The most authoritative and latest editions of books, journals, and magazines are to be used. Titles of doubtful usefulness may also be included. Complete bibliographic details are to be recorded from the beginning, with exact information on the location of each source.
Step 3 – Reading and Note-taking
A general idea of the subject is to be obtained through initial reading. Primary sources are to be studied carefully, followed by more rapid reading of secondary sources. Notes are to be taken systematically so that relevant materials are organized for later use.
Step 4 – Working Outline
The notes are to be re-read and arranged in proper order. A clear and interesting approach is to be developed. Major points and sub-points are to be identified and organized logically, ensuring clarity and progression of thought. The scope of the study is to be limited to manageable lines, and irrelevant material is to be excluded.
Step 5 – First Draft
The first draft is to be written in accordance with the working outline. Ideas are to be presented carefully and fully, with attention to continuity and transitions, without concern for perfect wording at this stage.
Step 6 – Final Draft
The final draft is to be revised thoroughly for accuracy, clarity, forcefulness, and readability. A suitable title is to be selected. The work is to be rewritten or typed neatly, following the prescribed format. A Table of Contents and a Bibliography are to be included in the completed paper.
B.    ANNEXURES
Annexure A – Specimen Title Page
Annexure B – Table of Contents Format
Annexure C – Bibliography Format
· All references are to be listed under a single heading: Bibliography. 
· Entries are to be arranged in alphabetical order of authors’ surnames. 
· If there are multiple works by the same author, entries are arranged by year of publication. 
· The first entry carries the author’s name in full; subsequent works by the same author are represented by five hyphens. 
· Titles of books and journals are italicized; article titles are placed within quotation marks. 
· Each entry begins flush left, with the second and following lines indented five spaces (hanging indent style). 
· Single spacing is to be used within an entry, and double spacing between entries.
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