Checklist for producing academic writing

In pairs, look at this list of points for producing a good piece of academic writing and discuss them.  Give each an importance rating (5 = very important, 1 = not very important) and write YES or NO according to whether you always do each of them when producing a piece of academic work.

1.    Analyse the title/essay question to ensure you have understood what is needed 

2.   Make a plan/outline

3. Go to the library and read /take notes

4. Choose what is relevant from your reading

5.  Expand your original plan and order points

6. Make headings; sub-headings

7. Write an introduction

8. Write a conclusion

9. Include references to support your argument 

10. Proof-read 

11. Think about how to help your reader understand

your argument

12. Try to use a formal style

13. Try to be clear and concise

14.  Support your ideas with quotation and paraphrase as necessary

15. Check your spelling

16. Search to find the precise expression for what you wish to say

17. Check your grammar

18. Check your punctuation

19. Put a reference list or bibliography at the end as appropriate 

20.  Use  an essay cover sheet

21.  Insert page numbering on your writing

22.  Use tables and charts and refer to them in your text

23.  Give captions and figure numbers to any tables and charts

24.  Draft and redraft to achieve the best piece of writing

