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Format requirements for writing assignments

Note: Work that does not conform to these requirements will be returned to you uncorrected and ungraded.  You will not receive credit for handing in an assignment until it meets the format requirements.  To receive credit and a grade, you must make the required changes and resubmit the paper.  

· Hand in all work on A4 paper. 
· Unless you are otherwise instructed, put each assignment in a separate clear plastic sleeve (Klarsichthülle).  Do not use staples or paperclips, and do not use any kind of binder. When handing in the second version of an assignment, put all parts of that assignment (e.g., plan, version 1, revision memo, feedback sheet, and version 2) in a single plastic sleeve.
· Print on ONE side of the paper ONLY.

· Word-process all your written assignments; in-class writing may be an exception to this requirement, but check with your class teacher. 

· Use standard fonts (e.g. Arial or Times New Roman) that are easy to read. Do not use anything below 12-point font size (Schriftgrad).

· At the top of the page, flush with the left-hand margin, include the following header information (single-space this information): 

· Your name and 
· Your matriculation number and status in E-SC (HF/NF/FBW for 2008 PO, LA-Gym/non-LA for 2011 PO)
· Your email address and phone number 

· The name of the class (e.g. "ULS 2 - 1-b”)

· The class teacher's last name (e.g. Sutherland)

· The name of the assignment (e.g. “Descriptive Paragraph,” “Exemplification”) – ask your teacher if you are not sure what to call it!

· The version number (i.e. "Version 1.1," "Version 2”) Note: Revisions made based on feedback from classmates (peer review) are indicated by changing the number to the right of the decimal point (Version 1.1, 1.2, etc.). Only after you have received feedback from your teacher does the integer change to Version 2.
· The date on which you hand in your work to your teacher – not the date on which you were supposed to hand it in! Remember to change this date each time you hand in a new version.
· Leave a blank line, then list your specific problem areas (i.e. persistent problems with accuracy, structure, organization, register, etc.).  To save space, you may put this and the list of strengths on the right-hand side of the paper, across from the other header information.
· On the next line, list aspects of the text you think were particularly well done (strengths).

· Leave at least two lines blank, then type (centered and in bold-face type)
· A suitable title for the text that follows. This is generally not the same as the name of the assignment.  Remember, the title is your first opportunity to focus your reader’s attention, so choose one that does so.  Leave a blank line between the title and the body of the text.

· Indent the first line of every paragraph, including the first one; use “hard returns” only at the end of a paragraph; do not add any blank lines between paragraphs. 

· Double-space the body of the text (doppelten Zeilenabstand) so there will be room for your teacher to write in comments on the text, and for you to write in your own comments, ideas and corrections during discussions of this version. 1-1/2 line spacing is not acceptable.
· Leave a right-hand margin of 5 cm (i.e. 5 cm from the edge of the paper to the text), and a left-hand margin of 2.5 cm.
· If the text is more than one page long, use page numbers in the footer, and include your name, the name of the assignment, and the version number for easy identification. 

· If asked to do so, count the total number of words EXCLUDING the header, title and any quotations. This applies to all in-class essays, and may apply to all assignments.
· Use the apostrophe key (Shift + #) for contractions (e.g. doesn’t, wouldn’t) and possessives (Julie’s, Ian’s).  Do not use the two accent signs (´ and ` in the top right-hand corner of the keyboard). These you need for words like café or vis-à-vis, but not for contractions and possessives. Use “English” inverted commas or quotation marks; do not use the German ones „wie diese.“ 

· Use primary and secondary sources where appropriate to support your assertions, but be sure you attribute them appropriately and correctly. When citing sources, refer to the writing resources listed below for correct bibliographic forms. Plagiarism (intellectual theft) is not tolerated; plagiarised work will receive a failing grade and the student will not be given credit for having completed the assignment.  See the department policy on plagiarism or my web site for details.

· Keep copies (ideally both printouts and electronic files) of every assignment you hand in.

· Some (but not all) language teachers accept electronically submitted assignments: ask your class teacher whether (s)he is willing to receive your work via email or not. If you do send your work via email – and indeed, any time you communicate with your teacher via e-mail, the following additional points apply:

· use a clearly formulated, information-rich subject line to prevent your message from being overlooked (e.g. "ULS Anglebury News Story", "Presentation Skills: Summary of Rudolph Reindeer's Presentation", and NOT "letter 4U", "my homework" etc.);

· in the body of the e-mail message, if given the choice by your teacher, indicate whether you prefer to have the assignment marked electronically or printed out and marked as hard copy;

· send her/him your work as a separate attachment, NOT in the body of the email itself;

· make absolutely certain that the filename of the attachment is unique and recognizably yours; unless your computer is still running under the DOS operating system, filenames can be up to 32 characters long, so include your name, an abbreviation of the assignment name, and the version number in the filename – in other words, something like this: jan-schmidt-UWSdescr-2.rtf

· save and send your document as a Rich Text Format (.rtf) document to ensure that your teacher can open it (Do not simply save it in the usual format and then change the file extension!); 

· use a standard font (e.g. Arial or Times New Roman) that you can safely assume the recipient will also have installed. Automatic substitutions made for fonts that are not installed on your teacher's computer may make the text very difficult to read! For the same reason, avoid using non-standard symbols;

· ensure that your attachment is virus-free before sending it!!!

· ask your class teacher to confirm that (s)he has received both the email and the attachment, and that (s)he has been able to open the attachment (the university’s spam filter is sometimes unpredictable);

· Again, keep your own, separate copy of any file you send your language teacher – we cannot be held responsible if the email self-destructs on its way to us, and papers sometimes do get mis-filed! Indeed, we strongly recommend keeping both a printout and a backup copy on a USB stick or other storage medium.

Making your list of problems work for you: Remember to write the list of YOUR 4-5 syntactic, formal, or stylistic 'problem areas' at the head of all your written work for language classes – before you start writing. Use it as a checklist when you proofread your work; compare your list with the feedback you get from me; review and revise the list each time you hand in an assignment (if there are no changes, ask yourself what more you could to to eliminate the persistent problems).

On a separate line, include a list of the specific strengths of your text, those aspects that you think are particularly well done (e.g. structure, tense sequencing, particularly appropriate turns of phrase).  

Some useful Internet Writing Resources, including links to Online Writing Labs and Bibliographic Reference Guides can be found on my web site: http://www.uni-bremen.de/~jsuther/owl_links.html, http://www.uni-bremen.de/~jsuther/mla.html, http://www.uni-bremen.de/~jsuther/apa.html  

Basic correction codes for written language work

Note: These are general guidelines; individual teachers will indicate where their codes differ.  There is some overlap among these codes.
Here is a list of the marking codes I most commonly use on papers:

	straight underlining = mistake (-½ or -1)

"wavy" underlining = not a mistake in accuracy, but stylistically not quite what I think you intended to say 

 word crossed out or (word, etc. in round brackets) = unnecessary and undesirable

[square brackets around a phrase, etc.] = symbol refers to whole phrase, etc.

underlined text = repeat mistake           
     X                               
	(parentheses around underlined text) = mistake, but no penalty, e.g. name misspelled, very unusual word 

underlining  +  dots beneath  =  word or phrase

. . . . . . . . . . . . . = incorrectly identified as a mistake

( = particularly apt argument, choice of word or expression, fine turn of phrase, or elegant translation
¶ or § = the symbol for 'paragraph'


|| constr = non-parallel construction; use parallel construction to make text easier to read

A = aspect - incorrect use or omission of Progressive aspect (*'Shakespeare was living all his life in England') or Perfect aspect (*'I am here since October'). See “V” below. 
Ad or adj/adv = adjective / adverb usage confused (*'Sheila can sing good'; *'Her behaviour is not normally')

AE / BE = American English / British English
Art = incorrect usage (or omission) of article (*'The Heathrow Airport'; *'a elephant'; *'Can you play guitar?')

Awk = awkward construction.  Needs reformulation; may contain both syntactic or lexical errors and stylistic problems.  
Bad link = linking word or phrase is inappropriate (doesn’t support meaning or structure)
Coll = collocation (*'robust coffee'; *'strong music')

Constr/syn = error in sentence construction (syntax)

Econ or wordy = formulation is unnecessarily verbose
Emph = reorganize expression for appropriate emphasis

Expr = entire expression contains incorrect vocabulary, or syntax, or a combination of both

F = (in translation work) too free rendition of the original into the other language

Ger/DE = German, not English syntax and/or vocabulary - "Denglish"! (*'Peter really goes me on the alarm clock, because he always late to university comes!'; *'When do I become my steak?'; *'Romanistics')

Gr = grammar - admittedly a very sweeping term, but used where the other terms don't apply (or the teacher is too tired to categorize errors). If necessary, ask for more information.


Idiom = incorrect form or inappropriate use of idiomatic expression

Meaning? = meaning is unclear
MW = missing word(s)

Nr/#/pl = number (*'this cats'; *'The police has just arrived'; *'He have been here 6 months')

¶, ¶ top.sent., ¶ unity, ¶ coh., ¶ dev. = paragraph topic sentence, unity, coherence, development
P = punctuation (*'My father who was Irish loved cats'; *'a 20 year old pig')

Prep = incorrect preposition (*'at the morning')

Pron = incorrect pronoun

Pron ref. = incorrect pronoun reference
R/reg = register (e.g. inappropriate use of abbreviations and contractions ('isn't' etc.) in formal contexts)

Ref = faulty reference or agreement ('he' referring to 'some people'; *'one can park his car here'); in free-writing work, this can include references in the text that are unclear to the reader from the context.

Rpt/repetitious = a lexical item repeated too soon or too often

S = (translation work) fundamental misunderstanding of the sense of the original text; (free-writing work) the sense or meaning of what has been written is unclear to the reader in the given context 

Sp = spelling (*'recieve'; *'I hope Manchester United don't loose the next game') 
St/style = strange style

S-V = subject-verb agreement
T = incorrect tense (*'Peter comes to see me yesterday').  May appear as VT
V, VA, VT, = error in selecting the appropriate verb-form (e.g. active(passive, subjunctive, ‑ing(infinitive, irregular verb form, incorrect auxiliary, conditional constructions), aspect or tense 
W = incorrect word or word form

WC = incorrect word choice; used under a wavy line indicates lack of precision
WO = faulty word order (*'Sally eats always for breakfast muesli')
Vocab = incorrect vocabulary, because the word does not exist in English or because the word is being used here in the wrong context or sense 
