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Paragraph Writing: Check-list

Please make sure that you have fulfilled ALL of the following requirements stated in the check-list below in any written work:

1. Make sure that your text begins with a topic sentence to introduce the reader to what you are writing about. This sentence should be very general and not include any of the arguments to answer the question.

2. Make sure that the text includes 3-4 main arguments to answer the question. Each of the main arguments should be introduced by a linking word to order the points (e.g. First of all, Moreover, Finally)

3. Remember to include details and to expand on each of the main ideas included in your text 
4. Use linking words to improve the flow of the text. 
5. Be impersonal: avoid use of I, we and you. 
6. Avoid use of opinion phrases with “I” e.g. I think or I believe. Instead use in my view, from my point of view, to my mind, there is no doubt, it cannot be denied, it seems, it appears.

7. Avoid use of informal language (e.g. do NOT use verbs such as get, make and do, linkers such as but, so and because as well as words such as maybe, way or thing)
8. Avoid use of contracted verb forms, e.g. instead of “don’t” and “they’ll” write “do not” and “they will”.

9. Avoid use of vague phrases such as somehow, kind of, sort of, and so on.
Finally please make sure that:

a. Your name can be found at the top of every page you upload.
b. You use a large font size, e.g. Verdana 14
c. You use double-line spacing (mark the whole text - then hold down the Control / Steuerung key and press 2 at the same time).
THANK YOU!
