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1. TASK

Identify and analyse the task 
carefully

Read the marking criteria

Summarise your view

Identify what you know

2. INFORMATION 

Collect and record 
resources

Make notes

List your references

3. ORGANISE

Create a mind map 
or make a list

Plan your time

4. REFLECT & EVALUATE

Do you have enough 
evidence?

Do you need further 
sources?

Has your idea changed?

5. OUTLINE AND DRAFT

Assess how many words 
you need for each idea

Construct the first draft

Ensure the marking 
criteria has been 

addressed

6. FIRST DRAFT

Work on the structure 
and paraphrasing

Ensure you have 
evidence to support 

your ideas 

Construct a reference 
list

7. FINAL DRAFT 

Is the question 
answered?

 Are the marking 
criteria addressed? 

Check the structure. 

Do a final edit.
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2. INFORMATION 

3. ORGANISE
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https://www.acap.edu.au/forms/assessment-extension-request/
https://www.acap.edu.au/forms/assessment-extension-request/
https://classes.navitas-professional.edu.au/course/view.php?id=7438
https://classes.navitas-professional.edu.au/course/view.php?id=7438
https://sls.navitas-professional.edu.au/
https://sls.navitas-professional.edu.au/contact-us
https://sls.navitas-professional.edu.au/one-one-sessions
https://sls.navitas-professional.edu.au/one-one-sessions
https://www.acap.edu.au/current-students/services-and-support/accessability-disability-service/
https://www.acap.edu.au/student-resources/support-services/accessability-disability-service/
https://www.acap.edu.au/student-resources/support-services/accessability-disability-service/
https://libguides.navitas.com/home
https://libguides.navitas.com/home
https://www.acap.edu.au/student-resources/forms-and-policies/


•

•

https://www.acap.edu.au/student-resources/student-central-your-studies/assessments/grade-table-and-gpa/
https://www.acap.edu.au/student-resources/student-central-your-studies/assessments/grade-table-and-gpa/


o

o

o

o

o

https://sls.navitas-professional.edu.au/assignment-types
https://sls.navitas-professional.edu.au/preparing-your-assessments
https://sls.navitas-professional.edu.au/how-reference-and-write-integrity
https://sls.navitas-professional.edu.au/help-what-does-my-assignment-question-mean-3
https://sls.navitas-professional.edu.au/lets-get-critical-how-write-critically


•

•

•

•

feesandloans
@acap.edu.au

mailto:LearningHub@acap.edu.au
mailto:LearningHub@acap.edu.au
mailto:studentcentral@acap.edu.au
mailto:helpdesk@acap.edu.au
mailto:helpdesk@acap.edu.au
mailto:feesandloans@acap.edu.au
mailto:feesandloans@acap.edu.au


http://sls.navitas-professional.edu.au/

http://sls.navitas-professional.edu.au/


Thank You! 

https://www.surveymonkey.com/r/SLSWebinarSurvey
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