
WRITING ASSIGNMENTS 

Anyone who has attended college will know that different lecturers require that assignments are 

written in different ways. So, when it comes to a new course learners are often confused as to what 

method to use. 

There is also the question of which is the easiest and if you are studying part time then you want to 

find the easiest way possible, 

I am often asked to recommend a method and I will share that with you in this email. 

3 PARTS 

Firstly, think of the assignment as made up of three parts: 

1. The Beginning 

2. The Middle  

3. The End 

Now my advice to you is spend most of your time on the first on which I have called “The Beginning”. 

The reason for this is that if you get the first part correct the rest is easy. 

THE BEGINNING 

Firstly, remember that you are writing this in the future tense. You are saying things like “I will” and 

“we will then”. 

Start by reading the assignment. Try to extract from it all the things you are asked to do. These will 

all have verbs in them. Remember from your course in Kilkenny when we learned how to write 

objectives and we said a verb was an action word. Page 98 of the textbook has a list of “action 

words” 

Once you have your list of tasks and each has an action word associated with it see do you need to 

add in any tasks. For example, you might need to DESCRIBE (action word) your workplace. Or if you 

are asked to Compare and Contrast or Evaluate something you know that you need to have a 

CONCLUSION (an action word where you give your own opinion). 

Remember also that even if it is not asked for you may need a conclusion or to put it in the way you 

would write it you might say “And finally I will list my conclusions”.  

Once the list is created you are ready to begin to write the first of the three parts. Begin with a 

sentence like “In this assignment I will (note future tense) and then list separated by bullet points 

each item on the list. 

That’s the first part completed. But what do we call it? We call it INTRODUCTION 

Now let us move to THE END 

No I have not forgotten the MIDDLE. 

If you are using a word processor skip down a few lines and copy the text from the beginning and 

paste it in here. 

Now go through the text and change all future tense words to past tense words. For example, if in 

the BEGINNING you said “I will describe……” change it to “I described” which is past tense. 



Give the third part the title of SUMMARY. It summarises what you will have written in the MIDDLE 

bit 

THE MIDDLE 

Now go back to the blank few lines you left between the and BEGINNING and the MIDDLE.  

You must now give this MIDDLE section a title. Call it something relevant such as MY RESEARCH or 

MY ASSIGNMENT 

Then Copy the list of items from the BEGINNING section and paste them in here. 

The will probable still be in bullet point so remove that formatting. 

Also, the points will be in sentence format like “I will describe my company” so shorten these to 

something like “The Company”. 

Once this is competed you now have the headings for your assignment. 

Now you can write what is necessary under each heading having conducted your research. Make the 

headings BOLD and maybe enlarge the text. 

Once you are happy with what you have written under each heading of the MIDDLE portion of your 

assignment all you need do is add your assignment title, your name and other details at the top of 

the first page of the assignment and you are done. 

I hope this helps but remember if you are used to writing assignments a different way use the way 

you are happiest with. 

 

Pat Coughlan 


