TASK 2: Read the practice reading text and answer the following questions.

	1
	What do you understand by survey work? Why does it take fairly long to produce high standard results?

	2
	What is regarded as a main problem concerning the quality of final year projects?

	3
	Which problems can occur concerning the total word count?

	4
	Mention at least two more points that should be taken into consideration while producing a project.






Time Management

Poor time management skills are one of the major reasons for poorly quality graded or failed projects. The following points may help you to 'Time Manage' your project:


· Do not wait until you have done all of the reading before you start writing. Start drafting out 
your first chapter(s) once you have done some initial research into the area.
· Make yourself a timescale with realistic plans in it, e.g. one chapter of 1500 words per week.
· Survey work, e.g. questionnaires, always takes longer than expected. Remember that data collection can be quick but good data analysis takes a lot longer and will typically involve computer analysis.
· If your survey work, case study, etc. is only one chapter within the whole study or report, then keep it within reasonable proportions. 
· Do not wait to find out that a busy organisation does not have time to respond to your requests for information, interviews and so on. Get on with the rest of the project with a back-up plan in case you cannot do what was originally intended.
· Do not panic if things start to go wrong, e.g. you cannot get vital data
· Remember that drafts have to be written and then re-drafted, after advice from tutors, 
friends, and your own second thoughts.
· Allow plenty of time for final proof-reading, possibly e.g. a week. Many final year projects can be jeopardized by being rushed towards the end.
· Collect all of your references together as you go. Disciplined use of good referencing techniques in your own database or card indexes will be useful.
· Good presentation may not gain you marks but poor presentation may certainly lose some. Do not spend a lot of time on fancy presentation if you have glaring errors of spelling, punctuation or grammatical constructions within the project.
· Keep frequent checks on the total word count to make sure you are within allowable limits - you may well be penalized if you exceed a word limit. 
· Ensure you know the requirements for layout and presentation before you start to produce the finished final version.
· [bookmark: _GoBack]Time spent on constructing a good contents page (detailing page numbers for each chapter and section) pays great dividends in adding to the professional feel of the whole. This often has to be a 'last minute' job, e.g. you need to know what the page numbers actually are before you can write the page numbers into your List of Contents section.

