






















Using skills successfully III

Do I fulfil the task in the way I write?

Criteria

i divide the text into sensible paragraphs.

i find subtitles/key phrases for the paragraphs.

i once more compare my completed plan/outline with the task.

if necessary, i make alterations.

i always put my name and date on my written paper and leave a large margin 
for corrections.

i always write legibly, even for a first or rough draft, in case i don’t have time to 
produce a final draft.

While writing i use my outline and notes.

i start a new paragraph for each aspect of my outline.

if i change the order of the aspects while writing, i make a note of it in my 
outline, so that i do not lose track.

i make sure that i support my statements with explanations and/or examples.

if i use passages from somebody else’s text, i indicate the source.

i know how to quote correctly and do so.

i link my arguments and paragraphs by using appropriate words and phrases.

i carefully plan the time i have available for the task, so that i am able to revise 
what i have written.

i compare what i have written with my plan/outline. if i have missed something 
important, i complete my text by adding footnotes (or better endnotes) on 
a separate sheet of paper.

i use dictionaries/encyclopaedias and, if possible, the
computer spell check to revise my text.

I can find hints concerning oral contributions under „Taking part in lessons and classroom discussions“
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