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GUIDELINE TO PREPARE ASSIGNMENT AND COVER PAGE 
 

A.  PAGE SET UP FOR COVER PAGE 
 

Top  : 1” 
Left  : 1.25” 
Right  : 1.25” 
Bottom : 0.6” 
 
Paper type 
Colour : White or any colour suitable with the subject  
Weight : More than 80g 
 
Binding 
4 – 15 pages  : Staples and binding tape 
More than 16 pages : Ring binding / Comb binding  

 
B. GENERAL FORMAT FOR ASSIGNMENT 
 
1. Font type  : Times New Roman  
     (Size: 12 point) 
    : Arial  
     (Size: 11 point) 
 
2. Spacing between lines: Double  
 
3. Any writing must complete with the below format:- 
 

1.0 Introduction 
 
2.0 Communication Problems in the Third Countries 

2.1 Government policies 
(Explanation) 
2.2 Language Barriers 
(Explanation) 
2.3 Culture 
(Explanation) 
  

3.0 Conclusion  
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C. AN EXAMPLE OF COVER PAGE 

 

KOLEJ IKIP’S LOGO 

 

SUBJECT NAME (size: 18 point) 

SUBJECT CODE (size: 18 point) 

 

ASSIGNMENT’S TITLE (size: 20 point, bold) 

 

PREPARED BY: (size: 18 point) 

STUDENT’S NAME  

IDENTITY CARD / MATRIC NUMBER 

COURSE CODE 

 

PREPARED FOR (size: 18 point) 

LECTURER’S NAME  

 

DATE OF SUBMISSION: 

(size: 18 point) 

 

SCHOOL OF DIPLOMA STUDIES, KOLEJ IKIP (size: 18 point) 

 


