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Academic Board
VILLA COLLEGE GUIDET,INE
ASSIGNMENT SUBMISSION

All your individual/group assignments/assessments SHOULD BE submitted to the RESPECTIVE FACULTY
eff'ective from 6th June2012. You are required to do TWO SUBMISSIONS:

o SUBMISSION ONE - HARD COPY: You are required to submit your hard copy into the box
placed at Reception.

o SUBMISSION TWO - SOFT COPY: You are required to submit your soft copy to the specific
email created for each faculty which is specified below.

You are ST'RONCI,Y ADVISED to follow the guidelines stated below when submitting your assignments to
avoid any confusion and future correspondences on the submission process. Please be informeci that you are
subjected to be PtlNAl,lzb)l> if you failto follow the specific rules.

SUBMISSION ONE - HARD COPY

l) Submit the HARD COPY of your assignment into the box of the respective faculty (FACULTY NAME
wrLL BE WRTTTEN ON THE BOX)

a. Submit the hard copy BEFORE ltl:00hrs of the due date. NOTE that assignments will be
collected and the box will be emptied at exactly l8:00hrs. Any assignment submitted after
l8:00hrs will be regarded as a LATE SUBMISSTON and you will be penalized according to
rules followed for late submission.

a) On the cover of the assignment, clearly write your name, student ID, your tutor name (if the tutor
is different from the lecturer).

SUBMISSION TWO. SOFT COPY

2) Submit the SOFT COPY to the email of the respective faculty (refer below) by 23:59hrs.

E-MAIL ADDRESS RESPECTIVE FACULTY
fes.assisnrnents@vi I lacol lege.eciu.m v Faculty of Educationai Studies

fi ct.assi gnments@v i I lacoiiege.edu.rnv Faculty of Information Communication Technology
fbm.assi gnments@vi I I acol lege.edu. m v Faculty of Business Management

fs is.assisnments@vil I acollese.edu.m v Faculty of Sharia and Islamic Studies

cfs. assignments@vi I lacol Iege.edu.m v Centre for Foundation Studies

While emailing make sure you follow these steps:
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