The Extended Essay in a Nutshell 
The structure of the written essay is very important.  Indeed, a properly formatted, well written document helps overcome the sometimes weak research that has fed the document.  So as you prepare your final document, take into account much more than dotting the I’s and crossing the T’s.  Write with intent and thoughtfulness as you gather the material for your paper.  Make sure each sentence is clearly written and says what you have planned.  Make sure each paragraph is well introduced, well transitioned, and well organized.  Do not let the words of your paper confuse your reader.  When in doubt ask yourself: ‘have the last few sentences and/or paragraphs spoken directly to my question?’  If not, then a rewrite is necessary.  

The essay has some required elements, listed and briefly explained here:

Title Page—your title should be a clear indication of your question, but it need not be in the form of a question.  Your name, your school, your candidate number, your subject area, your session, your word count, and your submission date should be on the title page.

Abstract—all EE will have abstracts.  An abstract presents an overview of the EE: questions, methods, findings.  It should be the last thing you write.  It shall not be longer than 300 words.  

Table of Contents—as implied, this page will inform the reader of the structure of the paper.  Indicate all headings and their pages here.  Obviously this means your paper needs to have numbered pages.  

Introduction—all good papers need to have a good introduction.  Be sure yours brings your reader into the frame of thinking you undertook to both research and write this EE.  Introductions vary greatly in their length, but never in their clarity.  A well-written introduction goes a long ways in establishing the quality of your paper.  

Body of Work—this is the meat of your paper and it includes key writing on the methods you used, the developments you underwent, and the results you reached.  All of the ideas of this paper that came to you through your resources need to be cited, so in this section we should see many cites.  It is preferable but not required that you have clearly labeled ‘chapters’ in this section of the essay.  Those labeled chapters make up the information on the Table of Contents page.  

Conclusion—you are the one to answer your question, based on your research and your reasoned look into the data you have collected.  This section reveals your answer to your question.  No one should be able to leave your paper without knowing what you have to say about that question.  And you should endeavor to be sure that what you have to say is original, interesting, and thoughtful.  

References—this is where your bibliography goes.  Throughout the work on this paper you will have used many sources to answer your question.  You will follow a particular referencing format, probably that one which is used within your select subject area.  Your mentor can help you there.  Remember, all researched ideas in your paper need to be cited, and the source from where each cite came becomes a reference point.  Do not underuse citations or resources.
Appendices—if you have data or other information that needs to be a part of the paper but does not fit well within the body of the work, you will need to add appendices.  Do that here, after the references.   

Acknowledgements—if you wish to acknowledge anyone who might have helped you in your research or writing of the paper, you will do that between the abstract and the table of contents.   

Note: The Extended Essay is a 4,000 word essay.  However, the only words that count toward those 4,000 will be the words in your Introduction, Body, and Conclusion.  Good Extended Essays are submitted with fewer than 4,000 words, but you should be careful not to get too close to the 3,500 word mark (as a bottom).  3703, 3672, 3815 all would be good totals.  
Your submitted paper will be ‘approved’ by your mentor.  You will have a document for her/him to sign at the time of submission.  The paper will then be browsed by either Ms. Noel or me.  It is the task of your mentor, Ms. Noel, and me to assure the IBO that any papers their readers receive meet the basic criteria stated in the guide.  If your paper doesn’t, you may be asked to make corrections OR you may be informed that you are no longer a diploma candidate.  This will depend entirely on the nature of the possible shortcomings of your paper.    MAKE SURE YOU KNOW THE GUIDELINES AND THAT YOU FOLLOW THEM WELL.
The final paper is due on October 30.  On that day you will submit the paper and the signed ‘approval’ form from your mentor.  You will submit the paper and form, in hard copy, to me.  Any student not submitting their paper on that day will submit it to Ms. Braiman on some other day.  She will be the determiner as to the final acceptance of any late papers.  

