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Academic Writing
Writing good paragraphs

An eszav
paragraphs. Below are some points to remember:

or report genarzlly consists of 3 mumber of paragraphs. Many stodents are confsed about

Layout

* A paragraph should khave an empty line before and after the parazraph. Start each new
paragraph at the margin — indenting the first line is old-fashiovned now.

Length

# DMany smudents belisve that a paragraph has to be a cermin length. In fact, paragraphs m

eszays should nsually be berwesn about 3 and 10 senfences long, but the length is less
tmportant than the soucmre

Structure

# Each paragraph should deal with one major, geoeral point, and all the informaton o i should
be relared to thar poinn.

» Informaton in the essay should be grouped so that sll the mfonnaton related to the topic of
the paragraph 1s insids the paragraph.

# Every paragraph in zn essay shonld have s topic senfence. The topic senfence states the mam
point of the paragraph.

#  Unless you are very good af writing paragraphs, it is a good idea to make the first sentence the
toOpic senfence.

# The fopic sentence should be followed by severzl supporting sentences, 2ach one related
clearly to the topic semtence, such as specific details, evidence supporting sn opinion,
defininon, explanaton, examples, eic. This material shounld be grouped together in categories
where neceszary.

Example

The first sentence 15 the
topic sentence,
ntreducing the main

| pomt of the paragraph.

The second ssntence 15 a
supporting sentence. [t
defines an andit.

Aunditing hn? tradifionally been the primary ser\'iie' offered by most public accounting
businesses. adit i i ination i 1 R 4 i
supporting documents and records in order to form an opinion s to whether the financial reports
comply with scoommnns standards and pressnt a mue and fair view of the entity’s operating results and
state of affairs. Hanks and other lending instmtions fraquently reguire an aadit by an independent
acconntant before making a loan to a business. Companies thar offer their shares for sales normally
prepars 3 report that includes a set of andited financial reports, and annual suwdited reports must be
presented thereafer if the shares are waded through the Australian Stock Exchange. Creditors and

investors who nse financizl reports in decision-making place considerable reliance on the andit report.
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The lazt thres supporting sentences
explam the importanes of the audit,
usmg examples.



In some cases the DEE - “Define — explain — example” stmonoe may be nsed for supporing
sentences. Below 1s 2 paragraph using this stmchure.

| Define | Explain | Topic sentence

Another fictor fhat ingst be talen into account is materiality. The
IASC Framew smates: - “Informiztion is matenal if its omission or
misstatement could influsnce the economigdecizions of users taken on the
bzsis of the financial statements™. In other words, very small smounts of
money should ot be mentionsd specifically, because this would lead o
extremely long and over-detailed repores. Instead, items may be zronpad
together vnder one beading, for example, thegrieces of equipment owned by
a large factory msy be grovped tofher. In cerain cases ifems may even
be treated differently if they are not considered material; lElr example, the
purchase of tools may be meated as an expense mstead of an asser if ir
Tepresents an smount that is very small compared with the Sompany’s total
aszets (Camegte ef al 1999, p. 307 [ - '
Example

Supporting sentences

Cm the next page i3 2 section called Public Accounting from the textbook dccounting in dustralia
(Hogzett and Edwards 2000, p. 100, The section consists of an mrreduction followed by a paragraph
on 2ach of the three types of public accowmnng. Each of thase paragraphs has 2 simple fopic sentence
zt the beginning. These topic sentences state the main topic of the paragraph, bur they also have
spother fanciion: to link the paragraph to the oneis) before it and to the general topic of the whols
section (Public Acconnfing).
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Topic sentences are m bold. The second and thard
topic sentences link the paragraphs together.

Public Accounting

Public accountants practise in buisinesses that offer their professional services to the public. These
vary from small, single-office businesses to very large intemational orgamizations with several
thousand employees. DBecause of the complexity of today’s. business structure and increasing
regulations by government, members of public accounting businesses tend to specialise in one of three
general services: anditing, taxation or management advisory services.

Auditing

Auditing has n'ad.i.l.'j:nna]]_\' been the primary service offered by most public accounting
businesses. An audit 15 an independent examination of a' business entity’s financial reports,
supporting documents and records in order to form an opinien as to whether the financial reports
comply with accounting standards and present a true and fair view of the entity’s operating results and
state of affairs. Banks and other lending institutions frequently require an audit by an independent
accountant before making a loan to a business. Companies that offer their shares for sale normally
prepare a report that includes a set of audited financial reports, and annual audited reports must be
presented thereafter if the shares are traded through the Australian Stock Exchange. Creditors and
investors who use financial reports in decision-making place considerable reliance on the audit report.

Taxation services | Link to previous paragraph -
Another serrité‘ offered by accountants is advice concerning the tax consequences of business
decisions. Individuals and business entities have to collect or pay various forms of taxes including
income tax, capital gains tax, sales tax, payroll tax, fringe benefits tax, local government rates, and
customs and excise duties.  Accountants are often engaged to aid in tax planning to minimise the tax
liability of the business, consistent with the mles and regulations established by taxing agencies. Few
business decisions are made without considering the tax consequences. Accountants also are often
called upon to prepare the state and federal tax returns required by law. To offer such services,
accountants must be thoroughly familiar with federal and state tax laws and regulations.: They must
also keep up to date with changes in taxation law and court cases concerned with interpreting taxation
law, which occur frequently. |

Link to previous

Management advisory services
~ | paragraphs

- v
Although audit and tax serviceshave traditionally been the mainstay of public accountants,
management advisory services have become increasingly important in recent vears. While
performing an audit, accountants offen discover defects or problems in the client’s accounting system.
It is natural for the accountant to adwvise the client on means of correcting defects and improving
procedures for the purpose of producing more efficient operations and related cost savings. Clients
expect these recomunendations and often engage the accountants to undertake additional
wmvestigations fo improve operations. Public accountants offer a wide range of advisory services,
some with little relationship to accounting. Services provided include advice on such events as:
installation of computer systems, production systems and quality control; installation or modification
of accounting systems; budgeting, forecasting and general financial planning: design or modification
of superannuation plans; and company mergers and takeovers.
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Common paragraph mistakes
Here are some paragraph mistakes from previons years' Accountmg essavs.
Paragraph 1.

Onee identified and meazured, 1 i1z zommarized and classified, recorded and
communicated through the key i'i.uapcinl reports.

%

This 15 not a paragraph because it consists of a single sentance. To make things
warse, the word “1t” 15 used, which Imks this sentence to a previous ssmtence. “It”
can cnly be used to refer to something in the same paragraph. Sc the sentence momst
be part of a larger paragraph.

Paragraph 2.

The process where one records, clazsifies and reportz iz knmown as accounting, and
useful accounting information can assist in important decision maldng,

_'-‘ Such information can be interprefed through key financial statements like the Profit
and Loss Statemelt-and the Balance Sheet where claszification and summarization are
necessary. Lhat is, it identifies Revenue, Expense, Asset, Liabilities and Proprietorship
{all element: of accounting). T

Thera 1z 3 zood lmk betoreen the first and

Herz the spacmg mdicates two paragraphs second semtence (“such mformation™) but
where there should be only one (thers iz an this link would work much better insids a
empty line in the middle). paragraph. So the two sentences should

be joined wp into one pazagraph.




Paragraph 3.

Thais 15 not a paragraph becanse it 15 only one sentence and alse because
it consists of only a direct gquotation. Direct quotations should alwavs
be part of 2 longer paragraph. They should be used o support the main
pomt of your paragraph, not to make 1t

Hogzett and Edwards (2000, p.]3}.;tﬁ'té'thh*'"ﬂcmunting information is very uzeful in
providing decizion malkers with information about the cutcome: or results of their
decizions. Ounee these outcomes are known and imvestigated, decision makers will be
able to evaluate whether their decizions were correct or whether new decjzions will be
required.” \

The rule: for direct quotations state that 2 gquetation more than 3 lines long
should be prezented without quetatien marks (<) and mdented like this:

Hoggett and Edwards (2000, p.13) state that:

Accouniing mformation 15 very useful m providing decizion makers with
information about the outcomes or results of their decizions. Once these
outcomes are known and mvestizated, decizion makers will ba able to
evalnate whether their decisions wers comrect or whether new decizions
will be ragured.

The first sentence 15 separated from the rest of the mformation,

bast if 1t was intended as a toplc sentence 1t 15 not a good one. It

annoumeas the next fazk to be undertaken by the wrter, and this
Paragraph 4. iz not good business style.

Now a distinction miust be made between azsets and expenses.

Assets »
Accounting bodies have stated that an azset must have characteristie: including the
following:
* It must be a resource offering future economic benefic through itz use or
exchange.
* Tt must be under the contral of the entity,
* It must have be-erracquired in a past, external transaction

Dot points should not
be used i the essay for

this subject.

Thera chould never be a headmg mn the muddle of a
paragraph (n fact thers should not be headings at all
1 essays for this subject).
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This paragraph deoes not have a
Paragraph 3. topic semfenmce and fres o
melude too nunch infermation | Thers are at least 2 main points

A 4 \

In the case of Shining $kies Ltd, umbrella manufacturers, painting the company loge as
part of a mew advertsing campaign, the expectation would be attracting more
customers to increase the company profitgbiity, The total cost of 55,500 should be
regarded as improvement and hence ren}r&ed as an aszset. S4000 zpent on repainting
the cars which were damaged by an unusually fierce hailstorm including the company
loge should be referred to as maintenance because the cost was incurred to sbtain the
benefit which was initially expected. The 54000 iz an expensze and would be réiu:-rted in
the Profit and Los: Statement. To be an aszet or expensze the item or event has to match
itz definition (asset/expense) or fulfil certain eriteria. This iszue will be dizcuszed in the
following sections. W

This sentenica would be 2 good link with
following paragraphs, but the stodent should
also further discuss the previous 1ssue, which
15 equally important.

It begin: with a topic sentence
containing a link to the previous and
following paragraphs (“Firstly ..."}.

Paragraph 6.

This paragraph is good. It deals with a
sinmgzle main point.

Firztly, to determine whether an item i an azset, accountants refer to SACH which
defines aszetz asgfuture economic benefits controlled by the entity as a rezult of past
tranzactions or other past events" (Bazley et al 2001). Shining Sldes advertizing
campaizn meets all of the above eriteria. The advertizing will provide benefits bevond a
cne-year peried, Shining Sldes Ltd controls the loge on the car;i-and the transaction has
oceurred, therefore it m:_ets the criteria for an aszset. ]

;s The rest of the paragraph applies the
The topic sentence 15 gensral, - definifion to the curTent situation.

containing 2 defimtion m a .
guote,  which 15 well The paragraph comes to a conclusion
integrated into the sentence. and feels “finished”.
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