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To the users of this manual: 
This manual was written for teachers who want to help their accounting students to become better communicators.  As a supplement to Effective Writing:  A Handbook for Accountants, 11th ed., it is intended for those who include a communication component in their accounting courses, as well as those who teach courses in accounting communication.  It will also be helpful to instructors of business communication courses who teach sections geared for accounting students. 

The manual is divided into four main parts: 

     I.  An introduction that should be useful for everyone.  Included in Part I are such topics as how to motivate students and how to evaluate their writing.

II.  Approaches to teaching accounting communication:  (1) Suggestions for accounting instructors who are integrating communication instruction into their accounting coursework, and (2) suggestions for teachers of accounting communication or business communication courses.

III.  Chapter commentaries, including teaching tips and solutions to exercises. 

IV.  Masters for making handouts or slides. 

The suggestions and materials in the manual come from our many years of experience teaching accounting students.  We hope that you find the manual helpful as you encourage your students to improve their writing, speaking, and higher order thinking skills. 

If you have any questions or suggestions, please let us know.  You can reach us in care of Pearson Education, Inc.:  

                        Pearson Education, Inc.

One Lake Street

Upper Saddle River, NJ 07458

If you would like to e-mail us directly, send your messages to the addresses below.  We’d love to hear from you. 

                                        With all best wishes,

                                         Gordon S. May                      gmay@mindspring.com

                                         Claire B. May                        c.may@mindspring.com

PART I

HELPING ACCOUNTING STUDENTS TO BECOME BETTER COMMUNICATORS


Motivating Students to Write Well


Qualities of Effective Writing


Evaluating Students’ Papers


Helping Students Improve


HELPING ACCOUNTING STUDENTS TO BECOME 


BETTER COMMUNICATORS 
Accounting students need to be effective communicators if they are to succeed in their careers, yet many of them lack the communication skills they need.  Our own classroom experiences have made us aware of their deficiencies, as have comments we hear from the professionals who hire them after graduation.  Almost everyone in the field would agree that there is a need to help our students to become better communicators, especially better writers.  

Some accounting instructors take on this task of teaching writing with reluctance.  After all, the thinking goes, if other people did their jobs (especially English teachers), our students would already know how to write.  Actually, research has shown that the causes of the poor writing skills we see are complex, and blaming any one group of people or any one institution oversimplifies the situation.  (If we need scapegoats, television, video games, and social media are probably as good as any.)  But whatever the causes of their poor writing, our students still need help, and they need it now. 

Another way to look at this dilemma, however, is the unique opportunity we have to help accounting students to become better writers (and speakers) about accounting.  Writing with precision and clarity about accounting topics can best be taught within the context of an accounting class, whether this class is a regular accounting course like principles or intermediate accounting, or a special course in communication for accounting students. 

Teaching writing within an accounting context offers at least two important advantages.  First, we can design our assignments so that students learn to write the kinds of documents they’ll encounter in practice. They will thus gain practical experience and a chance to build usable, job-related skills.      

The second advantage is that students are likely to find the writing assignments we give them meaningful, since they can see the connection between the assignments and job requirements.  If they find the assignments relevant to future job success, they may be motivated to do their best work and to improve areas where they’re weak. 

This question of students’ attitudes toward their writing deserves a closer look.

MOTIVATING STUDENTS TO WRITE WELL 

If students are to improve their communication skills, they must be convinced that they will need these skills to succeed in their careers.  Our first task, then, is to convince them that communication skills are indeed important.    

There are several ways to convince them.  The first chapter of Effective Writing discusses the importance of writing and other soft skills to the successful practice of accounting.  We can reinforce what students read in Effective Writing by giving them opportunities to hear firsthand about the importance of writing skills on the job.  We can share our own professional experiences, and we can invite speakers into the classroom to talk about the kinds of documents entry-level accountants are expected to write.  Accountants in practice make good speakers, both recent graduates and well-established, successful professionals. 

Even after students are convinced that they need to be good writers, however, there still may be other attitude problems we need to be aware of.  Many students dislike writing, and they may even be afraid to write for fear of failure. These negative attitudes probably result from bad experiences they’ve had in other courses, especially courses where they’ve received too much negative feedback on their papers. 

It is possible to help students overcome these self-defeating attitudes.  One way is to recognize and reward what they do reasonably well, a strategy discussed in later sections of this manual.  Another way to give them a better attitude about their writing is to stress two attributes of the writing they’ll do in our courses: 


They’ll be writing about accounting, which they both understand and find interesting.  Papers written about accounting topics should be easier for them than, say, an analysis of a poem or a research paper for a history course. It’s always easier to write on a subject we feel comfortable with.


Documents written for business, such as memos and letters, should be both simple and direct.  Many students will find this type of writing easier than the elaborate rhetorical styles encouraged in some disciplines.

Yet another way to overcome students’ negative attitudes about writing is to emphasize positive rather than negative feedback on their writing.  One approach is to give them either a good grade (perhaps a C or better) or no grade at all; papers receiving no grade are then revised until they merit a decent grade (perhaps up to a C).  Later sections of this manual will discuss this strategy further.

In truth, many students are capable of writing better than they think they can, or than they are sometimes willing to show us.  The key is motivating them to put out their best effort, instead of just the minimum needed to get by.  They also must be willing to work hard to improve the areas where they are weak.  We can motivate our students to improve their writing skills, then, by convincing them that they need these skills for professional success, and by giving them the encouragement they need to overcome their anxieties. 

Another way to motivate students is to assign papers that simulate the kinds of documents they will write on the job.  The assignments in Effective Writing resemble writing done by accounting professionals, with some adjustment made for the technical mastery of the students.  You may also want to design your own writing assignments to reinforce the concepts taught in accounting coursework.  The next part of the manual provides suggestions on how to design your own assignments.

PART II 

COMMUNICATION INSTRUCTION INTEGRATED INTO AN ACCOUNTING COURSE


Writing Assignments


Oral Communication Skills


Interpersonal Skills


Assigning Chapters in Effective Writing

COMMUNICATION INSTRUCTION INTEGRATED INTO AN ACCOUNTING COURSE 

An earlier section mentioned one advantage of teaching communication skills within the accounting curriculum: writing with precision and clarity about accounting topics can best be taught within the context of an accounting course.  In fact, only an instructor who is also an accounting professional would likely see the flaw in this sentence: 

The Federal Accounting Standards Board (FASB) issues official pronouncements on accounting topics.
Including writing assignments in accounting courses helps students to write with precision about accounting and offers other advantages as well.  For one thing, asking students to explain a concept in writing is one way of teaching that concept.  Looked at another way, writing about a topic may show both the teacher and the student whether the material has been mastered.  If a student cannot explain a concept clearly in writing, the chances are good that the concept should be retaught or restudied.

Writing assignments, then, are a way to teach accounting:  another pedagogical tool that you can use to teach students the course content.  

This section of the manual will suggest ways you can integrate communication instruction, especially writing instruction, into your accounting courses. 

WRITING ASSIGNMENTS

How Much Time Will Writing Assignments Require?
Some people believe that the greatest obstacle to including writing assignments in an accounting course is the time required for these assignments, both the instructor’s time and the students’ time.  Indeed, with the proliferation of new accounting standards, many instructors find themselves trying to cover more accounting content within the same number of quarter or semester hours.  Also, students must work even harder to master this growing body of material. 

We’ve already pointed out that writing assignments are a way to teach students accounting.  Writing assignments may in fact enable you to cover more material within the time allotted to a course.  Some instructors assign papers based on chapters or topics that are not covered extensively in class or through other homework assignments. The writing assignments force the students to delve into the chapters or topics on their own before they can write their papers.  Writing assignments may thus increase the amount of material that can be covered within a course.  Nevertheless, the time needed for writing assignments merits a closer look. 

Time:  the students’ point of view.  Accounting courses have always required students to spend considerable time studying the textbook and working homework problems.  Writing assignments can be thought of as part of students’ homework and study time. 

Perhaps this point is most obvious when the writing assignment is an adaptation of a textbook problem.  With this approach, students first solve the problem and then explain their answers in a paper, perhaps a short memo to a hypothetical reader.  In a later section we explain how to modify textbook problems so that they can also be used as writing assignments.  

Time:  the instructor’s point of view.  The extra time needed by the instructor is primarily for two tasks:  designing writing assignments and evaluating students’ papers. You may also decide to work with students individually, perhaps offering to review their working drafts so that they can improve their papers.  The time needed to design assignments should not be a serious problem, as the following section will show.  Evaluation, however, is another question. The key is to make the assignments shortperhaps a maximum of one to three pages. The advantage of short papers, besides faster grading, is that they emphasize the concise, to-the-point writing that is required in most business situations.  Moreover, shorter papers may enable you to assign more than one paper per term, so that the students have the opportunity to learn from their mistakes and improve.  

In Part I of this manual, several ways to evaluate students’ papers were discussed.  General impression scoring is particularly useful because it usually reduces the time needed for grading.

The time needed to work with students individually, especially to critique their working drafts, is a matter of practical considerations.  Certainly they benefit from the extra help, but with heavy teaching loads and large classes there just may not be time in the instructor’s work day.  Even without this extra help, though, students’ writing will improve if they have the opportunity to practice.

Writing Assignments in the Syllabus:  How Many?

Deciding how many writing assignments to include in your syllabus is also a function of practical considerations.  Ideally, students should write at least three papers per term, although two papers will allow them to learn from the mistakes made in the first paper and to improve in the second.  

Space the assignments so that you’ll have time to grade and return one set before students write the next one.  If you require the students to revise weak papers, then it’s best to allow a little time for the revision before they begin to work on the next assignment.

Designing Assignments 
One way to motivate students is to assign papers that simulate the kinds of documents they will be expected to write on the job. Many of the assignments in Effective Writing do this, but you may want to supplement these assignments with some of your own.  Here, then, are some suggestions.

1.
Use writing assignments to reinforce and extend what students have learned about accounting.  Cases work well for this approach.  Students might be asked to apply accounting principles they’ve been studying to a particular situation. 

One source of these cases is the end-of-chapter materials from an accounting text.  Students can analyze the assigned problem and then explain their solutions in a short paper.  Other sources for assignments might be your own experience, the cases in CPA review manuals, cases provided by accounting firms, or cases you create from accounting related events in the news. 

2.
Give students practice in writing the kinds of business formats they will encounter on the job.  They might write their papers in the form of a client letter, for example, or a memo to management.

If you base an assignment on the cases provided by the textbook, CPA review manuals, or other sources, you may need to modify them slightly so the answers can be written in a business format.  You will probably need to specify a hypothetical reader, such as a client, creditor, controller, CEO, or partner-in-charge.  You can vary the accounting expertise of these hypothetical readers so students gain experience writing on different technical levels.  A letter to a partner in a CPA firm, for example, would be written on a more technical level than one to most clients.

3.
Keep assignments short, but assign several during the quarter or semester.  Students improve their writing when they can respond to feedback given on previous assignments.

You might limit students’ papers to one to three pages, double spaced, depending on the complexity of the assignment.

4.
When you make the assignments, stress to students that their papers should demonstrate qualities of effective business writing.  They should take the same care with the assignments that they would take if the papers were actually written on the job. 

To help your students master the kind of writing they will use as professionals, discuss with them the qualities that will make their letters, memos, and reports effective.  

Remind them of the qualities of effective writing summarized in Figure 11, Tips for the Effective Writer.  You can also use these guidelines as the basis for evaluating their papers, as discussed in Part I of this manual.

PART III

ACCOUNTING COMMUNICATION COURSES


Planning the Course


Planning Classroom Activities


Inviting Guest Speakers to Your Class


Writing with Precision About Accounting


Course Outline

ACCOUNTING COMMUNICATION COURSES

Some schools offer courses in communication that are tailored for accounting majors.  These courses may be offered within the accounting department, or they may be special sections of business communication or English courses.  They also may vary in terms of the number of credit hours they carry, the level at which they’re taught, and whether they’re taught by accounting faculty or someone from another department, such as business communication or English.

This section will offer suggestions to those instructors who teach courses in accounting communication.  The suggestions should be adaptable to a number of course formats. 

PLANNING THE COURSE

The number of assignments in an accounting communication course and the time available for classroom activities will vary from one school to another.  Nevertheless, the course outline found on pages 31-32 should suggest a possible structure that you can adapt for your own particular course.  It will provide an idea of the kinds of papers and presentations you can assign, as well as class activities and reading assignments from Effective Writing. 

PART IV

CHAPTER COMMENTARIES

CHAPTER 1  ACCOUNTANTS AS COMMUNICATORS  

Chapter Learning Objectives 
After studying this chapter, students should be able to:


1.1
Define "soft skills" and understand their importance to a successful accounting 
career.


1.2
Summarize the kinds of documents accountants write as part of their professional 
careers.


1.3
Summarize the six tips for effective writing.


1.4
Analyze an example of an accounting document and explain how it illustrates 
effective writing.


1.5
Gain confidence in their ability to write well.


1.6
Explain the interaction between writing and other forms of communication, such 
as reading, listening, and speaking.


1.7
Explain the connections between writing and problem solving, thinking, and 
ethics.

Teaching Tips
To reinforce the concepts covered in this chapter, you can

· Invite guest speakers to your class to discuss the importance of communication skills to an accounting career.  Well-established, successful professionals would make good speakers, as would recent graduates of your school’s accounting program.

· Collect articles and stories that relate the importance of effective communication to business.  Anecdotes that you hear from people in practice, as well as published information, will emphasize to your students the importance of the communication skills they will be developing.

Writing is a means of mastering new concepts and defining material that is not yet clearly understood.  To encourage your students to use writing in this way, try these activities:

· After you have assigned a portion of a chapter to your students to study, or after you have lectured on this material, ask the students to summarize the main ideas presented in the assigned material  They should be able to summarize each main idea in one or two clear, coherent sentences.

The first few times you assign this activity, have members of the class share what they have written.  If students’ summaries differ significantly, you may be able to generate a class discussion that will reach a consensus.  As an alternative, you might have the students work on their summaries in groups of three or four students.  Then a spokesperson for the group could present the summary to the class.

This activity will work for assigned material from Effective Writing or material from another textbook.

· If your students are having trouble understanding the assigned material, ask them to formulate questions that will pinpoint where they need help.  These questions should force them to analyze the assigned material carefully; the questions will also suggest what you should emphasize in class. 

Troubleshooting

You may encounter these potential problems with the material presented in this chapter:

· Some students may not want to believe that they will personally need good communication skills.  We have heard this argument:  “I don’t have to worry about how well a document is written; my secretary will take care of that.”

Hearing directly from practitioners of their own need for good communication skills should help students overcome this misconception.

· Some students may have considerable anxiety about their communication skills that you will want to help them overcome.  Part I of this manual suggests ways to reassure students about their potential to become effective communicators.

Master To Use With This Chapter
Effective Writing for Accountants 
Page 95

Answers to Exercises
Exercises 1(1 through 1(10  

Self-explanatory(answers will vary.

PART V

MASTERS FOR SLIDES AND HANDOUTS

EFFECTIVE WRITING FOR ACCOUNTANTS
Tips for the effective writer:

1.
 Content: Be sure that the accounting content is correct and complete.  Have you addressed all relevant accounting issues?

2.  Critical Thinking: Using higher order thinking skills, think carefully and critically about the issues with which you’re dealing. Anticipate questions and objections your readers may raise.

3.
 Appropriateness for Intended Audience: Write the document with a particular reader or audience in mind.  Check that issues are discussed on a level they can understand.  For most documents, it is better to focus on practical, explicit advice related to the case you are discussing, rather than general accounting theory.

4.
 Conciseness: Write as concisely as possible, given the readers' needs and the issues to be addressed.

5.
 Clarity: Develop a style that is clear and readable.  Choose words that convey your meaning with precision and clarity.

6. 
 Coherence: Structure the document so that it is coherent.  The organization should be logical and the train of thought easy to follow.  Summarize main ideas near the beginning of the document and begin each paragraph with a topic sentence.

7.
 Revision: Revise the document so that it is polished and professional.  It should be free of all spelling errors and typos; grammatical errors should not detract from the message.

THE WRITING PROCESS

Plan
·  Read the assignment or consider the task carefully.

·  Analyze the purpose(s) of the document.

·  Identify the accounting issues, including different ways those issues might be addressed.

·  Analyze issues from the readers' point of view. What are their interests, needs, and expectations?

· Gather and organize material.

Draft
· Write down your ideas.

· Don't stop to edit.

· Write the parts of the paper in whatever order you wish.

· Keep your readers in mind as you compose and organize

your document.

Revise
· Reread the document from the readers' point of view. Is your treatment of the issues fair, thorough, and persuasive?

· Revise the document so that it is clear, coherent, and concise.

· Proofread for grammatical, mechanical, and typographical errors.
PLANNING A PAPER

I.   Answer after a careful reading and analysis of the assignment:

A. What are the accounting issues in this case?

B. What literature will I research to resolve these ideas?

C. Who are the readers of this paper?

D. What are the readers’ concerns?

E. What are the purposes of this paper?

II.  Answer after completing the research and analyzing the case:

· What alternative solutions should I consider for solving the accounting issues?


What are the main points (conclusions) I need to make in this paper?


(Relate to questions A, D, and E above.)


What material should I include to make these conclusions clear and meaningful to the readers?


(Relate to questions B, C and D above.)

AUDIENCE ANALYSIS


Knowledge of technical topic

Knowledge of situation

Interests and concerns

Expectations
COHERENT ORGANIZATION

1.
Use summary sentences to help readers identify main ideas:


near the beginning of the document, usually the introduction


to begin each section


as topic sentences at the beginning of each paragraph


for longer documents, in the conclusion
2.
Arrange ideas from the most to the least important.

Consider this question from the readers' point of view.

3.
Write in short paragraphs with strong topic sentences.

The average paragraph should be a maximum of 4-5 sentences.
ACTIVE AND PASSIVE VOICE

Use active voice for most sentences.

Passive voice      =       a form of the        +          a past

                                     verb to be                        participle of

                                                                              another verb

                                      (examples: am, is,            (examples:  given,

                                      are, were, was                 done, kept, received,

                                      be, being, been)              accrued)

PREPOSITIONAL PHRASES

Prepositions                                            Prepositional Phrases
of                                                              of the client

in                                                              in the account

around                                                     around the office

to                                                              to the employees

on                                                             on the advice

for                                                            for the manager

through                                                    through the process

from                                                         from Ann Allen

about                                                        about the expense

at                                                              at the request

SUBJECTS AND VERBS

Verbs should agree with their subjects in number:

singular subject

+

singular verb

plural subject


+

plural verb

Examples:

The company is successful.

(one companysingular verb)

The companies are successful.

(more than one companyplural verb)

The auditor of these twenty-six corporations has retired.
(one auditorsingular verb)

The auditors of this company have evaluated the 



     statements.

(more than one auditorplural verb)

CLEAR PRONOUN REFERENCE

These pronouns may cause trouble with broad or unclear reference:

this

it

which

Examples:

We found a problem with the inventory account because of slow turnover and poor record keeping.  This should be investigated.

You may decide to revise your record keeping system to control inventory, but it is not necessary.

The managers identified poor inventory control as a problem needing immediate attention, which is a concern of the controller.


SAMPLE MEMO


MEMORANDUM 






August 16, 2017



TO:

FLOYD JONES



FROM:

DENNIS SMITH   DS


SUBJECT:

PURCHASING SHERATON MANUFACTURING


This memo is in response to your questions concerning the purchase of Sheraton 


Manufacturing. The memo will first explain goodwill and then discuss how to determine 


its value. By determining the value of Sheraton’s goodwill you will have a dollar amount 


to help you determine how much you want to offer for the company as a whole.


What Is Goodwill?

Goodwill is an intangible asset made up of items which may contribute to the value and 


earning power of a company, but which are not listed on the company’s balance sheet. 


Some possible items that may make up goodwill for Sheraton Manufacturing are



1)  Highly capable engineering staff



2)  Strong reputation for quality work



3)  Good management



4)  A large number of loyal customers


These items are not listed on Sheraton’s balance sheet. However, they obviously have 


value and therefore should be included in the purchase price of the business.


Determining the Value of Goodwill

The value of goodwill is established by comparing the present value of future cash 


earnings with the fair market value of a firm’s other assets, less liabilities. The 


difference between the two is the value of goodwill.


The key to determining the value of goodwill is, of course, estimating the present value 


of future cash earnings. In the case of Sheraton Manufacturing, we can do this by 


completing a cash flow analysis similar to the ones we perform in our capital 


budgeting process.


Let me know if you have any further questions about goodwill or the Sheraton 


Manufacturing acquisition.
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