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UNIVERSITY OF CAPE TOWN • FACULTY OF EBE • SCHOOL OF ARCHITECTURE PLANNING + GEOMATICS 

ESSAY WRITING REQUIREMENTS 
This sheet is an overview of the minimum requirements for any essay or written work you submit for all courses in the 
School. As this is only a brief summary, use the recommended resources for further direction. 

Essay Structure 
Thesis: No matter the purpose of the essay , you must have a thesis and build your paper so to explicate that thesis. 
Outline: Your essay must have a clear and organized structure. Start by developing an outline. Break the essay down 
into the following categories: 

Introduction: At least one paragraph which introduces the essay topic. It includes the thesis statement, usually 
as the last sentence in the first paragraph. 
Body: Develop the themes and points that explicate your thesis in the body of the essay. 
Conclusion: A final paragraph(s) that re-states your thesis and contextualizes or summarizes the body of the 
essay. Never add a new topic or point of explication in your conclusion. 

Paragraphs: It is very important that you develop well-structured paragraphs. The rule-of-thumb is that each topic or 

theme is developed in a single paragraph. However, that rule may be modified if a paragraph becomes too long (which 

can be tiresome to read) or you have too many brief paragraphs (which are also tiresome). Include transitions at the 

end and beginning of paragraphs so that they flow together well. 

Writing style: Your essay must be clear, concise, and flow smoothly. Academic essays require a certain degree of 

formality, but do not complicate the writing style or word choice unnecessarily. Utilize punctuation correctly I Check 

your grammar (pay particular attention that subject and verbs, pronouns and antecedent nouns agree)! Read your 

essay out loud to yourself to check for flow and clarity! Proof-read and spell check! 

For further reading or assistance, see: 

http://startup.curtin.edu.au/study skills/writing .html, or http://www.libuctac.za/infolitlreport.htm, or The Humanities 

Library at UCT has a large collection of writing skills reference books, or visit The UCT Writing Centre 

(http://www.ched .uctac.za/adp/writinql). which offers writing assistance to all students. 


Referencing 

All academic writing requires you to cite all the sources that you have read and consulted in the preparation of your 

work. Not citing all of your sources is an act of plagiarism: essentially the stealing of others' words, thoughts and ideas, 

and is treated as fraud. Students found guilty could at best fail their course, at worst face expulsion. Every single 

instance of using phrases and ideas that are not your own must be acknowledged. 

Quoting: When you quote someone's words directly, you have to place these words in quotation marks . 

Longer quotations, which you should use sparingly, should be "blocked" to make them stand out clearly. This means 

indenting and single-spacing the entire quotation, also possibly using a smaller typeface. 

Referencing: You must choose one method of referencing (or citation) and use it consistently throughout your essay: 

either the Harvard system or the footnote (Chicago or Oxford) system. No matter which system you choose to use, the 

information you must ascertain and include is: 


Name of the originator(s) of the document or the part of a document you are using as a source. 
Date of publication (some citation styles give the date immediately after the author; otherwise after the name of 
the publisher). For an electronic resource, look for the date on which the document was produced or updated. 
Title of the publication (and, if it is part of a larger work, e.g. an article in a journal, or one paper in an edited 
collection, also the title of the whole publication). 
For an electronic resource only, the medium, which may be given as "Online" or "CD-Rom" in square brackets, 
or you may use "Electronic" if you are not sure whether the source is online or networked CD-Rom . 
Publication details: Place of publication and Publisher if the item is a book; Volume and/or issue number if 
the item is a journal. For an electronic resource give the uniform resource locator (URL) which may 
sometimes be given between angle brackets « ». If the URL is very long, it may be written on two lines, but 
try to break a line only where a punctuation mark occurs and do not add a hyphen, as this will alter the URL. 
Inclusive page numbers if the reference is to an item smaller than a whole book. 

• For an electronic resource, the date on which the document was last accessed, often in square brackets. 
Harvard System 
In the Harvard system, referencing is done by inserting the author surname and publication date in parenthesis within 
the main body of the text. For a complete guide to the Harvard system, see 
http ://www. lib.uct.ac za/infolitlbibharvard .htm . 
Footnote System 
In the footnote system, a reference in the text to another source is signalled by a numeral giving the number of the 
citation . This numeral corresponds to a numbered note at the bottom of the page (a footn ote), or at the end of the 
paper. For a complete list and discussion of footnoting . see http://www.lib.ucLac.za/infolitlbibchicago.htm or Turabian, 
K. 1996. A manual for writers of research papers, theses and dissertations . 61h ed. ReVised by John Grossman and 
Alice Bennet. Chicago : University of Chicago Press . 
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