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 ABSTRAK 

 

 

Judul Penelitian: POINT PLAN AS A TOOL TO IMPROVE STUDENTS’ WRITING 

ORGANIZATION  

 

 

Keywords: Business writing, Coherence, Four-Point Plan, Writing organisation 

 

Writing in English is a vital skill for students in Secretarial Study Programs, as effective 

written communication is central to professional administrative tasks. To help students 

produce clear and organised business correspondence, a structured writing guide is needed. 

The Four-Point Plan is one tool that offers a simple framework for organising ideas logically. 

This study aims to examine the importance of implementing the Four-Point Plan for first-

semester students in the Business Writing 1 course. Using a qualitative approach, the research 

analysed students’ pre-explanation writing practice, provided instruction on the Four-Point 

Plan, and then examined their post-explanation writing practice. The participants were first-

semester students who were newly introduced to business letter writing and had limited 

familiarity with English for Specific Purposes (ESP). The analysis was guided by theories of 

teaching and learning processes, effective written business communication, and coherence 

and cohesion. The findings indicate that the Four-Point Plan is an effective instructional tool 

for helping students organise their ideas in business correspondence. By following its four 

steps—introduction, essential details, required actions, and closing—students showed 

improved clarity and structure in their writing. However, challenges remained at a detailed 

level, particularly in cohesion. Students frequently omitted transition signals, repeated ideas, 

or arranged sentences in a less logical order, reflecting their limited vocabulary and early 

stage of ESP proficiency. Despite these difficulties, the Four-Point Plan provides a useful 

foundation for developing more coherent and effective business writing skills in novice 

learners. 
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CHAPTER I 

INTRODUCTION 

 

1.1 Background 

Writing in English is an essential skill for students in the Secretarial Study Program, 

especially in preparing for the demands of professional business communication. One of the 

courses that supports the development of this skill is Business Writing, which focuses on 

helping students produce formal written documents such as business letters, emails, memos, 

and brief reports. However, teaching Business Writing presents a particular challenge, as 

English is a foreign language for the students. Many first-semester students struggle with 

organizing ideas, using appropriate vocabulary, and constructing clear and coherent texts. 

These difficulties often result in poor writing performance, especially when it comes to 

writing business-related content that requires clarity, structure, and a formal tone. 

To address these challenges, it is important to implement a structured and accessible 

writing approach. One such method is the Four-Point Plan, a writing outline that consists of 

four main parts: Introduction, Details, Actions/ Response, and Conclusion. This framework is 

designed to help students present their ideas in a logical order, maintain focus throughout the 

writing process, and produce more effective and purposeful texts. 

While the Four-Point Plan has the potential to guide students in organizing their 

writing, its effectiveness in the context of first-year students learning Business Writing in a 

foreign language has not been widely explored. Therefore, this study aims to investigate the 

impact of the Four-Point Plan on the writing performance of first-semester students in the 

Secretarial Study Program. The findings of this research are expected to provide useful 

insights into how structured writing frameworks can support English writing performance in 

professional and academic settings. 

 

1.2 Problem Formulation 

The formulation of the problem in this study is how the Four-Point Plan plays an 

important role in organizing ideas in business writing. 

 

1.3 Research Objective 

This study aims to determine the importance of implementing The Four-Point Plan on 
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the students’ writing organization. 

 

1.4 Significance of the Study 

This study is expected to provide meaningful contributions both theoretically and 

practically in the field of English language education, particularly in the context of teaching 

writing for specific purposes such as business communication. 

From a theoretical perspective, the findings of this research will contribute to the 

growing body of knowledge on effective instructional strategies for teaching English writing 

to EFL (English as a Foreign Language) students. Specifically, it will offer insight into the 

application of structured writing frameworks, such as the Four-Point Plan, a tool to improve 

writing performance in professional or vocational settings. 

From a practical perspective, this study will benefit several stakeholders: 

- For lecturers, the study may provide an effective and structured method for teaching 

business writing that helps students organize their ideas clearly and logically. 

- For students, the implementation of the Four-Point Plan may serve as a helpful guide in 

composing business-related texts with better clarity, structure, and purpose. 

- For institution, the results of this study can serve as a reference for developing curriculum 

materials and teaching models that enhance English writing competence in secretarial and 

other vocational programs. 

 

1.5 Research Limitations 

This study is limited to first-semester students of the Secretarial Study Program 

enrolled in the Business Writing 1 course during the odd semester of the 2025–2026 academic 

year. It focuses specifically on the application of the Four-Point Plan (Introduction, Details, 

Action/Response, Conclusion) as a writing framework. 

The study employs a one-group pre-explanation and post-explanation design. As such, 

the findings are limited in generalizability and may not be applicable to other student 

populations, courses, or instructional settings. 
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CHAPTER II 

LITERATURE REVIEW 

 

2.1 Theory 

a. Teaching-Learning Process 

The teaching–learning process has long been explained through various theoretical 

perspectives. From the behaviorist view, learning occurs through stimulus, response, and 

reinforcement, in which structured models and feedback play a central role in shaping 

learners’ performance (Skinner, 1957). Constructivist perspectives, on the other hand, argue 

that students build knowledge actively through experience and reflection (Piaget, 1970; 

Bruner, 1986). Similarly, Kolb’s (1984) experiential learning cycle emphasizes the 

importance of engaging students in authentic tasks that involve practice, reflection, and 

application. These perspectives collectively suggest that structured guidance combined with 

opportunities for practice helps learners to internalize new skills effectively. 

In the context of business writing, structured guidance can be implemented through the 

Four-Point Plan, which provides students with a clear framework consisting of introduction, 

details, response or action, and close. By following this plan, students are not only exposed to 

the essential elements of effective correspondence but also encouraged to construct their own 

understanding of how a business letter should be organized. As Guffey and Loewy (2019) 

emphasize, clarity, conciseness, and coherence are key to effective written business 

communication, and these qualities can be fostered through explicit organizational models. 

The effectiveness of the Four-Point Plan can also be explained through Vygotsky’s 

Sociocultural Theory, which highlights the role of scaffolding and the Zone of Proximal 

Development (ZPD) in learning. The Four-Point Plan can be seen as a very structural form of 

scaffolding: students receive a framework (introduction, details, response/action, close) as a 

guide. Providing a framework and gradually reducing assistance fosters writing development 

from dependence to independence (Lin Xiao, 2024). According to this theory, learners 

develop new skills when they are supported by structured guidance that gradually enables 

them to perform tasks independently. The Four-Point Plan functions as a scaffold, providing 

students with a step-by-step structure that supports their ability to organize ideas, maintain 

clarity, and ensure completeness in their writing. As students gain confidence and proficiency, 

the reliance on the framework decreases, enabling them to produce well-structured letters 

independently. A small-scale study conducted by (Yaseen Azi, 2020) showed that scaffolding 
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in writing—through collaborative activities and assistance within the Zone of Proximal 

Development (ZPD)—improved students’ writing performance, particularly in text structure 

and organization. 

 

b. An Effective Business Written Communication 

Communication is one of the keys to reach success in carrier. Writing, as one means of 

communication, is crucial to carried out effectively across different purposes and audiences. 

The process to sharpen the business writing skill needs to be done in classroom instruction is 

meant to help the student familiar with professional world (Listiana, Ali, Sari, & Wahyudi, 

2023). As business writing can influence the whole business, companies need to focus more 

on having a professional business writing and train the employees to make use of their 

creativity to deliver the message (Talbot, 2009, pp.4-5).  

The challenge in delivering an effective and professional business writing lies in the 

difficulty for the reader to understand the message. This difficulty can be caused from bad 

writing. Once the reader misunderstands the message, it is difficult for the writer to “fix” it 

since the reader has judged the writer as what is written. The absent of body language adds 

the burden in understanding written communication. To minimize the misunderstanding, the 

writer is expected to allocate some time check the content of the writing, the spellcheck, and 

diction (Talbot, 2009, pp.6-7). In short, a company’s image is determined by the quality of 

their written communication; thus, delivering accurate and effective written communication is 

crucial to maintain the business (Ranaut, 2018). 

An effective communication, the writing should be practical, factual, concise, clear, 

and persuasive. The writer can follow the characteristics of professional business writing to 

show the high skill of business writing. Shirley Taylor, a renowned author of business writing, 

suggested a framework so-called four-point plan. This simple structure is helpful to write a 

concise and clear business letter. This four-point plan consists of introduction, details, 

response or action, and close. The first paragraph states the reason of sending the letter; it can 

be in the form of reference to previous correspondence, reference to a meeting or contact, or 

an introduction of the matter being discussed. The writer should put all the information 

needed to be delivered in the details as details serves as the central section of the letter. The 

details should be stated simply and clearly while following the logical flow. With a clear 

action or response from the writer, the reader can grasp what writer's expectation is as well as 

what a reader needs to do. A relevant one-line closing is considered enough to close the letter 
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(Taylor, 2021, pp. 54-56). 

As the content quality of the letter plays an important role in business writing, 

implementing the logical order can help the reader understand the meaning well. Many 

studies have suggested that a well-tailored business writing based on the other person’s 

preference can enhance the business relationship. Presenting the appropriate content can also 

resonate with the reader; thus, the two parties can have better engagement (Yasha, et.al, 

2024). 

 

c. Coherence and Cohesion 

A structured writing plan, such as the use of The Four-Point Plan helps writers 

organize ideas coherently. Coherence ensures that readers can follow the writer’s argument or 

narrative smoothly, reducing cognitive load and increasing comprehension (Ferdanes, D., & 

Fatimah, 2021; Saragih, E. E., & Septiani, 2017). Coherence reflects the writer’s ability to 

structure ideas logically. A coherent text demonstrates that the writer can link sentences and 

paragraphs such that each new idea flows naturally from what has come before, indicating 

clear and organized thought processes (Made Ari Dwita Agustini, Dewa Putu Ramendra, 

2025; Nadia, R., Mohammad, T. F., & Bantulu, 2023) In contrast, texts lacking coherence 

often appear disjointed, making it difficult for readers to follow the message or argument. 

Coherence functions together with cohesion, although they operate at different levels 

of text construction. Cohesion refers to the linguistic means that connect parts of a text, such 

as reference (e.g., this, it, those), conjunctions (however, therefore, moreover), substitution, 

ellipsis, and lexical repetition. Cohesion occurs at the surface level of sentences, ensuring 

visible linguistic links between statements, while coherence refers to the deeper logical 

organization of ideas—how themes develop, how paragraphs relate, and how the overall 

structure supports comprehension (Gunawan Widiyanto, 2017; Made Ari Dwita Agustini, 

Dewa Putu Ramendra, 2025). Importantly, a text may be cohesive without being coherent; for 

instance, repeated pronouns and transitions may appear, but if the ideas are unrelated or 

poorly developed, the text still lacks clarity. 

In conclusion, coherence and cohesion are interdependent elements of effective 

writing, with coherence providing the logical organization of ideas and cohesion supplying 

the linguistic links that make those ideas clearly connected and easy to follow. 
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2.2 Previous Study 

a. The importance of good business writing skills 

This research was conducted by Ranaut in 2018. He pointed out that a good business 

writing skill is necessary to maintain company’s image. A good piece of business writing 

must be practical, factual, concise, and clear. To comply with those requirements, the writer 

needs to improve the skill and later, this good writing skills can be helpful to enhance the 

career. He carried out this research by gathering the data from the learners and did the 

evaluation towards their works. The result of this research is an effective writing 

communication in business is getting more important since business is growing to be more 

global. Giving a clear instruction in the classroom is shown to be important to enhance 

learners’ skill (Ranaut, 2018).  

b. Reducing writing anxiety to improve business writing skill.  

As many researchers have acknowledged that writing is the most difficult form of 

communication, language learners often find it challenging to perform a good quality of 

writing skill. The challenge often comes from the anxiety. Research has found that high level 

of anxiety goes hand in hand with the lower writing performance. Kassem did research to 

analyse how the use of wiki technology can decrease learners’ anxiety because wikis provide 

an autonomous study because wikis can record the progress of students’ works (Kassem, 

2017) 

c. Enhancing business writing report ability 

Hanh did research to see the effective way to improve ability in business writing. He 

carried out the research implementing the experimental methodology in which he had two 

groups: experimental and control. Experimental group received writing strategy instruction 

based on Graham model for 4 weeks; while control group only got the product approach 

instruction which concentrated on the final product. Based on the experiment, the result 

showed the experimental group got higher score than the control group (Hanh, 2013). From 

this research, it can be concluded that the appropriate teaching technique is important to 

improve students’ writing ability.  

d. TBL to develop undergraduate writing skill 

Even though English is a lingua franca, not all English learners from around the world 

find it easy to master English. Yadagiri conducted a case study in one university in India and 

found that in EFL paradigm, learning the components of business writing helps both teacher 

and learners to evaluate the writing quality. In other words, teaching writing skill should be 
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systemic in term of teaching all components required in a piece of writing (Yadagiri, 2022). 

 

2.3 Theoretical Framework 

Based on the literature review that has been presented, the aim of implementing The 

Four-Point Plan is to provide a structured framework for effective business writing. The Four-

Point Plan emphasizes four essential components: introduction, details, response or action, 

and close. By adopting this framework, students are guided to develop written texts that are 

clear, organized, and communicative. 

Based on this theoretical orientation, students will be assigned business writing tasks 

that require them to apply the Four-Point Plan in producing coherent messages. The writing 

prompts are designed to simulate authentic workplace communication, thereby encouraging 

students to integrate the structural principles of the plan into their work. 

The written outputs will then be evaluated to determine whether students are able to 

follow the correct sequence of the Four-Point Plan and whether all four elements are 

presented in a complete and coherent manner. 
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CHAPTER III 

RESEARCH METHODOLOGY 

 

3.1 Research Design and Type of Data Research 

This study is qualitative research. The research aims to investigate the importance of 

the Four-Point Plan implementation on students’ writing performance in the Business Writing 

course. In this design, the first-semester students from the Secretarial Study Program will be 

given a writing situation before getting an explanation about four-point plan, followed by 

instruction using the Four-Point Plan framework, and then another writing activity to see the 

improvement in their writing performance after learning four-point plan. 

The data collected in this research derived from the students’ writing performances on 

both before and after the four-point plan explanation. The result of their writing will be 

analysed based on the component of four-point plan to determine whether there is an 

improvement in students’ writing performance before and after the implementation of the 

Four-Point Plan. The improvement in scores will serve as the basis for measuring the 

effectiveness of the writing framework. 

 

3.2 Time and Place of The Research  

This research will be conducted during the odd semester of the 2025–2026 academic 

year, specifically from September to December 2025. The study will take place in the 

Business Writing 1 class of the Secretarial Study Program at Tarakanita University. 

 

3.3 Research Informant  

Informant of this research consists of first-semester students enrolled in the Secretarial 

Study Program at Tarakanita University. These students are registered in the Business Writing 

1 course. The sample of this study consists of students from Business Writing 1 class. All 

students will participate in the full research process, including the pre-implementation of the 

Four-Point Plan, implementation of the Four-Point Plan, and the post- implementation of the 

Four-Point Plan. 
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3.4 Data Collection Technique 

The data for this research will be collected using a writing test administered in two 

stages: a pre-test and a post-test. The pre-test will be conducted before the implementation of 

the Four-Point Plan to assess the students’ initial writing performance. After a series of 

instructional sessions using the Four-Point Plan framework, a post-test will be administered to 

measure any improvement in the students’ writing performance. 

In both tests, students will be asked to produce a piece of business writing based on a 

given prompt. Their written texts will then be evaluated using a standardised scoring rubric. 

Four-point plan consists of introduction, details, response or action, and close. Students will 

be asked to write a letter of invitation based on the given-situation before getting an 

explanation about four-point plan. Then, students write the same letter based on the same 

situation after getting the explanation about four-point plan to see how the students’ writings 

will be improved.  

 

3.5 Data Analysis Technique 

The data collected from the pre-explanation and post-explanation writing scores will 

be analysed using qualitative methods. To determine whether there is a significant difference 

in students’ writing performance before and after the implementation of the Four-Point Plan. 
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CHAPTER IV 

RESEARCH RESULT AND DISCUSSION 

 

4.1 Research Informants 

The informant profile in this study consists of 54 first-semester students enrolled in the 

Secretarial Study Program who are currently taking the Business Writing 1 course. These 

students were intentionally selected because they are encountering the Business Writing 

course for the first time, have not been exposed to The Four-Point Plan writing framework, 

nor possess a basic understanding of how to compose a simple and organised business letter. 

Their level of familiarity makes them suitable participants for examining how the Four-Point 

Plan helps their writing organization. 

The initial data were collected from the invitation letters they produced at the 

beginning of the semester, before receiving any explanation or guidance about the Four-Point 

Plan. These early drafts served as baseline evidence of their natural writing ability and 

organisational skills. 

After collecting the initial texts, the students were then introduced to the Four-Point 

Plan as a structured framework for writing business letters. The lecturer provided two 

consecutive sessions to explain the components of the Four-Point Plan and demonstrated how 

it should be applied in writing practice. Following these instructional sessions, the students 

were asked to rewrite the same invitation letter using the Four-Point Plan. This revised 

version was used as post-intervention data to observe changes in their writing quality after 

learning and applying the framework. 

 

4.2 The Four-Point Plan 

The purpose of learning a four-point plan for Secretarial students is to give them the 

framework of a good and professional business writing. In the ZPD framework which 

mentioned that framework can decrease students’ anxiety, four-point plan plays the same role: 

the guideline for the student to compose a business letter so that they can minimize the 

anxiety in writing. The same reason applies in this research in which the students’ writing is 

analysed in two sessions: before and after explanation on four-point plan. The aim is to see 

how the students’ writing improved after being given the framework. 
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Based on the data students showed the improvement. Some of them write in a better way in 

terms of the existence of the component of a four-point plan. This result shows that giving the 

framework helps the students to improve their writing.  

This section analyses how the Four-Point Plan contributes to improving the writing 

performance of first-semester students based on comparisons between pre- and post-

explanation writing practices. As a four-point plan is implemented to keep the writing 

coherent, students showed an improvement in their coherent writing after getting the 

explanation about the four-point plan. 

Every business letter must serve the purpose whether to tell the reader to do something 

or inform the reader what the writer will do. In the situation in which the sender invited the 

board of directors and all managers to the meeting to evaluate the proposal of the December 

sale event implies that the audiences were expected to pay attention to the presentation and 

give feedback. In accordance with this, the sender needed to inform the audience to come and 

participate actively during the meeting. This statement clarified the agenda of the meeting and 

the purpose of inviting those parties. 

Four-point plan as a guideline to organize the thought guides the writer not to miss 

important things in the letter. The introduction part mentions the purpose of holding the event 

or the meeting. The action part focuses on what the reader needs to do to prepare or while 

attending the meeting or the event. The reader needs to know it because he needs to plan 

beforehand. Sometimes they need to prepare the material or gather the information in order to 

participate actively during the meeting.  

One student did not write the action part and it makes her letter unclear since the 

readers do not know what the writer’s expectation is for them. After the explanation, she 

added an action part mentioning that the readers need to come on time and be active during 

the meeting to discuss the December sale event proposal. By doing so, the readers will not be 

surprised or feel unprepared if they are asked to comment or review the proposal. 

Another student showed better writing in term of having the introduction. Before the 

explanation, this student  did not provide an introduction. She directly wrote that the audience 

was invited to the meeting. 
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As one paragraph serves one main idea, the reader will be able to comprehend the 

message better. The before-explanation version is complicated since the sentence was written 

in the form of a complex sentence. In business writing, simple sentence is recommended. 

Introduction is like the sign to direct the reader's understanding. A letter without 

introduction just sounds too “jumpy”. Remember that you need to write as if you are talking; 

a smooth communication needs to have a bridge to make it sound natural. The readers will get 

confused if the writer does not clearly mention at the first place the reason for sending the 

letter. 

One student put the closing after getting the explanation. Before that, she did not give 

any closing to the letter. She ended the letter with Would appreciate it if the attendees could 

arrive on time. Based on four-point plan, that statement is the action: asking the attendee to 

come on time. The letter is closed by one-line hope, as it is called like that, by saying We are 

looking forward to your participation. A professional letter must end in a good manner and 

one way to show a good manner is by providing the expression I am looking forward to… . 

 

The Four-Point Plan as a Tool to Maintain Coherence 

The first thing to do to achieve good-quality business writing is to follow the required 

structure: in this research, a four-point plan. However, implementing four-point is not enough, 

a letter must be written in a good manner in terms of using clear and appropriate expressions.  

A letter is like a story. Before the writer moves on to the next paragraph, they have to 

close the first paragraph and give a bridge or transition to move to the next one: whether it is 

the continuation or the additional information of the previous paragraph. Therefore, 



 

13  

maintaining coherence means using the appropriate transition. As the data showed that some 

students had trouble in using the appropriate transition. The effect is, then, the reader feels 

like the letter is jumping or moving not in a smooth way (imagine reading a letter without 

transition or any connecting word between paragraphs is like you fall from second floor to 

first floor, it hurts).  

Here is a chunk of a student’s letter. Before presenting the specific details of the 

event’s date and venue, the letter does not include any transitional sentence that serves as an 

introduction. As a result, the message shifts abruptly to a new topic, creating a sudden change 

that weakens the flow of the letter. 

 

Another example of a cohesion error is the absence of a pronoun reference before stating the 

time of the meeting. 

 

Another problem faced by students related to coherence is how they put the 

information in logical sequence. In the situation of sending a meeting invitation, the logical 

order of information is telling the purpose of the meeting, detailed information about the 

meeting, and closing. The way the writer puts the sequence of meeting information also 

matters. Usually the information is put in the following order: date, time, place, and agenda.  

The following chunk of this student’s letter shows a lack of logical sequencing. The 

invitation details begin by mentioning the meeting room first, followed by the day, date, and 

time, resulting in an ill-structured order of information. 
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Using the last word of the previous paragraph can be a strategy to maintain coherence. 

However, in short writing, using the same words or phrases quite many times indicates that 

the writer lacks vocabulary. In the research situation in which they are still in the first 

semester coming from different English proficiency levels contributes to the difficulty in 

varying the language expression. In the context of English for specific purposes, in this case 

business English for secretary, the use of English is somewhat unique.  

 

The above chunk of letter repeats the same idea about the purpose of the meeting, 

stating twice that the event is intended to prepare or discuss the December sale event. This 

repetition does not provide any new information and makes the invitation sound wordy 

instead of concise. The phrase “You are invited to attend the meeting to discuss December 

sale event” is especially redundant because the same message has already been expressed in 

the opening sentence.  
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CHAPTER V 

CONCLUSION AND RECOMMENDATION 

 

5.1 Conclusion 

This study concludes that the Four-Point Plan serves as an effective instructional tool 

for guiding students in organizing their ideas and thoughts when writing business 

correspondence. The framework enables learners to structure the introductory paragraph, 

provide essential supporting details, state the necessary actions expected from either the writer 

or the recipient, and end with an appropriate closing statement. Through this structured 

approach, the Four-Point Plan helps students develop coherence in their writing. 

However, because the participants were first-semester students who had only recently 

been introduced to business letter writing and were still learning English for Specific Purposes 

(ESP) for Secretarial Studies, several challenges were observed at a detailed level. Their 

limited vocabulary and lack of writing experience contributed to various coherence and 

cohesion problems. These included missing transition words or linking expressions, repetitive 

or redundant sentences, and ideas within a paragraph that were not presented in a logically 

sequential order. 

Despite these challenges, the Four-Point Plan remains a valuable foundation for 

improving the writing skills of novice ESP learners. With continuous practice, explicit 

feedback, and further instruction focusing on cohesive devices and logical flow, students may 

significantly enhance the clarity and effectiveness of their written communication. 

 

5.2 Recommendation 

Based on the findings of this study, several recommendations are proposed for 

Business Writing instructors, students, and future researchers. 

1. For Business Writing Lecturers 

Lecturers are encouraged to continue using the Four-Point Plan as a foundational framework 

for teaching business writing, while providing more focused instruction on coherence and 

cohesion. Explicit teaching of transition words, logical sequencing, and strategies to avoid 

redundancy should be integrated into class activities. Lecturers may also provide more writing 

drills, guided practice, and feedback sessions that emphasize the appropriate use of cohesive 
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devices and unified paragraph development. Additionally, incorporating vocabulary-building 

exercises related to business contexts can support students in expressing their ideas more 

accurately and effectively. 

2. For Secretarial Study Program Students 

Students are recommended to practice applying the Four-Point Plan consistently to strengthen 

their ability to organize ideas logically when writing. They should pay closer attention to 

coherence and cohesion by learning and using transition expressions, avoiding repetitive 

statements, and ensuring that each sentence contributes to a clear, logical flow of ideas. 

Actively expanding their business-related vocabulary and seeking feedback from lecturers 

will further support their improvement. By combining structured planning with deliberate 

practice, students can gradually enhance the clarity, effectiveness, and professionalism of 

their writing. 

3. For Future Research 

Future researchers are encouraged to investigate a broader range of linguistic aspects in 

students’ writing, particularly those related to coherence and cohesion. Further studies may 

explore in more detail the influence of vocabulary development, grammatical accuracy, and 

the use of cohesive devices on the overall quality of business writing. Examining these 

aspects across different proficiency levels or instructional settings may also provide a deeper 

understanding of how the Four-Point Plan supports language development and writing 

performance in ESP contexts. 
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No. Kegiatan Satuan Frekuensi Total 
No 

Kwitansi/Nota 

1 Insentif data analisis 300.000 1 300.000 Bukti 1 

2 
Penyusunan 

proposal dan laporan 
750.000 1 750.000 Bukti 2 

3 
Souvernir untuk 

informan penelitian 
39.500 4 158.000 Bukti 3 

4 
Biaya diseminasi 

dan publikasi jurnal  
1.792.000 1 1.792.000 - 

  Total     3.000.000   
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AGENDA PELAKSANAAN PENELITIAN* 

 

 

No.  Tanggal Kegiatan 

1 9 September 2025 
Pre-explanation writing practice  (kelas 1-01) 

Dokumen: hasil pekerjaan menulis mahasiswa 

2 11 September 2025 
Pre-explanation writing practice (kelas 1-02) 

Dokumen: hasil pekerjaan menulis mahasiswa 

3 12-16 September 2025 
Kegiatan penyusunan proposal 

Dokumen: proposal penelitian 

4 25 September 2025 

Rapat koordinasi dengan mahasiswa sebagai 

anggota peneliti 

Dokumen: Catatan hasil rapat 

5 23 September 2025 
Post-explanation writing practice  (kelas 1-01) 

Dokumen: data penelitian 

6 25 September 2025 
Post-explanation writing practice  (kelas 1-02) 

Dokumen: data penelitian 

7 17-28 November 2025 
Analisis data penelitian 

Dokumen: tugas menulis mahasiswa 

8 2- 10 Desember 
Penyusunan laporan penelitian 

Dokumen: Laporan penelitian 
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