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Lecture Note 

Week2: Planning Process for English Writing, Punctuation Marks, and References 

Planning process for English writing 

1. Preparation ( Brainstorming ideas) 

2. Drafting 

3. Revising 

4. Editing 

5. Proof reading  

Punctuation marks 

1. Full stop or period . 

1.1 Use At the end of the sentence. 

1.2 Use for Technical terms 

2. Comma , 

2.1 To divide more than 3 items, but before the last item “and” or “but” is needed. 

 2.2 To divide noun and adjective that clarifies the main noun 

2.3 To divide number 

2.4 To divide two sentences that have “but”, “and”, “or”, “so” and “yet” as a 

conjunction 

2.5 To divide the adverbial clause from the main sentence 

2.6 To divide address 

2.7 To divide clause begin with “where”, “which”, “that”, or “who” (which if cut off, 

will not affect the meaning of the sentence) 

2.8 To divide these phrase “on the other hand”, “however”, “moreover”, “therefore”, 

“perhaps”. 

2.9 To divide question tag from the main sentence     

 2.10 To divide a conversation in the sentence 
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3. Semicolon ; 

3.1 To combine two sentences that has conjunction 

3.2 To connect two sentences that cannot be part 

4. Colon : 

4.1 To create directory 

4.2 To use at the beginning of the letter 

4.3 Time, Portion 

4.4 Reference 

 4.5 The book title 

5. Dash – 

5.1 To explain the word in front of it 

5.2 To create a conclusion for words group in front of it 

 5.3 To explain or give example 

6. Bracket or Parenthesis ( … ) 

6.1. To give additional meaning to the word 

  6.2. To create reference 

 7. Apostrophe    ‟s 

7.1 To create an abbreviation 

  7.2 To create ownership 

8. Question mark ? 

8.1 To use at the end of the question sentence.  

8.2 To use with Question tag 

9. Exclamation mark ! 

9.1 To show a happy surprise or angry emotions.  

9.2 Interjection 
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10. Quotation marks “…” 

10.1 To quote a speech  

10.2 To put between a specific word  

11. Hyphen – 

11.1 To create Compound Noun 

 11.2 To divide number from 21-99 

 11.3 To combine prefix with words 

   

References (APA style) 

 The American Psychological Association (APA) provides a method for source 

documentation that is used is most social science courses. The social sciences place emphasis 

on the date a work was created, so most APA citation involves recording the date of a 

particular work in the physical text. The date is usually placed immediately after the author‟s 

name in the “References” page at the end of an essay. The most recent APA formatting can 

be found in the sixth edition of the APA manual. 

 The sixth edition of the APA can be found in the following link; 

http://www.library.uq.edu.au/training/citation/apa_6.pdf 

 

In-Text Citations 

 In an author-date style, in-text citations usually require the name of the author(s) and 

the year of publication 

 A page number is included if you have a direct quote, paraphrase a passage or you 

want to direct the reader to a specific page or idea. Page numbers may also be 

included if you are referring to a long work and the page numbers might be useful to 

the reader. 

 

How to use in-text citations 

1. Direct quotation 

 Use quotation marks and include page numbers 

 If you quote from online material and there are no page numbers (e.g. HTML 

based document), use the paragraph number (para.) instead. 

http://www.library.uq.edu.au/training/citation/apa_6.pdf
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2. Indirect quotation/paraphrasing 

 Rewriting others‟ people ideas into your own words 

3. Citations from a secondary source 

 Use the phrase „as cited in‟ to signify the secondary source. 

 


