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. Lesson Objectives / wujall wlasl
By the end of this lesson, students will:

|. Structure professional emails with clear subject lines and action-

oriented bodies.
- Slelpll L j5p puwng alg cgpgou digo duigpidl] Sy pony.
. Write concise reports with executive summaries and recommendations.
- Ulibgig el palo le $sgini 6jogo pyldT ity
. Avoid ambiguous language in business communication.
- Gigoll dolgll o abwlell asll cuiniy.
Il. Key Concepts with Bilingual Explanations

A. Email Structure / alwyl J41®
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Component English Example Arabic Explanation

Example

| Be specific and

Subject Line "Action Required: Qr

clpl wglbo

Budget Review" awljuo asolo actionable
CJWl oyl
Salutation Dear Dr. Al- 1ai52J1 | Match formality
Mansoori," opaoll Sjaninll to recipient
Per our meeting, olaaiwl uinj Use problem-
please approve the 0 "Shjc” solution-action

attached proposal by  awwyl Jlwyl  structure.

EOD Thursday.

Closing "Best regards Oloil bl Avoid overly
casual closings

(e.g., "Cheers

A
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B. Report Writing / pjlaill &

English Guidelines | Arabic Guidelines

. --

Findings Use bullet points for | beil slaeill paaiwl

clarity 2gogl)

Recommendations

C. Avoiding Ambiguity / gogosl c1inj
- Unclear: "Please review at your earliest convenience."

Clear: "Please review by EOD Friday, I'I June."

“n

- wldl: "Cusgl pui aic asolpadl (op.

aolgll: " .aenall pg) ailgi Jalu aeolpall opl 1 guigy.”
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Drill r: Ambiguity Fix (Pair Work - v mins)
- Task: Rewrite ambiguous sentences with clear deadlines/actions.
- Example:

- Unclear: "Send the report soon." — Clear: "Send the report by r PM

Tuesday, 1o June."

- Arabic:

"lys praill Jugl" = " ackwdl Jus el Julir <ULl 0a) [1gbro gugy.”

Drill +*: Report Section Matching (0 mins)

- Match report sections (Executive Summary, Findings,

Recommendations) to their definitions in English/Arabic.
IV. Practical Exercise (I - mins)

Task: Draft a follow-up email after a client meeting.

- Prompt:

> "You met with ABC Corp to discuss a delayed shipment. Request
confirmation of the new delivery date (- June) and attach the revised

contract."

- Template:

'Y
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" plaintext
Subject: [Student writes]
Dear [Name],

Per our meeting on [date], [purpose]. Please [action]. Attached is

[document].
Best regards,

[Your Name]
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V. MCQs & Wrap-Up (0 mins)

Quiz:

I. Which subject line is most effective?
a) "Meeting Notes"
b) "Follow-Up: Qr Marketing Strategy - Action Required"
c) "Hello"

d) "Important!!!"

Exit Ticket: Share one tip for clear business writing in the chat.
VI. Homework / iolgll

|. Write a *-sentence executive summary (English/Arabic) for a mock

sales report.
. Find an ambiguous email (real or fictional) and rewrite it clearly.
Teaching Tools for Online Delivery

- Platform Features: Use Zoom polls for MCQs, Google Docs for

collaborative editing.

- Visual Aids: Share annotated email/report templates via screen share.
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- Feedback: Peer review emails in breakout rooms (I mins).

Here's your professional €--minute bilingual lesson plan for Advanced
Grammar for Clarity & Impact, designed for online delivery with interactive

exerce
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