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. Lesson Objectives / wlaal Gujall
By the end of this lesson, students will:

|. Use tenses (Present Perfect, Passive Voice) accurately in business

contexts.
- paaiuwy aojll (gjlenall  olil iall Jagaall) as 0 Wlsluw Jlocll
r. Apply hedging language to soften statements diplomatically.
wloghs Lglwly dalll a3
. Rewrite aggressive phrases into professional alternatives.
igo igo wglwl aflaell daclo s

ll. Key Concepts with Bilingual Explanations
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A. Tenses in Business Contexts / &iojll 6 &l Jlocll

Grammar Point English Example

Arabic

Example

.'.

When to Use

Present Perfect "We have finalized the
contract.”
Passive Voice | "The proposal was

approved by

management.”
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Emphasize

completed

actions

relevant to

NOW.

Shift focus

from the doer

to the action
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B. Hedging Language / a=J waasill

"It appears there b Slis ol gaw

may be an .Joioo

error.”

"We might 6olel Sl olini 26
need to 132 o ihill

reconsider this wglwlll

approach.”
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lll. Interactive Drills & Exercises

Drill 1. Tense Transformation (v mins)

Task: Convert sentences from Simple Past to Present Perfect/Passive

Voice.

- Example:
- Original: "l sent the report.”
- Present Perfect: "l have sent the report." / "2 QLLLUJT poil.”
- Passive: "The report was sent." / " aj Jluw)| pyoil.”

- Tool: Use Zoom whiteboard for collaborative editing.

Drill r: Hedging Role-Play (A mins)
Scenario: A colleague missed a deadline.
- Aggressive: "You failed to deliver on time!”

- Diplomatic: "It seems the timeline wasn't met—let’s discuss how to

prevent this." / "gaw ol JgaoJl ol o) ojily ay—uslil) auers iaj 1hs."

- Format: Breakout rooms (pairs practice rewriting phrases).
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- Example:

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

Tuesday, 1o June."
- Arabic:

"o praill Jugl” — " ackwdl Qs el Juylir ULl 0q) [1gbTro qug.”

Drill #*: Error Spotting (0 mins)

Task: Identify overly direct statements in a sample email and suggest

hedged alternatives.

o Example:
o XK "Your analysis is wrong." — [¥] "There seem to be some

discrepancies in the analysis." / "qau UT s ooy albelidl o
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IV. Practical Exercise (1- mins)

Task: Rewrite 0 aggressive statements diplomatically (submitted via

Google Form).

I. "You ignored my instructions!” — "It appears my instructions may
have been overlooked." /"

lgllac] i 26 ilagdeill 03 ¢l gay

. "This data is useless." — "This data might require further validation." /

&80 (o ujo I oo bl 0am
V. MCQs & Wrap-Up (0 mins)
Quiz:
|. Which sentence uses hedging?
a) "You failed to meet the deadline."
b) "It seems the deadline was missed."
¢) "This is unacceptable."

d) "Fix this now."

Exit Ticket: Share one hedging phrase you learned today in the chat.
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VI. Homework / «olgll

I. Find r direct statements in real/work emails and rewrite them with hedging.
r. Write I sentences: | Passive Voice, | Present Perfect (English/Arabic).
Teaching Tools for Online Delivery

- Poll Everywhere: Live voting on "Which version sounds more professional?"

- Jamboard: Collaborative tense transformation exercises.

- Feedback: Anonymously share rewritten phrases via Mentimeter.

Examples / aliol:

I Email Sign offs / ouilgd aypll Sigial Ul
Formal / ouwy: "Sincerely, [Name]"
Informal / p¢ awy: "Cheers, [Name]"

r. Meetings / lcloinx Ul
Formal / ou): "I'd like to propose...”
Informal / p¢ souw): "How about we...?"

. Reports / pjlaill:

Formal / ouwy: "The data indicates...”
Informal / p¢ (o) "It looks like..."

MCQs / alfwl Juid I o Haio:
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. Which phrase is most formal? / sl &)l 2 51 Sayou)
a) "What's up?"
b) "How are you today?"
¢) "Hey there!"
d) "Yo!"

(Answer: b) / (abdl: w)

Exercises / ¢yjloj:

Writing / alidll: Rewrite this informal email formally: / ¢l alis e ypll Sigualdl pe
ol 6)gny duouu):

"Hey, send me the report when you can. Thanks!"

Conversation / aslall: Roleplay a formal client introduction. / d.},i.ojﬂg_')i aoa60) duouw)

V1
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