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Cdigall LU 2 b
What Is Business Writing?

23

Definition

LD gl LS

ddeo (LOUD 439 ch,.aJow (T.?u,b\j L)j-ig Uja.i/o d,,a\}'}

Business Writing is:
Communication that is clear, concise, and purposeful..

aogalsl
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Cdigall LU 2 b
What Is Business Writing?

Why Business Writing Matters: :duigall LS dnn]
Reduces misunderstandings ,
(Q.é_Q,\‘ £ g J.,LCU
Saves time ) -
c39ll 5848

Improves teamwork .
P Szl Jaall e
Supports decision-making S 3501 s

J-ocl
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Cdigall LU 2 b
What Is Business Writing?

Where We Use It

@f! 2
Olelaizl ol — Pludl — Gl faadl — el — D!

Used in:
Emails — Reports — Proposals — Messages — Meeting Minutes

aogalsl
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Key Features

Key Features: Al o)
Clarity <ty
Accuracy ds.J|
Professional Tone 41 A1 8 il
Action Orientation ely> V| g d3gill
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Terminologies

Ty — bl o — 5l — Bugl — Hg40]
Terminologies:
Audience — Purpose — Tone — Message Structure — Clarity

3 o) — s sine 3 sl pen
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C)Lan,,aoJ\
Terminologies

Example (Before/After) : dx 9 Ju8 Jlis
t5e Je X Bad Example

“We need to fix many things soon.”

Meosd S Ol pduad (uarlisee L)

;> Jbev Good Example

“We need to update the client file before Thursday.”

VowkeS N pgy Jud Jaeadl b Cousal) Zliss™

:bee Jle/ Excellent Example
“Please update the client file by Thursday at 3 PM so we can send the final version.”

33l dseadd) Jly] o oSt Thae ¥ e ludl puras)l J Juondl cale Coios 22"
Jooc)
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Sy Jle
Practical example

i)l B g Lo

MY de J.A.Q L;L@.J\JJ).Q»J‘ de)l Lf’ﬁ"
N T s SO UV

|dentify the Purpose:

What is the purpose of this message?
“Please send the final report before 2 PM.”
Options: Request — Complaint — Greeting

Salasl odd iy 13Ls
_ "5)\3}5\ - d.AS)LUA./Q OMR uin.u.’ Y deld! L& L;L@.,J\JJ).QJ\ du)l S

aogalsl
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S Js

Practical example

request Tl Cou 4o L

MY de Ll du_g éL@J\f)&ﬁ\ Jujl L?Jz’”
ooy — 95 — b oL

|dentify the Purpose:

What is the purpose of this message?
“Please send the final report before 2 PM.”
Options: Request — Complaint — Greeting

M55 e Syl (o oSeonid ¥ L) 3 Sled) il Jl] (o

J-o-c]
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Practical example

ol Al Aoyt AIUI daale) Al BUS o]
(S U5 Sl Egup5all o Jaladl] Uiy o
)l ) g

(Context) Blwd! o

(Action) o gllaall cly>le

(Deadline) lgdl acgolle

(Purpose) <dagll 5l dylslle

asogalsl

J-o-<l
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Practical example

48| NI dsend)
3xa)) )] Jloylg Judmdl oead 2lg3) Sy S Juandl 4,85 Jgo Liidlie o guasy”
"% pabetl) &Ll Al J] gislia] (pe oSats gep gl [nas 3 Acludl L
Professional Version
"Following up on our discussion about the client report,
. could you please finalize the analysis section and send the updated file by 3 PM
today,so we can include it in the final submission?"

401 | Fdol |

aogalsl
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Gl — el — zgu04)

Clarity — Action — Professionalism
To29) oao b
50 U9l (yo W)l (55801 g 0 @
Croddlel o o
040 3w (9L @
O30 09k @
Ax3lad] Zoad ol pie I
Jrolds gy dole dlax @
Collall usd puc @
C3gll Sdeuc @
Bled! S5 pde @
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Gl — el — zgu04)

Clarity — Action — Professionalism

Clarity / zs24!

X Unclear / zualy a¢
«lgd 8 a3l Elliad o dlgie Lussd &l daw)l (o guason
“Regarding the issue we discussed, please handle it.”

v Clear / zols
EHIESNENEN] el das Jlay) (2502
“Please send the updated delivery plan for Tuesday.”

aogalsl

J-o-c]
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Gl — el — zgu04)

Clarity — Action — Professionalism

 gllaa)l wdss — ddela]l
Action

"W aeludl Jd oladadll Jloly 38ye)) calall dazla 2

“Please review the attached file and send comments by 3 PM.”

aogalsl

J-o-c]
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Gl — el — zgu04)

Clarity — Action — Professionalism
Tael iVl a3k
P9l 09 poxd 09y Blalo B @
eIl Gl Josdl e 5SAL o
emotional writing ci=s e
Professionalism / 4] =Yl

X Unprofessional / i s
" Ul & el )"

“You caused the delay.”

v Professional / 31>

"Caloll Jly) @Job ol

“There was a delay in submitting the file.” s

J-o-c]
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Terminologies

Gledl e gall — 8l — Ogllaall cly2Yl — o409l

Clarity — Call to Action — Tone — Deadline

3 o) — s sine 3 sl pen
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Practical example

Choose the clearer message: zuo9Y! dlaxd! iz

We need to finish soon

Please send the final version by 4 PM today

aogalsl
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Practical example

146K 30 U] 48 80 0 AW 8,88)1 sazs]
Sy Bye Lgiazlyo cliSas Ly 139800 Buds HIln Of wasely wlaloll Eaxly"

MBIl A e 1St ST o) (6Y ¢ as (5T Pl 8 13] Lo 48,209

aogalsl

J-o-c]

o3 dae) — Al sias § iall e issue 01 U-'-l-ij-.’.-!



Practical example

CB13) Lo uSTg (5,51 810 lginzrlye (2053 . 44280 Wlle s 929 Jis! ElasYg laldl Easly
" ISl )zl el 2lia

"l reviewed the files and noticed possible missing information. Please review
them again and confirm if any sections need completion.”

aogalsl
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dpe Vs duaaBYly Aogall HLUSII o G,

Business vs Academic vs Creative Writing

dgad! LUS)
Business Writing

Clear d=wolg

Direct 8 <l

Action-focused szl g= dg3g0
:J i

Example

Mzl ae go ST (20"

“Please confirm the meeting time.”

aogalsl
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Business vs Academic vs Creative Writing

ool gdua dansSYI LS

Academic Writing

Knowledge =z il of Jud=s 91 ddyan @oiss e
Al 9] 5,58 o e

Ush dogedn Ologlan @ids o
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Business vs Academic vs Creative Writing

o)y Jbe

Mol gall 55T e bl i) 50 Al oda Jslis”

This research examines the impact of employee training on performance. e
Tl (3 238 gl puss Y 13k

Db 4

Jos st

il e

Jalxdlly 7 adl J31s auai 8,541 o

Action+ Foo9 + de o zliss Joall iy o

aogalsl
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Business vs Academic vs Creative Writing

el LSl

Creative Writing
Emotional dable
Descriptive 4oy
Imaginative JLsJ! (de daiss
:JLe

Example

@&9 JLMS C-LM” G».QJ\”

“The sky opened like a silver curtain.”

aogalsl

J-o<l
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Business vs Academic vs Creative Writing

___
oy

49, 2.0]] () Jogb
s (2o AR

Action Clear Short

Knowledge Formal Long

Emotion Descriptive Variable N
J-o<l
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Practical example w
(oxdl Caiyo) 1 (el pyail

Interactive Exercise 1(Classify the sentence):
1380 xedl 8y 31a)) Lol b e

T/ @?JST / e

“Please send the updated invoice.”

Business / Academic / Creative?

(sl 2d>) 2 delasll il
Interactive Exercise 2 (ldentify the Type)

i ) ddldl Sl e sguall pyadl laluy.”

“The report highlights key financial trends.”

T/ 2381/ (a0
Business — Academic — Creative ||",; el
o Jae] — b gdae B 5all paen issue 01 lj.l.l.lj.lJ
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Practical example w
(oxdl Caiyo) 1 (el pyail

Interactive Exercise 1(Classify the sentence):
1380 xedl 8y 31a)) Lol b e

T/ @?JST / e

“Please send the updated invoice.”

Business / Academic / Creative?

(sl 2d>) 2 delasll il
Interactive Exercise 2 (ldentify the Type)

i ) ddldl Sl e sguall pyadl laluy.”

“The report highlights key financial trends.”

T/ 2381/ (a0
Business — Academic — Creative ||",; el
o Jae] — b gdae B 5all paen issue 01 lj.l.l.lj.lJ
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Business vs Academic vs Creative Writing

Key Takeaway duod=l

Business = Action / s/, = dugall LS|
Academic = Knowledge / 43,20)l = dusasBYI

Creative = Emotion / ygxad! = deliu)l

aogalsl
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dpe Vs duaaBYly Aogall HLUSII o G,

Business vs Academic vs Creative Writing

duelaoYl vs dueasBYI vs dugall LS
Business vs Academic vs Creative Writing

S ALl 2530 Bty 8,55 — Balas Bghas e
Step-by-Step Demo — One Idea in 3 Writing Styles
4oy 8,54l

«.glaazVl J=l opo pyadll ] zlison

Original idea:

"We need the report for the meeting."

aogalsl

J-o-c]
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Business vs Academic vs Creative Writing
digall LUSJI

Business Writing
«glaizM juasill o (St > 5l 2 deludl Jd 83l Jly] (zrp0»
Please send the report before 2 PM so we can prepare for the meeting
daoaaBYI 4,
Academic Writing
«palall flaazdl (3 L bl dddsad! dad b)) eedd Cgllae a3l lday
This report is required to support the analytical discussion planned for the upcoming

meeting.
dael I LS
Creative Writing
«leST ol Ob iy U Fliaedl JladY) e S el glaazdl iy
The meeting awaits the report like a key that unlocks the whole conversation. arostsi
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o dee] = Ahsiae Gsiad) pen issue 01 lj.l.l.lj.l“.l_

7401 | Fdol | rgol |

o
-
u
T
(@)
w



P15-FO5

IV R CIN]
Lecture?

dusgall dalllg 8 il

Tone & Professional Language
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5yl #1951
Types of Tone

« Formal Tone duow ) B pidl o
o Neutral Tone Blolxall Bl o
« Friendly Professional Tone digall Do gll 3yl e

3 o) — s sine 3 sl pen
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Formal Tone

Full sentences oS Joxr
Professional vocabulary duowy 13,40
No contractions Ohbaisl o9
Used with managers/clients 342d) eMlaally ¢ dall te pdS

3 o) — s sine 3 sl pen
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Formal Tone

() X

Q5J53Léj\ L_JLin él&w J..Qb cL?>J,o

“Hi, can you send the invoice?”

Zw)\/

MoSes B9 (81 (3 Busall 8)53lall L] (21"

“Kindly send the updated invoice at your earliest convenience.”
() X

3 <lasMe ] Aoy

“We need your feedback soon.”

aogalsl

J-o-c]
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daan )] )l

Formal Tone

Igm—wj\/

w3l Zlue b SSlasMo el Haasy
“We would appreciate receiving your feedback by tomorrow morning.”

:&_'é\ﬁl\ e Jlev/
3 g ) ol uS5all ya ¢ CFOJle ke S o)
'Hey, did you check the numbers?""
el o)
"AI 18Il dazl e STy S 2"
“Kindly confirm whether the financial figures have been reviewed.” ...

J-o-c]
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B eadl 8 !

Neutral Tone

o Clear douolg e
o Direct ol o
« No emotional words dable O9ds o
« Used for daily communication o3l go 294l Juolgil o
pimdeel—dbgaa gl
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Neutral Tone
.ud)“i ” ‘ ]\ Lgﬁjﬁ”

“Please find the updated file attached.”

"TE izl de g0 AWST eliSa Ja"

“Could you please confirm the meeting time?”
Mdua]!l dasd! P ol"

“Here is the revised plan.”

1040 Jbev/

598 Friendly uSoe iy ...598 Formal cuSas i
"dbl gl » Neutral

Arogalsl

J-o-<l

S e = issue 01 U.I.I.I j'l'“',.
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NECINIEP)

Neutral Tone

el Bl pusuild (a0

Follow-up dxlall e

Olake Jluyl o

[

=~ Update

ad Reply o

25l Uas-v/

Al g s Loo ey ey Cogbrl 0las) BUSIL 09,8
aSad) J=-1) Blead) § dgeg A=) ASTNeutral «dadlpaey
y-ocl

o3 dae) — Al sias § iall e issue 01 l."l'uj'..l'!
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duigall 43 g)l 50

Friendly Professional Tone

« Warm but professional doge @SS A3g
« Short, simple sentences Aoiwn9 Bpsnd Jo> o
« Appreciation phrases daas puds whle o
ﬁ.g.u._l:l&ll
oidpdeel-tBgsagiallaes e 01 U-I-Uj-l-;
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duigall 43 g)l 50

Friendly Professional Tone

-dial
Mo gl dazlyle i 35)land T,S0"

“Thanks for sharing this! I'll review it today.”

\ ;st LQ\ Cais| 1) LSJ"""
“Let me know |f you need anything else”

Sl o2yl (@ Bl e
“Great work on the presentation.”
.Jgdaux/

Friendly Professional # Casual e

. “Heyyyy bro send me that file ©&"_SSYX o
Asgall idlasae o 1da o
J-o<l

ouim dae) — 4da giae (3 8al) aaaa issue 01 lj.l.l.lj-l.l
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Feos Jlis

Practical example
:Jlie
5l |
“Kindly provide the updated contract.”
— Formal
“Here’s the file you asked for.”
— Neutral
“Thanks a lot! Really appreciate it.”

— Friendly Professional

aogalsl

J-o-c]

o dee] = Ahsiae Gsiad) pen issue 01 l."l'uj'..l'!



Practical Examples

Examples

Formal = “Kindly confirm the Melazdlde go LT (20" D (o

meeting time.” Ae g0 ST ellnd (e > il
Neutral - “Please confirm the TS
meeting time.” ; Lazs STl salt

Friendly - “Just checking in — can 2 A 292 003

you confirm the time?" Tedoll sy

aogalsl

J-o-c]
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Practical Examples 5] s

ldentify the Tone

¢... Formal / Neutral / Friendly 4JUJl Ja=I"
"Il aaall Bgss ("

Kindly provide the updated contract.
Formal dew)

"l Ul Caledl ga i "

Here's the file you asked for

Neutral 8dol=s

R SOUSVERN G
Thanks a lot! Really appreciate it

aogalsl

Friendly Professional duge 439 forey
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Adjusting Tone for Different Audiences

Audience Types yggaxdl £yl
Managers VI Re
Colleagues o)
New Clients 3 lee
Existing Clients 09 yetunce Dlos

o3 dae) — Al sias § iall e issue 01 lJ.I.IJj.I.“J_
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Adjusting Tone for Different Audiences

Adjusting Tone 5 )l
Tone changes by: e s S
Audience ol goi
Relationship 48Nl (S o
Context Il ) Blw
Sensitivity &9 gadl duso i

aogalsl

J-o-c]
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03403 o Syl Janss

Adjusting Tone for Different Audiences
V8,54l s g5 digh Al
Py el
To a Manager — Formal
M&dal dasdl (5 gaedl s OB 15 Lo AST (2"
“Kindly confirm whether we should proceed with the updated plan.”
Llxo - ol Juo3]
To a Colleague — Neutral
"9 a8 0oxell dlasdl e LS13] 48T Sy Jo"

“Can you confirm if we're using the updated plan?”

aogalsl

J-o-c]

o dee] = Ahsiae Gsiad) pen issue 01 lj.l.l.lj.l“.l_



-
u
T
(@)

7401 | Fdol | rgol |

03403 o Syl Janss

Adjusting Tone for Different Audiences
g:%\fb\ﬁ L§33 — WYl Jgl Juoe )

To a Long-Term Client — Friendly Professional
"F Bl dlasdl paeiw LS13] b mus g oSy Jo—laid 4 ST 390"
“Just checking in — could you confirm if we're proceeding with the updated
plan?”

) — ddx Jees I

To a New Client — Formal

MBiall Azl (§ gaell WSt S g2

“We kindly request confirmation regarding the updated plan.”

aogalsl

J-o-c]
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038l e Byl s

Adjusting Tone for Different Audiences

Tone by Audience Dgeaxdl Cows 8l
Manager - Formal Pe) > e
Colleague - Neutral Ll = o)
Long-term Client - Friendly (539 = yadens Juos
New Client - Formal ) > Rl Jaes

Joc)

o3 dae) — Al sias § iall e issue 01 lj.l.l.lj.l“.l_
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Adjusting Tone for Different Audiences

401 |

. X Too informal: i wjj.s'ﬁx
. “Hey! Any updates? ©” Q)" O ldziue ST 1G> y0"
m V' Friendly Professional: @iy $39v
\ “Hope you're doing well. Any updates on Oliziae Gl s Jo 30 0555 Of (gl
B the report?” " pyaall ol

aogalsl

J-o-c]

o3 dae) — Al sias § iall e issue 01 (JHA j'l'“',.
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30 5all Al s Bl Jarus

Adjusting Tone for Sensitive topics

Sensitive Topics dwlud| a0l
Use formal or neutral tone for: ;s oo gl dxane) B0
« Delays JTESCI e
« Complaints Sl e
« Corrections ol e
« Performance issues sV Slice o

o3 dae) — Al sias § iall e issue 01 (JHA j'l'“',.
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Paractical Example

,”;Ua_‘ﬁj Dl ui.{)\ G,LQ.:JS”

X Your team made several mistakes.

.«L,Q L@;}\JJ bj_ca J»\.:;)J\ M\ Lg S EES N =L Sl Qijdﬁu

Vv "There seem to be some issues in the recent submission. Let’s review them
together."

aogalsl

J-o-c]

o3 dae) — Al sias § iall e issue 01 ljllii&!

401 1 Fdol | rdol |
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Adjusting Tone Based on Pressure Level

Jeiw Cows 50l odas
dwac 090 Aoudly B8 - dloxaiiue dagall 9
ol Sldle 918Ul gyl plusail §gias
>l deadline @)Y

o Jle

«HOI Lglaoy] 1T Jley

e Jbe

92 delud) 3 Caldl Jly) eliSas o dou A laa Zlow fouogall lda"
ﬁ.g.n._l:ﬁll
o dee] = Ahsiae Gsiad) pen issue 01 L"ud-uiij'l“-,:
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Adjusting Tone Based on Pressure Level

lasall G gtun s 8l Jpuas
Adjusting Tone by Pressure Level
Pressure Level = Tone Adjustment

If the task is urgent — direct but calm

No emotional language

No ALL CAPS

Clear deadline

Bad: “URGENT!!! Send it NOW!”

Good: "This is time-sensitive. Could you please send the file before 2 PM?”

aogalsl

J-o-c]

o dee] = Ahsiae Gsiad) pen issue 01 lj.l.l.lj.l“.l_



) Adjusting Tone for Different Audiences
\ dpull oo (§ Haclud Wils a0
. Friendly Professional
Neutral Tone Vocabulary Formal Tone Vocabulary
E Vocabulary
\ BINENEI BTTIVR ol
. st Sl ol 13 Gl Oldnall 2T el SAE /[ opySla 06SS
eedl @UED dow . guel /st Sadl by Sl )das
ﬁ.g.u._ul&ll
\ o dee] = Ahsiae Gsiad) pen issue 01 dl,"l'l-?ij':..l'i

o
-
u
T
o
w

L ALY A AT Y
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03403 o Syl Janss

Adjusting Tone for Different Audiences

Bpdl lans (§ Huclud widyae

V' Friendly Professional v Neutral Tone v Formal Tone
Vocabulary: Vocabulary: Vocabulary:

Thanks for your help Please confirm Kindly
Appreciate it Attached is... Please be informed
Let me know if you need Here is the update We would appreciate
anything
Happy to support Let me know Your cooperation is

highly appreciated

aogalsl

J-oc<l
o Jae) — A giae (3 8al) area issue 01 ‘J‘I‘Lij".l.'i

AL A S Tl
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03403 o Syl Janss

Adjusting Tone for Different Audiences

S g liaal) iV 8l Hlas (2
: 90|
S pe Jolas 80 J9Y i Jues
A) “Hey! Can you send the files?”
B) “Kindly share the required files at your earliest convenience.”
C) “Send the files today.”

: B dowsuall LY
ol Juan dewling cdafi=e (Formal @Y

aogalsl

+ Jocl

o dee] = Ahsiae Gsiad) pen issue 01 lj.l.l.lj.l“.l_
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03403 o Syl Janss

Adjusting Tone for Different Audiences
dusliad) 8l Hlas) — 1 Jle
Scenario / gt
50 oY S ae Jolaty dod Jaos
A new client working with your company for the first time.
Options:

a) “Hey! Can you send the files?”
B) “Kindly share the required files at your earliest convenience.”
C) “Send the files today.”

yo Adogeuall LY

Vv Correct Answer
B > Formal tone  awenss

J-o-c]

o dee] = Ahsiae Gsiad) pen issue 01 lj.l.l.lj.l“.l_
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iz coo Olle

Phrases to Avoid

Blaming B olue olalgil o
Vague wording daele olhle o
Emotional tone dable 5 o
Extreme words (11/&51s) dallas colalS o
ﬁ.g.u._l.'ll&ll
i Jee) — 4ds siae (3 g8all aen issue 01 U'u"d-q-:j'..l'i
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iz coo Olle

Phrases to Avoid

Blaming Examples gl e dlsal
Avoid = “You caused the delay.” M) o T S e
Use - “There was a delay in submission. Cpdad! 3 36 Gasy > pusil
ﬁ.g.u._l:l&ll
o dee] = Ahsiae Gsiad) pen issue 01 L"I'ud-q-:j'.l:i



-
u
T
(@)

7401 | Fdol | rgol |

iz coo Olle

Phrases to Avoid

Vague Examples: daele olhle
Avoid — “Fix this soon.” Me i Eopsall Rl S i
Use > “Please update the file before 3 3 d8 el cpud (20" 5 puil
PM.” 2 Lo
ﬁ.g.u._l:l&ll
G das) - 3B siae 3 a)l s issue 01 L"u'ij'.l:i



iz coo Olle

Phrases to Avoid

Emotional Phrases  Lable 5,0

|H

Avoid = “I'm surprised 1" O i GBI = x5

7401 | Fdol | rgol |

o
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Use - “There seems to be a discrepancy.” BYs] s of 9o = IEEI
ﬁ.g.u._l.'ll&ll
g dae) - Ak shae G il aea issue 01 lj.l.l.ij-“l-i
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iz coo Olle

Phrases to Avoid

B3 8 !

Defensive Tone
1= X Wrong

7008 Jb el eds b (5
As | told you before...

3V v

Better Professional Alternative

" 653 8p0 Aaid)) st Al s OF s

It seems this point needs clarification again.

aogalsl

J-o-c]

o3 dae) — Al sias § iall e issue 01 l."l'l'ij'l“".
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iz coo Olle

Phrases to Avoid
dallaall olylall
Extreme Words
dalla)l whladl Cixs X Avoid Extreme Words
Always — 7Lsls o
Never — “Tale “

KN

Why

FBs I J3=3s pomgll pasead) jaid >
@b bl v

Professional Alternative

”..” ] 3 J}TL’g jE & “J‘)-i) . !' n
EN: | noticed the issue occurred in the last two submissions

aogalsl

J-o-c]

o dee] = Ahsiae Gsiad) pen issue 01 lJ.I.IJj.I.“J_
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Feos Jlis

Practical example

J2dl il Lozl — (zvuo g5 Jlis

S 4l i 4ST Lag)]

Which is more professional?

i) Janyd o 13LaJ-A

Why didn’t you send the report?

"l Bale) Sy o a3l Bl o) Ll 900-B

It seems we haven’t received the report yet. Could you please resend it?

V' Correct Answer / :dsusuall LY
B — ‘QLQ_)\ Q9 cztz,«,b\j c5J\3L>=,o d 3

aogalsl

J-o-c]

o dee] = Ahsiae Gsiad) pen issue 01 lJ.I.IJj.I.“J_
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Practical example
Before/After Examples

oY1 Jlo)!

K« ladail) 2 (QJ ol

X “You didn’t follow the instructions.”

"l gazly o JoBUL gila o) olapdaddl O gan"

v “It seems the instructions were not fully applied. Shall we review them together?”
A JLl

x «gjj—é \3) GU}-T»

X “I need a response immediately.”

192 deludl U 3,0 iSey Ja . Jrle $9u0 g0l 1da"
v “This matter is urgent. Could you please respond before 2 PM?”

aogalsl

J-o-c]

o3 dae) — Al sias § iall e issue 01 lj.l.l.lj.l“.l_
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Practical example

I Jlwd)
Xazdlg e p,ail»
X “Your report is confusing.”

"¢ QU el s 93 Sy Jo Buuo o3 Zliss s ,a3) 3@ bl jax
v “Some points in the report need clarification. Could you expand on section 2?”

aogalsl

J-o-c]

o3 dae) — Al sias § iall e issue 01 (JHA j'l'“',.
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Practical example
ozl HUS Bsle) — (g3 Jlie
4oyl dexdl X Original
" 330 e 3o il
You are late again.
1digel) dudlIV
Professional Rewrite
"9 gl das Al Sy Jo sdsall 35l (3 et o el OF 90"

It seems the submission was not completed on time. Could you please share the update
plan?

aogalsl

J-o-c]

o dee] = Ahsiae Gsiad) pen issue 01 lJ.I.IJj.I.“J_
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) Jg> 855501001 LS
Reader-Centered Writing

Understanding Your Audience D9ge! 0gs
Why Audience Matters D9gexd) ege 13L)
e Better clarity Slzgsy o
e Faster decisions &l 3 e
e Less confusion ogdl g J55 o

aogalsl

J-o-c]

i Jee) — 4ds siae (3 g8all aen issue 01 L’-l-uj-l“-,,
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) Jg> 855501001 LS
Reader-Centered Writing

Audience Types : el £1g3]
e Managers QI Rde ¢
e (Colleagues oy o
e (lients HMoc @
e Partners Ko o

3 o) — s sine 3 sl pen
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) Jg> 855501001 LS
Reader-Centered Writing

Key Questions dawntS ) s
« What do they know? Tt Bya 13l o
« What do they need to know? T hym Ol gl 13 o
« What action do you want? T gllaalilo o

aogalsl

J-o-c]

s Jae = Ak sine B oiall s issue 01 lJ.I.IJj.I.“J_



Reader-Centered Writing

Clients need— Os=>bsw Dl Managers need — Og=lizw 0940l

451 Sl

485 e&yYl

Llab <)yl,all
daol) olasll

)l 0Ly Loy Joanl|
e 3512 duslgall (o, (Bl sagog Sl L

aogalsl

J-oc<l
o Jae) — A giae (3 8al) area issue 01 ‘J‘u'ij".l.'i

AL A S Tl

7401 | Fdol | rgol |

o
-
u
-
o
w



Reader-Centered Writing

External Partners need - Og=ltizw 093)90)l 9 <54 Colleagues need - Og=>lizw o3l
formal tone - 4=l Oladdas T929
ddas lglas
timelines - @B 3 o6 5409 elee 2o)s3

eleadl g3 (ngF g0 Bole 0o

aogalsl

J-oc<l
o Jae) — A giae (3 8al) area issue 01 U-Il-ij-_l_-i
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) Jg> 855501001 LS
Reader-Centered Writing

Il
Before / After

o3eazl) calio ne X Before
"Attached is the report. It has everything you need."

:
&.
c

&.
C

TPy O30
‘LS)LQ.” J.C 5;\).5_” S (2

aogalsl

J-o-c]

s Jae = Ak sine B oiall s issue 01 lJ.I.IJj.I.“J_
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) Jg> 855501001 LS
Reader-Centered Writing

:Jle

After v )geezd cnlio

d> 7o)l dugal! dseud!

«Fdyals dic aSlice (Seo Jo .0 s> calddl (8 o) LT g9ao

It seems we haven't received the file yet. Could you please share it when it's ready?

aogalsl

J-o-c]

o3 dae) — Al sias § iall e issue 01 l."l'l'ij'l“".



D5gazdl ddyae Obgiue
Audience Knowledge Levels

401 |

Audience Knowledge Matters Léwuj Jole Hggazdl 48,20 (S giun
. € Technical Audience arasiell ) ggex]|
— Understands terms like KPI, ROI, SLA SLAROI «KPI :Jie wlxdlrine ogay =
€ Non-Technical Audience sasasiall e jsgaxi
E — Requires simplified explanations Buslgy Uasie 5d zliw =
» Mixed Audience INTESN YOV
— Use clear, accessible language without Jue a5 (3 Jgz-l 093 dyply ds) pusuind -
excessive detall dbios A8

Jocl

o3 dae) — Al sias § iall e issue 01 lj.l.l.lj.l“.l_
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Practical example
Cnliad! ) ggazdl dod=s JUe

Sentence dlo=dl
o)l )l s (Stdlgas Bgss 2

Kindly provide your approval on the attached proposal
C':ZSJ\..,’J\ olg_g Jj,«p_io.“ B
Which audience?
“adwe 1
¢ Li> uﬂbjﬁ 2
D dououall LY
Manager - i
by zuoly Cllally duassy 80l OV P!

i Jeel m Hhine G issue 01 l,' j-l.IJj.I.“J_
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Practical example

09802 G de o Bole]
Original Sentence X 4oyl el
Send me your feedback when you can.

v Rewrite for a New Client di> Juea) duwlind! dscud!
Kindly share your feedback at your convenience. We appreciate your time

" WSy g, Suwly U gl (§ SSUa>Dey Bigis 9o 3"

aogalsl

J-o-c]

o3 dae) — Al sias § iall e issue 01 lJ.I.IJj.I.“J_



-
u
T
(@)

7401 | Fdol | rgol |

SPESANIRES IR
Writing for Busy Readers

Start with the main point CauglL il o
Use short sentences 5l Joz pdSinl o
Remove extra words gl B> e
They skim de i Q9500 o
They read fast Ae o O91y3 o
They ignore long text dbglall Sl Oglags o

o3 dae) — Al sias § iall e issue 01 lJ.I.IJj.I.“J_
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SPESANIRES IR
Writing for Busy Readers

s /A8 Jbed/

:dan,09 dugb X Before

oSan 13] JLd o )T I L ododadl (an cdasY | 89 awll gzl cuS L a0 0955 gl
dously o After

PM.3 U8 dslgdl dseuddl )] (225"

i Juolan

English:

“Please send the final version before 3 PM. Details below.”

.u;@ﬁ "OJ}\j "!‘ .u

aogalsl

J-o-c]

o dee] = Ahsiae Gsiad) pen issue 01 lj.l.l.lj.l“.l_
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SPESANIRES IR
Writing for Busy Readers

Structure for Speed de ) a2imd sl
« Headings cpols o
« Bullet points blas
« Clear actions Tolyg b e
ﬁ.g.u._l:l&ll
idmdelmibiae Sl e 01 dum
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SPESANIRES IR
Writing for Busy Readers

b puad Joz pdsciwl

:Jle

:Abgb dleax> X

sl SIS Al o (a5 (25 <55 el <lamdla BLply Calall dazlys 3ot

douslg 9 b f

Mo 8o dlasivn PM.2 Jid olasdlall Juo)l, 38500 Calall dazlyo (20"
i 51y Ay 35 dlax 5"

Arogalsl

J-o-c]

ouim dae) — 4da giae (3 8al) aaaa issue 01 lJ.I.IJj-I.“J_



B Jgitaoll 1Bl & LS
) Writing for Busy Readers
\ Bullet Points)l pusiul
i e
. S o gy 8,88 K
«@o3)) Jgazdl dazlyeg Bbidl dseud)l Ll (£ inall dlas Codsd I zliss (20 »
E S0 blas
\ Required today:
. e Update the project plan
e Review the timeline
. e Send the revised version
[¢) Sl o %70 042l (3 Jgeol Lola
ﬁ+ngn5||
\ g dae) - Ak shae G il aea issue 01 m

P15-FO5
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SPESANIRES IR
Writing for Busy Readers

Clear Writing for Busy Readers Jsiiall 1558l doesl gl LS
1. Say the main point FIRST Yol Al dnadl o) 1
Please send the final version before 3 Lrae 3 deludl J8 45lgall el Jl) (22
PM. Details below obal e il
2. Use short sentences 5 puad oz el 2
One idea per line — Faster .@—J 0gd > sl 8019 8,58

understanding.

aogalsl

J-o-c]

o3 dae) — Al sias § iall e issue 01 lj.l.l.lj.l“.l_
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JM y \‘LSJULU <ULSJ\
Writing for Busy Readers

Clear Writing for Busy Readers Jorinall £5)lal) dsplgll 4,USI

3. Use bullet points bladl pasiusl 3
V' Helps the reader scan quickly. A o il de 15 delug
Example: Il
e Update the project plan &9 rinall dlas i @
* Review the timeline @23 J9dxll dazlyo o
e Send revised version Vo)l &scuddl Jl| o

aogalsl

J-o-c]

ket ks issue 01 l,' j-l.l.lj.l.“.l_
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SPESANIRES IR
Writing for Busy Readers

Clear Writing for Busy Readers Jgiiuall 15l dsusl gl LSS
4. Make the action clear usly bl a4
Please confirm attendance by 10 10 dcludl Jud Hguamdl WS (=,
AM so we can send invitations. Olgeddl Jluyl e ySeid Bl
5. Remove unnecessary words gl o alsd |5
Please send the latest version 2is B3 Al Jluy) (2
when available 2,843

aogalsl

J-o-c]

o3 dae) — Al sias § iall e issue 01 lj.l.l.lj.l“.l_
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Jgsinal| (5l LS

Writing for Busy Readers
Jolés Jle Before = After
K syl g dbghll dseudl
el O cdasNg §9 el Ao ) Olaiuall 3T azhl coS pso 0655 Of (gl Azl eluey
L Bdodadl dscudl Jlu] 48] Hase 0 13] Jlal 0 Jaad @yl G cdioses Cand (Sdie 839290l
«lgmeid 53 o)l dealall ol o1 (qa3l Jsuan) e 4dLs] wolla=dle (5T Led ol
V Jgiinll 15l dogell dseud!
Jg> 4dla] Gllasde (514 deludl (b lgabios Taiud! cpo Bdowall dscaddl Jly] cliSas Jo"
Maros b gl gzl
Bug)l s
grllos
%705 J318<1,8 =39 Juoel

o3 dae) — Al sias § iall e issue 01 A
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SPESANIRES IR
Writing for Busy Readers

1 grined! (LAl dusolin dsend ] 41 dodl Jy=>

A loYINX

«dlbgidan a8 OT ST Guis Vg o] dinl mge dinlis o (ST (& o9 ¢yl arly Ellias cyon
2891 A

«pB8)Yl doso (pe aST PML3 U8 odad ST Jlaylg el dazlye (2p0»

aogalsl

J-o-c]

o3 dae) — Al sias § iall e issue 01 l."l'l'ij'l“".
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Jgsinal| (5l LS

Writing for Busy Readers

ok o matid Sglasu Bglas — (o5 (25e
«B33909 douuslg dieud | Biding )L}b 120 J§=d»
X LY il
S5 B0 Wiz lye (203 U cCods ] Zliod 0 291 Gans of cdasYs uel £l a bl caSy
«ls,3 331l el gzl Juandl OY il (£l
ol daasdl STl — 18 ”5JQ>J\
"3l g ol Calo daxlys 503"
11238 ()9 )l Bl uQMo\ — 28 3.19}:.’\
"deasdl I Wbl 8 romias J] gl pluddl s
Bosly 1ae g0 (fasd] — 3 Bglasl
"2 Lo 3 deludl Jud S lipasat)! &) lis (23"
4S8 gd] dseud])
Gom el ] bl (L3 o J] gl pluddl paams . aoeddl §9 el Lo dazrlyo (23"
"2lue 3 deludl 3 ©lyasdll &Sl S ol

ouim dae) — 4da giae (3 8al) aaaa issue 01 lj.l.l.lj-l.l
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Sloglaall o3

Prioritizing Information

Before / After:Jtw

oo doie X Before
dazrlyo dzlizee I Ll yas 3 451 hag coloduddl Jodzr 2zl caS o 0555 O (203l

dhie 35V After
el 5l e Mz Al twwdl PML3 delld) S8 olodindl g Couss zliss”
MAIEN Ll 3 ol

Jisolasl) @3 ! @3 Y9l dagall doglaall

aralalsl
ouim dae) — 4da giae (3 8al) aaaa issue 01 (JAIJAI
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Layering Information
Ougll -1 daa)l
Main Point
Wt,w;)}\ulla_]\ e
Dsd tla)l dzlizy Lo o
dacll Gloglanll— 2 )
Supporting Info

Cluadl e
”0- : ' ‘ ¢
J-o-<cl
o dee] —dbaa gl s 01 U-'-UJ-'-’
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L:.)‘...I }Z‘Ju‘)_’“ _ o oo
Layering Information

dsls] Wleglae— 3 dauall
Optional Info

Dyl Jolasll

Y dishys (Sl o

el 7l colaoll daslg )l o

3 o) — s sine 3 sl pen
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L:.)‘...I }&Ju‘)’“ _ o oo
Layering Information

Yol o glaall (Q.;J 229
Top-Loading the Message
Al (§ dewdyl Claglaall (o0
Putting the Most Important Info First
dsbldl dnydall X e
P2 E Gugl S Juelas > dugb dedies I

22\2,5240.5\ d.wj.la.)\ VAR
12 dyy9 ~all Juolal aday = Baglb Tus

aogalsl

J-o-c]

o dee] = Ahsiae Gsiad) pen issue 01 lJ.I.IJj.I.“J_
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L:.)‘...I }&Ju‘)’“ _ o oo
Layering Information

Visual Structuring S ki
Headings B uad polic w98
Short Sentences o

8 psad Jox
Bullet points
Clear separators dipo gl blis
Bold For important dously Juol g
words fagall SLKH Ly das

aogalsl

J-o-c]

o3 dae) — Al sias § iall e issue 01 (JHA j'l'“',.



- e
) Layering Information

. Example: - Jls

. Instead of using a very long paragraph, use L pdsci] s dbgls 8,88 elasviwl (e Yo

m Required Today: 0 94) o gllasl]

\ e Complete task A [ dagoll JWS| o

. e Review task B O dogoll daxlya @

. e Send the file." Calodl Jl)| o

\ ﬁ.g.u._l:l&l!

o3 dae) — Al sias § iall e issue 01 l."l'l'ij'l“".
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uda*“ ewd fJ\M\

Logical Flow

Action Cgllaall e
Reason Codl e
Next step AUl Bglazll @
ﬁ.l.u._u.-llﬁll
o dee] —dbaa gl s 01 U-'-UJ-'-’
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Logical Flow

S osla)l lglasdl Lo ~§I3La) -§ o5 13Ls

Action
"aaa)l dazlye (2"

Reason
M oadh wo "

Next Step
,”TJ\.{‘— EL«.;JLQ_: 3 < . J—wj.\-—w”

411449\ dlﬁ::j c@,b\j cd.@_w d..w.l.w)

3 o) — s sine 3 sl pen
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Practical example
Before / AfterJels Jli

45,0 né dlw) Before XK

QW dl de olasde (3 0T @iy 8391 Oladuddl Canzly Ul ase 0555 OF (il a3l slae”
"doa> Wl d oty d gz 048 sl ol Jgud) § dine § OLSy ()l

dosly sl il dseud After

PM:4 J.8 Ul s gidl dazlyo (22

Missing data 2 Jlle

Conflict with timeline 4 &lle

Needs update sl Jgaxlle

Jos @L@u\'w\ ee s

aogalsl

J-o-c]

o3 dae) — Al sias § iall e issue 01 l."l'l'ij'l“".
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Practical example
Bl S AW ezl 1)

ddueyl X
ﬁﬁj‘ QL@MJL@L’“")‘ UBAJJAJ CLI?LA&J& d;b L_;““‘)‘ wmjﬁjbj‘djﬂ <))o 5 L.)-A”
1A pell dsendd)

Action:
Deadline:

Mesdl Llg S cllasdMal oyl

Note:
,”L.w\.bo OL*B LJ.AJJL) LST . .Tu

Arogalsl

J-o-c]

e e e issue 01 j-l-l-ij-l“-,_
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.~93JL.LQ

Practical example
e dhie Jaudad (3 40U Jazd! o)

Put These Sentences in Logical Order

2ol dslgll dsenddl Zlisy Jaeall )
1.The client needs the final version today

492 wewddl Codsd (=30 Y
2. Please update sections 2 and 4

2l 5 deludl Jolso caladl Juoyd O o, Y
3. We must send the file by 5 PM.

B35l a1l ). €

4. Here is the draft report. ml ='5'|

ouim dae) — 4da giae (3 8al) aaaa issue 01 ]J.I.IJJ-IJ
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S Jlis

Practical example
o)) o, zuoall 8 gadll

Correct Logical Order:

B35l 8l S, ¢

4. Here is the draft report

49 2 ULQ-AM—Q-—H L_",\J..,\.?o L?Jj Y
2. Please update sections 2 and 4

5l A5lgdl el Zlise Juanll, )
1.The client needs the final version today

Eluae 5 deludl Jgloo calodl Juoyd O o, ¥

3. We must send the file by 5 PM. ...«
J-o-cl

o3 dae) — Al sias § iall e issue 01 l."l'l'ij'l“".
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Jra)) e Ol
Email Structure Essentials

. Subject Line L)l Olgie 1

. Greeting d=ll |2

. Purpose Sentence Bugll dlex 3

. Key Information kel Ologlanll 4

. Call to Action el b3S
433l 6

. Closing Line il 7

. Signature e . ;M}J
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ool S Sl
Email Structure Essentials

Subject Line Jwadd! Olgie

M aleg (ualy b 050 O o 1) ol s "
W) o)l — G dsall i e

“Updated Report — Q3" e

X Avoid:

»

“Important!!

“URGENT!”

aogalsl

J-o-c]

i el m i Sl e issue 01 j.l.l.ij.l.“.l_
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el S b o

Email Structure Essentials

Greeting 4!
M sited| o 833l e dazans”
“Dear Ahmed,”

“Hello Team,”

<
gpved t‘"_)"’” °
aralalsl
pimdeel—dbgaa gl 01 UMM
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el S b o

Email Structure Essentials

Purpose Sentence - cdag)! dlos
:Jle

i) oo dlgall dseaddl Clla) CaSTy
“I'm writing to request the final version of the report.”
Key Information - degall Juueladl
1oL 3 (gl axlisg e hadd (S| L pans !
:Jle
Wl -Date
Jo8 0wl — File name
szl 89 - Meeting time . pre

o3 dae) — Al sias § iall e issue 01 lJ.I.IJj.I.“J_
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el S b o

Email Structure Essentials

Call to Action - & glladll
:Jle

@2l 3 J8 ©A=)l Call &) lae (="
“Please share the updated file by 3 PM.”

3 o) — s sine 3 sl pen
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el S b o

Email Structure Essentials
Closing Line - de3l=!

Maade S

“Thank you in advance.”

Sighature -z 9!

Sdeall dgr — (b gl sl — ol
:Jle

EN:

Yosra Khaled
Instructor — AUC

aogalsl

Educational Consultant ja ef

o3 dae) — Al sias § iall e issue 01 lJ.I.IJj.I.“J_



el S b o

Email Structure Essentials

Example : Jbe
Dear Sara, Syl 3 3e
Please update the document. iewadl Cods 2y
Best regards. el ;\&A
Question: What’s missing? )

Answer: Subject line + purpose

Sl + Cougll + Ol gl

sentence + details.

aogalsl

J-o-c]

o dee] = Ahsiae Gsiad) pen issue 01 lJ.I.IJj.I.“J_

7401 | Fdol | rgol |
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SIS CINIEES

|dentifying the components of the email

Example Email

Subject: Updated Timeline — Project A
Dear Mariam,

I"m writing to share the updated
timeline for Project A.

The revised dates are listed in the attached
file.

Please review and confirm before 4 PM
today.

Thank you.

Kind regards,

Yosra

o m Jee) — Ab siaa (5 8all mren

QoS oy Al Jle

&9 riue — oI @Af” Jod=dl 10l gind!
A

(LR QS

GNES PPV FIENEN| IS BN UKLy

A &9 rine)

)AJ\ L_,QLQJ\ Lg oayj,o CUJJLAJ\ G_:‘)\j.ﬂ\

issue 01 L’.I.UJ.IJ
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dgj&b” SPURGIHA
Email Structure

Subject — Olgiall
Updated Timeline — Project A
Greeting — 4!
Dear Mariam,
Purpose Sentence — Cougll dlex
I"m writing to share the updated timeline for Project A.
Key Information — 4wl o glas)l
The revised dates are listed in the attached file.
Call to Action (CTA) — wgllaall ¢l Yl
Please review and confirm before 4 PM today.
Closing Line — plisd! dex
Thank you.
Signature — a4l
Kind regards,
YOSIa  asesa

J-o-c]

o3 dae) — Al sias § iall e issue 01 lJ.I.IJj.I.“J_
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daslall Calaadl 14
Common Purpose Categories

1) Request k]l 1
“I’'m writing to request...” el STy
2) Confirmation ST 2
“I'm writing to confirm...” « ST STy
3) Follow-up | |
dlioll 3

“I'm writing to follow up...”

4) Information sharing «Amliall Bl
“I'm writing to share information Slaglaoll )laee 4
regarding...” «.... Jg> Ologlan &Slaa) STy
ﬁ.g.n._l:!bll
G m Jee) — Ada siaa (3 58all maen issue 01 l."ud-uiij'l“',:
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da3ladl GluaYl gl gl
Common Purpose Categories
Examples — Bad vs Good
X Weak Purpose:

«"LS‘:.“ Lg ol ..,\“{)\))
“I want to talk about something.”
L aa)l Cduyll

V' Professional Purpose:

Mudsdl & ol LS\AJ.H Jgd=l < 5.J g_.,JST"
“I'm writing to clarify the timeline for the new project.” ...«

J-o-c]

o3 dae) — Al sias § iall e issue 01 l."l'l'ij'l“".
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daslall Calaadl 14
Common Purpose Categories

Ans 9 b — Aol

Before / After Examples

e b — 1 Jlie

Example 1 — Requesting a Document
XK« 83! zlis! Ly

«X “I need the report.”

V gl 13y il pyadl cllal STy
v “I'm writing to request the updated report for this month.”

aogalsl

J-o-c]

o3 dae) — Al sias § iall e issue 01 lJ.I.IJj.I.“J_
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daslall Calaadl 14
Common Purpose Categories

Ao 9 e — Al

Before / After Examples

¢ laxzYl uST — 2 Jlie

Example 2 — Confirming a Meeting
X«qatoib.}“ (SR

X “When is the meeting?”

VAR P WS RESVINR RV

v “I'm writing to confirm the time of tomorrow’s meeting.”

aogalsl

J-o-c]

o3 dae) — Al sias § iall e issue 01 lJ.I.IJj.I.“J_
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daslall Calaadl 14
Common Purpose Categories

A 9 3 — sl

Before / After Examples

Aius oo PV =3 JUs

Example 3 — Reporting a Problem

XK «dlio > ¢3»

III

«X “There’s a problem

v “I'm writing to report a technical issue related to system login.”

aogalsl

J-o-c]

G das) - 3B siae 3 a)l s issue 01 lj.l.l.lj.l“.l_
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daslall Calaadl 14
Common Purpose Categories

1 Jbe

Example 1

deluall lgaucl

Rewrite:

" ot saall s

"l need the updated contract.”

- owouall LY
K den)| Jia LAUQ_] g_.,JST))
"I'm writing to request the updated contract.”

aogalsl

J-o-c]

o dee] = Ahsiae Gsiad) pen issue 01 lJ.I.IJj.I.“J_
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daslall Calaadl 14
Common Purpose Categories

2 Jls

Example 2

4eluall lgauel

Rewrite:

((%)J.IJ\ dgdo_- O.CJLWBJ\ 3_97))

| want to ask about the training schedule

: w‘ ‘U[>3”
ey ddl Jedz e Hludiw ST
"I'm writing to ask about the training schedule.”

aogalsl

J-o-c]

o3 dae) — Al sias § iall e issue 01 lJ.I.IJj.I.“J_
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daslall Calaadl 14
Common Purpose Categories

;- Jbe

Example

Write your own purpose sentence for a real email you would send at work.

aogalsl

J-o-c]

o3 dae) — Al sias § iall e issue 01 l."l'l'ij'l“".
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da3zdlg wgllaall ¢l
Calls to Action & Closings

What Is a CTA?

CTA Jaeod! 81,3 dm dlas O ez (s U1 e 1510 ey (3 daxdl 92
232 el 48l Juand! > AWl 8glasdl (5l Loy o) 13)
A CTA tells the reader exactly what to do next.
If the reader is unsure — the email is incomplete.

Al 8,54
Cow + 89 + ¢lym] = ¢l 2] 33| ] 8geull
Key ldea:
CTA = Action + Time + Reason aosts

J-o-c]

s Jae = Ak sine B oiall s issue 01 lj.l.l.lj.l“.l_
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g3l CTA N olis
Elements of a Strong CTA

1. Action wollaal 1
Send / Review / Confirm / Approve slazel / ASG / dazlye / by
2. Deadline Adcgall 2
3. Responsibility 4 ghnall 3
4. \Who does what? ? 13y pod (90 4
Example: : Jl
“Please send the updated file by 4 PM e 4 Jud doeadl Caldl i) (200
so we can finalize the report.” eV AV JOVIRA N

aogalsl

J-o-c]

o dee] = Ahsiae Gsiad) pen issue 01 lJ.I.IJj.I.“J_
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Types of CTAs

Request CTA b
“Please review the attached file by Al Jolow (38,01 Caledl daslye (2
tomorrow.” ST
Confirmation CTA 2l 3 deludl b S)gua> AST oy
“Please confirm your attendance by 3 PM” sloxel
Approval CTA 485 o)l dolped) (e dadlgall zp
“Please approve the attached budget.” daulin
Follow-up CTA i3y elgidYl Hed Codsill Lisl] (=
“Please update us once the task is Aogal!

completed.”

aogalsl

J-o-c]

o3 dae) — Al sias § iall e issue 01 lj.l.l.lj.l“.l_



-
u
T
(@)

7401 | Fdol | rgol |

Collaall e[, 2Y Jox £l53]
Types of CTAs

Strong Closings W\ a’jﬂ’.‘”
e Best regards " Ul*’.““ WIQ‘ &
e Kind regards 4ol U‘.‘JBC“’/@}*’?
e Thank you ) M\&A,./L’U\J%.
e Sincerely el @6 Jouds glinaige
X Avoid: . . M
“Thanks.” / “Regards.” / “OK. / “".cle3 plad / gl / Gl /152

ﬁ.g.u._l:l&ll

3 ) — A s (3 sind) psan et 01 g...umj.u
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Collasll eh2Yl Jax sl
Types of CTAs

Bad vs Good CTA e CTA Jblae uus CTA
X Bad: L L
“Please send soon” «AS ) Canal»
v Good: L e
“Please send the draft by 12 PM 15605 12 Jud 85 gl Jliny (202
today.” «p 9!
X Bad: L Caaud
“I need the report.” « a3l il BTy
v Good: s
“Please send the monthly report by Ll Jud Sl a3l ] (m0»
end of day.” «p 5]

o3 dae) — Al sias § iall e issue 01 lJ.I.IJj.I.“J_
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Practical example

Exercise 1 — Rewrite:
X “I need the file”
Exercise 2 — Add a Deadline:

“Please review the contract.”

. . «.Ads)l daslyo (zpn
Exercise 3 — Fill the CTA: A ’
“Please the document by CTA b=l e e JST—3J

i 91>=, ool |

SO we can = - « t;ii
. _ M M 0 . L)A
Exercise 4 — ldentify the issue: 3 o)l dd> — 4 Jlie

Send me the design. «.oasail] J Jeol

aogalsl

J-o<l

ouim dae) — 4da giae (3 8al) aaaa issue 01 ]J.I.IJJ-IJ

delua)l el — 1 Jlio
« . ala CU>T» X
51 13e 9o sl — 2 o
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Practical example

Example 1 — Rewrite: 4 lall del — 1 el
X “I need the file.” « . alol CLI>T» ) ¢
v “Please send the file by 2 PM so we el 2 deludl Joloo caldl JUyl (z20» v
can proceed.” €Al oo (S 2>
Example 2 — Add a Deadline: 35l 13 g0 capl — 2 el
“Please review the contract.” « Bl dazlie (2
— “Please review the contract by 52 Thuo Jolow daall daxlio (2o0n =
Monday morning.” «. sl
i 3 ) — A gine (3 il aen eue 01 duu;...:}ul



-
u
T
(@)

7401 | Fdol | rgol |

Practical example

Example 3— Fill the CTA: CTA L2 e el s)le JoST— 3 Jlia

“Please the document by B> SLICEINCIOMN] S

SO we can «. R Ol

Example 4 — Identify the issue: i el 3A> — 4 Jlie

“Send me the design.” «.peosaill J Janyly

Missing: Deadline + Reason. v + 3lg5 e go 143l
i G 50 e
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LS Wy Cllall edeas]

Request & Confirmation Emails

What is a Request Email?

(809 T2y San 3T (asd e Liews 9l doglan 9l sh] Cdla) dodstad (S 39 ASIYI WAl 5o

oo
e
.)Lx:w.
CLQ.Q“ X \}pO
aralalsl
| Joc!
ouim dae) — 4da giae (3 8al) aaaa issue 01 (JAIJAI
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LS Wy Cllall edeas]

Request & Confirmation Emails

The 4-Part Structure of a Professional e N ;\FT 4 o0 0551 S
Request Email r Augl das 1
* ol
1.P RO
urpose Sen-tence LT sl
Always start with: RIS
’'m writing to request e
Example il (aodl Jgdsdl Cla) ST
"I'm writing to request the updated N9 iel)
project timeline."
Jo-c

o3 dae) — Al sias § iall e issue 01 lj.l.l.lj.l“.l_
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LS Wy Cllall edeas]

Request & Confirmation Emails

Details ogall Juro a2
Tell the recipient exactly what is sl Ogllaall 9o Lo Judiwal) Zusg
required: :

e file name

* version el e
* meeting date Fladl gyl e
* reference number PESNPCRIINE
Example e
SThe file neevded.ls C21,3”Sa|es — I )l — Ol pasde’ 58 Ggllasl Cala)l”
ummary — Version 2. /1 dsel

Joc!

o3 dae) — Al sias § iall e issue 01 lj.l.l.lj.l“.l_
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LS Wy Cllall edeas]

Request & Confirmation Emails

3. Deadline Algdl de gall 3
Without a deadline... the g en = cdlall LGl ae ge (ot
request = "not important.” Y acl] S,
v by 2 PM 2l oo U3
v by tomorrow morning 1) gy 0Ll e go § v/
v no later than Thursday L "‘ .
4. Clear Call to Action Gt SR
Example w :Jlie
"Please send the updated file deludl 8 Gl caldl Jlo)] (220"
by 2 PM so we can finalize the Myl @] e Sexd 2
report.”
Joc!

o3 dae) — Al sias § iall e issue 01 (JHA j'l'“',.
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LS Wy Cllall edeas]

Request & Confirmation Emails

Examples (Before - After) (do > Jd) dliol
Example 1 — Vague Request oly ae Gl — 1 JL))
X "Can you send the report?" TI3Le) € a0 § 0,85 ST — oly_ae K
v Professional: gl Ayl

"I'm writing to request the updated ) | e
sales report for Q3.Please share it by o Sdadl Wlaall 0,85 Cllal STy

2 PM so we can finalize the 53¢ 2 dc Ll Jud aS)lie (o I
presentation.” C i) oyl slgi] e o)

aogalsl

J-o-c]

o3 dae) — Al sias § iall e issue 01 lj.l.l.lj.l“.l_



LS o il oollale

Common Mistakes to Avoid in

401 |

. Request Emails AR Sl
. No purpose sentence Ougl o g8 dax e Sgi5 Y

1. No deadline Al dego drgy Ve
m 2. Too much text G sl aille

\ 3. Aggressive tone (“ASAP”, “urgent”, “now”)

(01 cJ=le (ASAP) dslue 8,00
. 4. Missing file names or details

Juolad] gl olalal slowl gaaee

aogalsl

J-o-c]

i Jerl = Absine G e issue 01 l,' j.l.l.lj.l.“.l_
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(81501 oy Asel) Sl 9o ol gyl

Scenarios (Real-Life Examples) Workplace

Scenario 1 — HR Dol 3yl gdl = 1 gyl
"I’'m writing to request your updated B Ieall L3I 8 pd) Clla) CSTy
CV for your personnel file." b gl elala)

- adll — 2 O g)law
«L?'aLQJ\

o . dj\:w.]\ i | CJd) WST
"I'm writing to request the revised s igll g .”B ' 1]

drawing for Section B."

Scenario 2 — Finance

"I'm writing to request the payment
receipt for last month.”

Scenario 3 — Engineering

aogalsl

J-o-c]

o dee] = Ahsiae Gsiad) pen issue 01 lj.l.l.lj.l“.l_
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Practical example

Turn the following sentences into

b il | 4Ll | g
professional request emails b Jily ] 46 Jozdl 3>

48| A
1. X "I need the budget." Al sl X1
v "I'm writing to request the updated Bl Lilpnedl Cll) G| CaST
budget for October. Please share it by 3 delud) Jglows @S)lien (om0, 93T g
PM." «Jsas 3
2. X "Send the pictures."
v "I'm writing to request the project gl o)l X; 2
photos. -@M‘ij’ el el STV
Please send them by end of day." 3l bl Jokw b)) (2

aogalsl

J-o-c]

i Jee) — 4ds siae (3 g8all aen issue 01 l."l'uj'l“',.



) Practical example
\ Complete the CTA (CTA) sllaoll sl Alas LT
. Fill in the blanks to create a clear, strong ily b dla sLady olel,all Sl
call to action: dug3
. "Please the document by > SICISHOMS] =
m 1 . O-*Q . .-
SO we can .
Right answer: 2lace 3 e Ll b disteen)! Jlioy] 21,0
"Please send the document by 3 PM so we 153 ] e S A

can finalize the report.”

aogalsl

J-o-c]

o3 dae) — Al sias § iall e issue 01 lJ.I.IJj.I.“J_
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ST o]
Confirmation Emails
TSI Jeos)l 90 L

What is a Confirmation Email?

ol (M dedsind A Jua)l 9o

ACga®
Blasle
Calo Jliile
oy
doglane
Gigpdee) —igime Gl gen 01 dut:,l-l-:
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ST dgﬂ}“ LAl S

Structure of a Confirmation Email

1. Acknowledgment doglaall of @Dl uST 1
* “I'm writing to confirm...” 7 ST ST e
* “This email is to confirm...” |

. . 7 Ts | 4 | 5 UL
2. Repeat key information 48T ] Al oda CBugs

e date - Lol Sloglanll (S5 85le) 2
. time. Foydl e
. Igcatlon c3gll
e file name
. | O8I e
"I'm writing to confirm our
: Calall awol o
meeting on Thursday at 10 (o
AM." el 0 g lislaiz! LS STy
«. 5o 10 deldl

aogalsl

J-o<l

ouim dae) — 4da giae (3 8al) aaaa issue 01 lj.l.l.lj-l.l
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ST dgﬂ}“ LAl S

Structure of a Confirmation Email

Next steps Il ol glazl

What will happen after the 8 Latr dng Esciomae 3L

meeting?"

:J i
Example:
"We will review the pricing strategy daBliog _pawd| duzilinl dazlyes pgdiw
and discuss next steps." AJE Ol glazdl

aogalsl

J-o<l

ouim dae) — 4da giae (3 8al) aaaa issue 01 lj.l.l.lj-l.l
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ST dasla (a8l ge
Common Confirmation Situations

e confirming a meeting #loiz! A gs 1SG e
e confirming attendance sl 4ST e
e confirming receipt of documents Ol idnad) @l 2ST o
e confirming agreement on a task doga (e BL3Y ST e
e confirming delivery oMl 91 apleudll A g0 L ST @

o3 dae) — Al sias § iall e issue 01 lj.l.l.lj.l“.l_
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Feos Jlis

Practical example

Which of the following statements is A AU ol o 1
true? 1 SAST o
Confirmation Email : el Jleyl (zp0 1
A) “Please send the report.” 4 dcld) pgdl el LSSt 2

B) “I'm writing to confirm our call

” ZL.«M
today at 4 PM.
C) “Hope you are well.” 50 0583 0l (sl 3
B ok v
Confirm + Time + Purpose : e (Sgi3 Y s
pose : Je Sy @ kvl
i dae = 3B a5l gpen issue 01 lﬁ,!-é’,
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SsSally dalial)

Follow-Up & Complaint Emails

Follow-Up Emails daliadl Doy
When to send a Follow-Up? Cimlio Juwys 20
* Delay in response 3,36 e
* Pending action ok @ sl e
* Gentle reminder Cada) 4S5 e
* Deadline approaching Algdl ae gl Lol 8| o

aogalsl

J-o-c]

o dee] = Ahsiae Gsiad) pen issue 01 lJ.I.IJj.I.“J_



B SoSadls daliell
) Follow-Up & Complaint Emails
\ Follow-Up Structure duliall ALy S
. 1.Reference previous email dasld! A, 3yl (1
. 2.Restate what you need Ohaizb Cgllaadl s 65 (2
3.Add deadline Qg dego L2 (3
E 4.Polite closing dlge dSls (4
\ Key Phrases Ao lial) Lol Oilyle
e “Following up on my previous email...” «dpludl Wl poguaso bl e
. e “Could you please share it by...?” €908 aSlae (S Jon o
. e “Appreciate your support.” «@SSglad HAaiy
N Jac]

G das) - 3B siae 3 a)l s issue 01 (JAA I
P15-FO5 e ey



Feos Jlis

Practical example

Examples (Before - After)

Ao 5 Jud — ol
X Example 1 — Too emotional
s pble —1 Jle X
"I'm really waiting and this delay is t
causing problems." M3 Jale 05 p3 g 1o dituns I
V' Professional s dogell diylall f
"Following up on the requested O gllaall Wil o gras @UT

document. We need it today to il JUS Y 25l dzlion

complete the report.”

aogalsl

J-o-c]

g dae) - Ak shae G il aea issue 01 lj.l.l.lj.l“.l_
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Practical example

Examples (Before = After) 9 S — Al
X Example 2 — Too vague 2ol =2 Jle X
"Any updates?" " 487
v Professional s dgall A, bl f
"Following up on the onboarding file. el Calo (o gz LI
Could you please confirm if it’s ready?" a0 15 ST liSa Lo

aogalsl

J-o-c]

o3 dae) — Al sias § iall e issue 01 l."l'l'ij'l“".

7401 | Fdol | rgol |
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Practical example

Turn the following message into a D duige danyb ) AJW ALl J3>
professional one: € oyiil) Sl day o @J»X
X You still didn’t send the report. = aall zoeill
v Suggested: sl b o guass "
"Following up on the report request. 1 deludl L3 a8 liwe S o
Could you please share it by 1 PM so we can "G Caledl ey e S

finalize the file?"

aogalsl

J-o-c]

o3 dae) — Al sias § iall e issue 01 l."l'l'ij'l“".
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SoSadl dluy S

Complaint Structure

State the issue Wioll g3 . 1
Provide facts/evidence Sl 0uuas 2
Suggest a solution J=> 716! .3
Polite ending Lige dils 4

3 o) — s sine 3 sl pen
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SoSadl dluy S

Complaint Structure

Step 1 — State the issue (fact only) (Lrad 35laxdl) el ;S5 — 1 8glazl
"There was an error in the invoice” "8yglall 3 Uas sl
Example 1: -1 Jbs
Step 2 — Provide evidence / facts Bla>/ Jds a3 — 2 8glaz]l
"The total should be 12,500 instead of o2 0 12,500 92 pouall Sl
21,500." .«21,500
Step 3 — Suggest a solution J> 78 — 3 84kl
"Could you please correct and resend?" «TdlpYl alely puouaill (Say Jo"
Step 4 — Polite ending ddge blg — 4 8glaxll
"Thank you for your support."” M WSSl S

aogalsl

J-o-c]

o3 dae) — Al sias § iall e issue 01 lj.l.l.lj.l“.l_
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SoSadl dluy S

Complaint Structure

X Example 2 — Emotional L dble —2 Jbe X
"This mistake caused a huge "5 S A i s 0 Uas)l"
problem!" s dugal) Ao, bl f

Vv Professional o o O
S BB gie pf M| D g9 Lla>

dale] W \ alo]l
discrepancy in the file. Kindly olely Sz

correct and resend." Al

"We noticed an unexpected

aogalsl

J-o-c]

g dae) - Ak shae G il aea issue 01 lJ.I.IJj.I.“J_
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Complaint Structure

. X Example 3 — Rude Tz oo — 3 Jle XK

. "This is unacceptable." Sdgede pb lda

m v Professional Alternative - Ligell A, lall
"There seems to be an issue that needs )

\ . . Ao Zlisd dags Sl ol gay”
attention. Could you please review the

. attached comments?" Olasdell daxlpe (SiSr Jo

. «%dad,0]l

W\ Jo-c

o3 dae) — Al sias § iall e issue 01 lJ.I.IJj.I.“J_

o
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u
T
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B S Jle
E Practical example
\ Task 1 — Rewrite professionally QUi S deluall del — 1 dagall
(Follow-Up): (Aaslio)
. X “You didn’t send the report.” oyl Jlyl o3 oIy X
. v “Following up on the report request. il Clb (o guase b1
E Could you please share it by 1 PM?” "Glsels 1 dcldl Jud aS)liae eliShn Jo
Task 2 — Rewrite professionally QUi S deluall del — 2 dagall
\ (Complaint): (S 9S)
. X “Your team made mistakes.” «.slast (S5l elas,on XK
v “There seem to be issues in the 3 Ol (ans 2l Ol gu"
. recent submission. Could you please Balely dazlyoll SiSay Jo. 3! el
[.] review and resend? «&Juv;l\

o
-
u
T
(@)
w
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Feos Jlis

Practical example

1digag Bola Al J] AW duabbla)l (5 9SCadl Al LS (Gugel
Ao dlazdI X

" Jsudo pe ldag slasYI OBl Lol Sis,s"

Your team keeps making mistakes and this is unacceptable

Aiged] L)l § O sllaoll

USRI
lhas 35la>| S5 e
ﬁ.l.u._u.-llﬁll
i Jee) — 4ds siae (3 g8all aen issue 01 U'l'l'ij'y:
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Practical example

Professional Rewrite g %JL’-"LCL*"TJ‘ oab:
Suggested Version: d>Adell duigell dseund]

"There seem to be some issues in the G Ol pan e ol g

recent submission. Could you please 3 ol

review the file and resend the dlyly Calol t}‘ﬁ V‘S“S“‘” J‘b‘
updated version?" ol dedd

aogalsl

J-o-c]

o3 dae) — Al sias § iall e issue 01 (JHA j'l'“',.
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ol Juasdl BN

Internal & External Emails

T 2ol Jua¥l oy =101 Juasdl Lo

What Are Internal vs. External Emails?

(Jos (3,5 — 8)lal — D)) Internal Email / aSad1 J=1s
(8% — 093590 — ac) External Email / 451 1=
Aogllall alsdly cJslall 8l & Olegdl Calis,

aogalsl

J-o-c]

s Jae = Ak sine B oiall s issue 01 lJ.I.IJj.I.“J_



-
u
T
(@)

7401 | Fdol | rgol |

A1) el jaSlas
Internal Email: Key Features

e Short 5o
* Direct ile e
e Less formal sy 3T o
e No background needed Lals zlig Y e
ﬁ.g.u._l:l&ll
e g
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A1) el jaSlas
Internal Email: Key Features

Internal: Before - After dou > b s
X Too formal: eI o AST oy X
“I hope this email finds you well...” iy 15 Lo9 ASIYN Al eda 0555 OF Joly
v Correct: € pB0
“Please share the updated dovouall & luall

presentatlon” «C):b;i.]\ LjQ.JJ\ILAJ‘ L)OJ'*'\‘ aS)LwA L?JJ»

aogalsl

J-o-c]

o3 dae) — Al sias § iall e issue 01 l."l'l'ij'l“".



-
u
T
(@)

7401 | Fdol | rgol |

NESCINWOIRTIV

What is an External Email?

pimdeel—dbgaa gl
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S dre)! (aSlas-
External Email: Key Features

e Formal tone duowny Bpie
e Full structure Jof S o
e Background needed dals @5 @
e Zero mistakes sl (e JIs o
ﬁ.g.u._l:l&ll
g ae] = Ao Gial) g issue 01 m
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Feos Jlis

Practical example

anl) B jimn o)l s ) aldl dds 1) Al )l 0ds J3
" (Internal — Casual): adue! duzJIX
wedg bga 3l eIl e Jod W) Low
"We're still working on it. Give us some time."
Sample Professional External Email Answer : 3! 73903 v/
(oS! Llaas”
5,138 Irhae 3 deludl Jglou a8l dscadd) oS ladw, clla)l e Wl Jans (33,801 0L KD 39
" Siglasy (B y)
"Dear Client,

| would like to update you that the team is currently working on the request.
We will share the final version by tomorrow at 3 PM.
Thank you for your patience.”

aogalsl

J-o-c]

o dee] = Ahsiae Gsiad) pen issue 01 lj.l.l.lj.l“.l_
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elgadl ladadg lipusd!
Team Updates & Task Instructions

Team Updates Structure 52,001 Codss S
1 -Status — Completed / In progress / slo / o> / . &JL>J\:1
Pending RIS

Ul 0ol + dd — paadli-

2-Progress — % + key achievements s+ A g0 + £lyx] — AWl B glasi3-

3-Next step — action + deadline +

| J9§s
responsible person e
Example: éey«i"—é))ﬂ‘ oS
Team Update — Marketing ' L)l s )
Status: In progress %60 5Ll 05 13 e
Progress: 6Q% completed ol gy 45l Azl adl 1AW gl
Next step: Final review by Sara — 551 oo — 8L

Tuesday

aogalsl

J-o<l

ouim dae) — 4da giae (3 8al) aaaa issue 01 L’.I.LU-IJ



B algall Sladlss Ao

V' 4 Task Instructions Formula

. Action + Deadline + Responsibility J95uall + de gall + ¢l =)l
Examples: Al

. “Update the client sheet by 4 PM. Flae 4 J8 Juendl Cale Couss (20"

m Responsible: Ali.” " e gl

\ “Finalize slides 5—10 by tomorrow, 1 5> 1 J8 10-5 81adl <L) (0"
PM, so that we can review "G a0

. together”

N Joc!

G das) - 3B siae 3 a)l s issue 01 lj.l.l.lj.l“.l_
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plaall Cladald e
Task Instructions Formula

Task — Improve the Task Instruction elgadl Olandad s — dagall
X Weak oo XK
“Check the report.” « 53l @zy»
v Your task e 0 gllaall J
Add the missing elements: 859880l _roliadl Cass
* Action S
eDeadline Algdl ae gl
eResponsible person SLTWN
eReason (optional) (W) cod!
V' Professional Instruction : dige Dlodaiy/
“Please review the Q4 report and share your Slang @l ol )85 dazlye (2"
comments by 2 PM today so we can finalize the e9l 15gl> 2 delidl Jid wlaxDall
file” " Gl sl e S (5 e

J-o-c]

i Jerl = Absine G e issue 01 l,' j.l.l.lj.l.“.l_
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B 63,1 Juolg)

Digital Professional Communication

Core Rules Lol de g2l
1.Keep messages short uad J5lw). 1
2.No long paragraphs dhgl 1,88 Y2
3.No emojis (manager/client) Juoadl/ paall xe dopunl H90) 09,3
4.Avoid voice notes (unless necessary + short) doshll ©gh pusall Ll 4
5.Use a professional tone digo 8,0.5
6.Clear CTA = “Please send by 2 PM.” PM2 U8 JLydl (& imele Lo 6
Joc!

o dee] = Ahsiae Gsiad) pen issue 01 lj.l.l.lj.l“.l_



Feos Jlis

Practical example

\ 1. WhatsApp Professional Example cldly de gl Jbe 1
. “Good morning, please find the J;Jﬁ*"“ G ol zloe”
15) sl Bdye amall Calal

updated file attached. Let me know if
you need any changes.”

E 2. Slack/Teams Example

" OMdas (Y dxlw cuS
30/ D Je o .2
NerThn CEodoo chJ.Q”

\ .Tsam, q.uélgglz/ugdate: 0480 Jln] 5 - e o
. Neport. : RO (-)ne d 0 gl daxlpall 1d Ul glas]l @
ext step: Review today ) Usn)]

. e Owner: Sara.”
Arogalsl

[¢)
J-o-c]

\ o om dae] — Adasiae (B iall s issue 01 lj.l.l.lj-l“.l_

P15-FO5
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3 ol gsll Ol
Digital Etiquette

Digital Mistakes to Avoid: g oo (&) dwd ) slasYl
e Late-night messages Sl e 2l B9 3 S5l @
 Long voice notes Wghall 45 gsall olasall o
e No punctuation ad Al Oladle plasuiul pue o
e Slang writing dawsyd| e Oldlaanll ol duolall LUSI) o
e Not using names (@Name) (peV@) sl plasiwl puc o



Practical example

T13la)g T il Doyl oda o
ki bwse @l Juol ellabd (o © a3l zloo
Good morning © please send the slides when u can

Gl o) X
qENOM)
(EMOji) Gread 30y 2929
Gl dege 3929 plce
("0") s 52 DS o
14| Y1 dsen IV
155 b 1 delud) Jglow g1l Jlp)] (el gl

Good morning, Please send the slides by 1 PM. Thanks

aogalsl

J-o-c]

o3 dae) — Al sias § iall e issue 01 ljllii&!

401 1 Fdol | rdol |
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J::)Uiﬁ\ ﬁ‘ﬁj
Types of Reports
Progress Reports ﬁw‘ﬁ)w
Purpose ;u;.x@l\
 Completed tasks 550800 olgall e
* Challenges R
* Next steps I sl adasdl
Example e
Completed / In progress / Due date Bl 5y / Jandl Sl / 3502

aogalsl

J-o-c]

o3 dae) — Al sias § iall e issue 01 lJ.I.IJj.I.“J_
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J::)Uiﬁ\ ﬁ‘ﬁj
Types of Reports
Analytical Reports =3 ylas
Used for APRECIN
* Market analysis Bogud| Judi o
e Sales trends Olall Olalssl o
* Operational issues ddsad)) OMawll
Example Il
Analyzes the problem + recommends Jololb Oluo g3 pling Al J

solutions

aogalsl

J-o-c]

o3 dae) — Al sias § iall e issue 01 lJ.I.IJj.I.“J_
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Financial Reports
Content includes
eRevenue
eEXpenses
e\/ariance
e[orecast
Incident Reports
Used for

efErrors

e Accidents
eSystem failure
Example

“System outage at 10:30 AM...”

J::)Uiﬁ\ ﬁ‘ﬁj
Types of Reports

3 o) — s sine 3 sl pen

ddle a5

S gioeall i

ol e
Olog aall o
Ol8g )l e
Oladgill e
C’)J\j}.’\f)\.&.’i
- fw
sUasY|

ool gzl
elaidl Jlaas
:J i

«Elue 10:30 deludl pladl ¢ Uaasiy

J-o<l|
- £
issue 01 lJ.I.IJJ.I.“J_
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J::)Uiﬁ\ ﬁ‘ﬁj

Types of Reports
KPI Reports A Ol ge oyl
KPls include: et sV Ol 5
e Sales bl
e Quality 55 9
e Response time Ll cdg
e Productivity G s
Example: o
“Response time improved from 10 A1 3565 10 o0 Ll by s
min - 6 min ” By 6

i3 dae) — Al gine 5 ial s eon du:ﬁ}
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Feos Jlis

Practical example

Example: :Jle
Classify: (S
“Sales increased by 18% due to marketing o) /18 duady Oolaall nd3)l”
improvements.” " @l (§ Ol
- Analytical or KPI Report TKPI 585 ol (Jd 50,85
Answer: L LY
Analytical Reports (Sl
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The 6-Part Structure
Title & Purpose
Executive Summary
Main Sections

Data & Analysis
Recommendations
CTA

o kW e

el Bl S

Report Structure

3 o) — s sine 3 sl pen

;J_>\ 6 jS,d\ M\
gl Olgiadl
Skl (asdoll
At )1 2 LYl
Jud=idlg il
Lo ¢3!

Collaoll eyl

'OW'U'I'-h'Uui\)I—\

aogalsl

J-o<l
issue 01 lJ.I.IJJ.IJ
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Seodl il S

R“eport Structure

3-Main Sections dae ) pludYI-3
Example (Sales Report): (Olawn 10,83) Jlio
e Sales performance Sl £lale
e Market factors Bgudl Jalgeo
e Customer behavior Dlas| & glice
e Challenges laslle

aogalsl

J-o-c]

o3 dae) — Al sias § iall e issue 01 lJ.I.IJj.I.“J_
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Seodl il S

R“eport Structure

4-Data & Analysis Jud=lg lLJI-4
Use: FRES I
e Charts Aibed! g,y lle
e Tables Jolus]le
e Trends Olalayle
Avoid: u:o:_)
e Long paragraphs dbglall lyaale
e Raw data with no explanation a3 S Q90 el bl Jle
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Seodl il S

R“eport Structure

5-Recommendations Olyo gdl-5
Must be: 10655 Ol oo
e Clear d>>l9 @
e Actionable duascl) dy\é e
e Linked to data LIl dadyo o
Example: “Increase budget by 15%” :Jle

«%15 dawds d5)nall 8L

aogalsl

J-o-c]

o3 dae) — Al sias § iall e issue 01 lJ.I.IJj.I.“J_
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O gllaadl ¢l =Yl
CTA — Call to Action

CTA :055 O cz0-6

Buolge

A gou 13d00

OLLI e Bisoe

10,93

L3 Jl8el3 e py8dl g

8l A Bade Balasd 1) Bl dumgie

:Jle

Fordl Ailgs b do el dlasdl slaiel (2

3 o) — s sine 3 sl pen
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w298 Jlie
Practical example

AUl Sleglaall de 2L (ladd oz 4-3) M Faise 15,85 (S
Jeonll (o5 (o, g2l 1§ nalle

7512l (e %70 oo slgodl syl

dr Olaall GBle Ml @i @) 1 galle

el UM UL L] 1 x)le

1 gldadll

couglll

Jondl D=2

Sa=il.3

(CTA) wslaall <214

aralalsl
ouim dae) — 4da giae (3 8al) aaaa issue 01 (JAIJAI
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Practical example

(Model Answer) &Y z3 g0

eI pAES 0,55

0 %70 oo gl @5 cJuonld ol oyl e Joadl Al mosgs ] codsdl i Gug
Slaadl @ Zhl ey gl

e o)l DLy Jud SBLIL Baugss (zp «0I (> Bl Ml pie G 7136 (30,401 a1,
o2yl JSawy

aogalsl

J-o-c]

o3 dae) — Al sias § iall e issue 01 l."l'l'ij'l“".



digall Ol faall LS
Proposal Writing

What Is a Proposal? Tl Cauyal
Proposal = A structured document $Li3] 45 olaie Wil = yikoll
designed to convince the reader to of U> of das e daslgalls 1)Ll
approve a plan, solution, or project. £9 riuo

Joc]

7401 | Fdol | rgol |
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o3 dae) — Al sias § iall e issue 01 lJ.I.IJj.I.“J_



Ol aall 1ol
Types of Proposals

Internal proposals: sl wlssiae

- Sent from an employee to a manager or oud 91 e il ge ye dwf9~
another department J>\
Examples: - Aol
e Suggesting a change to the shift system Oliagadl plas ass 71 A8le
e Requesting a budget for a project £ il Aol Clloe
e Proposing employee training onels gall oyl #1731 e
Example: : Jlie
“A proposal to improve response time by oo il 8y prue) 7 Ak
redesigning the workflow.” Mdedl e eaesal Bale] JM=-

aogalsl

J-o-c]

D el = Ehiae Gl g issue 01 l,' j.l.l.lj.l.“.l_

7401 | Fdol | rgol |
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Ol aall 1ol
Types of Proposals

\ 2. External Proposals

. — Sent to a client, another company, or
an external partner

e s (6,31 S Juan) Juni—>

. + 3l
Examples: il ol e @

@ e Training proposals o] lofide @

\ e Service proposals aoolicall Juais ol fido o

. e Project execution proposals - Jle
Example: digal) Dol Al Copls uds) - ke

. “Proposal for delivering corporate English S8

[.] training to your team.”

\ Jacl

o dee] = Ahsiae Gsiad) pen issue 01 lj.l.l.lj.l“.l_

o
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u
T
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w



Ol aall 1ol
Types of Proposals

JlacYl Gl jido .3
Business Proposals
sladl Jeanl SU3] Cougl->
ij\ Ol>Abe 4
Project Proposals
Sl J31s dod £9 e Juais e dadlge—>
Ol > ool a0 |5
Problem-Solution Proposals
Bode e Jou pusind >
: Jle
2Vl 8 8),Saall sl Vo - faall 1is o g
“This proposal outlines a solution for the repeated delays in production.”

aogalsl

J-o-c]

o dee] = Ahsiae Gsiad) pen issue 01 ljll{i&!

401 1 Fdol | rdol |
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el A S
Structure of a Professional Proposal

i 7 oo 035l zal [

The 7-Part Proposal Structure

uglly Olgiadl 1

E,,b\j °

dIxo ©

s o

:J i

el So8i Judas Wlglas = Aaall 1ds ms g 1Byl

Title: Proposal to Improve Customer Satisfaction
Purpose: This proposal outlines steps to reduce customer complaints arants

J-o-c]

o3 dae) — Al sias § iall e issue 01 ljll{i&!

401 1 Fdol | rdol |
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el ARl S
Structure of a Professional Proposal

2.Background / Problem Statement TS el Lo G iaall i (oSS 13LJ-2
“Customer complaints increased by W 2ol (3 %17 dwds Dol S98 @l
17% in Q3, mainly due to delayed ) S el G
response times.” =l J=JI 3
3. Proposed Solution Zraal) sl (Jall
The core of the proposal Qe LB + L}m + sls
CLEAR + LOGICAL + DOABLE ) &l glazl
VSteps R
v Timeline ) 3l gall
v Resources 0,4
Vv Team "

o3 dae) — Al sias § iall e issue 01 lj.l.l.lj.l“.l_



O Structure of a Professional Proposal
\ 4-Benefits & Value dosdllg W3l 4all-4
. Why should the reader approve? Taaslgall (9 de o 13l
. Examples of value: dosd)l e dlio]
e cost reduction a1 Judss
m etime saving C3gll 843
\ e customer satisfaction Sasll Loy 28
eimproved efficiency BelaSJ| ¢ pensss
. Example: Il
. “This solution will reduce workload by s Jondl e JudaS (3 Ul e de Lo
[.] 20%.” " %20
\ Joc!

o3 dae) — Al sias § iall e issue 01 lj.l.l.lj.l“.l_
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el AR S

Structure of a Professional Proposal

5-Implementation Plan Jasall das-5
How will the solution be executed? NS CAINVESUPC IR Y
Include: oo
etimeline o3l Jgazl
eresources needed dgllaall 3yl gall
eresponsible persons Al e 099 5aual]

o3 dae) — Al sias § iall e issue 01 lJ.I.IJj.I.“J_
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el AR S

Structure of a Professional Proposal

6-Expected Results 423 giall Lidl-6
What will happen after approval? 438 g0l da Cidsue 13l
7-Conclusion + CTA O ollaall el + da3lsd)-7
“You may approve the plan so we can p gy i)l Tad dlasdl slasel 2oy
begin implementation on Monday.” eS|

aogalsl

J-o-c]

o3 dae) — Al sias § iall e issue 01 lj.l.l.lj.l“.l_
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Practical exam

Rove

LI 8oL) (505 oo <4285 18 o

i Jas) — Ada gina (§ g8all aaen

ple

10Ol gial
Moa]! dods 3 Bl 39 Julan) 7 Aae
&NV
IM5 %30 dewds Daadl Lo 3,01 e o (s
-4l
Gl g Lawgie OF L) GBLAI gl
AR S
sl 3258 Jos s oaasald Bolele
B9yl Old UM uslg Cabbge dols)e
2odl ) s alascil e @,all Coyase
1dad g0l 852!
%25 dwds (98I B39 sMaall Lo, )
o gllaall ¢l =)l

polall @f‘“’g}” oo 120 dasdl el (e dadlgall s

J-o<cl
LE] £
issue 01 L’-l-uj-l“-,_



Sy Jle
Practical example

e Sy wls9 $35 e J) AL Zalall dlesll 3o

dSiialle

J=le

03 91 Aoy a3 gl doeaisdle

dein) Blae

Al dlosl

"3l elal s Jo 3"

1 gldad]l

Nuomes Bosly Golis 5 ise ruad lgitlus lgdel

(Sample Answer) 4| Z3 gl

28y B c&»u;\ Lyl Bda) amascic Co)ds IM= (10 (32,0] £10] (yrenses) Aoz el i = A"
P oy Gt Tang cdouply lglas M Juaid) Jasw  ddoad)) eUasYl Lda59 %25 duwds 4 sl

Hﬁaw\ L:)'\.:dy\ aroualsl
J-oc|

o dee] = Ahsiae Gsiad) pen issue 01 ljll{i&!

401 1 Fdol | rdol |
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Ol>Aaal (3 eLaYlg LU oluss
Writing Techniques & Persuasive Language

Dgall LIS loas
Strong Writing Techniques ; yJ ,u"
1. Use action verbs IRy S/ LS / oyt
improve / reduce / enhance / optimize 289 st 2

2. Use numbers

Managers love numbers.

“Reduce time by 30%.”

“Cut cost by 12%.”

3. Be concise

Short sentences lead to clearer meaning
4. Use headings & bullet points

Make your report visually easy to scan.

FIEHISTVERNETIEW]

"%30 dewds Bl Jdas"

“9%12 s 43| jaas"

Dbaizb 813

Judl S 8,501 ;b o5 8 pundll Jozxl
bladlg Q"thuJ\ fdau,w\ 4

Belall Jgang Brmy oy oyl oz

aogalsl

J-o-c]

o3 dae) — Al sias § iall e issue 01 lj.l.l.lj.l“.l_
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Writing Techniques & Persuasive Language

Professional Modal Verbs 48| i soe o JLed]
can K
will S g
may O
would WIRINE
Example: e
This change will improve customer Hloall Loy 28w puacdl 1

satisfaction

aogalsl

J-o-c]

o3 dae) — Al sias § iall e issue 01 lj.l.l.lj.l“.l_



. Ol>aadl (g abé;ﬁ\g LS oloss
. Writing Techniques & Persuasive Language
Persuasive Language e LaY| dall)
. 1. Benefit-driven writing pslall e 5S35 4L8 01
. Don’t say: s Y
m “We suggest training the team.” "Bl oy A"
Say: - - :dé
\ “This training will reduce errors by 40%.” €. %40 Ao szl Waw coyaid! 1day
. 2. Solution-oriented tone J=J! UL;JSJJ 5 .2
Avoid blaming. PRUPSE
. Focus on fixing. dl oo e 55
ﬁ.g.n._l:!bll
\ i Jee) — 4ds siae (3 g8all aen issue 01 l."ud-uiij'l“',:
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Sy Jle
Practical example

X Before — weak s — Jud K
“Our proposal is good and we hope you « Sz O el dus L iy
like it.” G =S
— weak dab )l e datn =
— emotional S 98 — da
After — Strong A Luws 4281 uaww@w\ s ada,"
“This proposal provides a cost-effective "1 %18 Lo Lygidl Dilog paall Jas (3
solution that will reduce monthly S N
expenses by 18%.” moly >
— strong soball b >
— clear

— measurable J"_;il

o3 dae) — Al sias § iall e issue 01 lj.l.l.lj.l“.l_
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E Professional Letters
. What Is a Professional Letter? g qW‘j‘UUJJ‘ b
. formal written document used for: (= e pisiad duewny 4839
e HR communication D il 3yl gedl Ml yo @
E e Complaints Sybadl e
\ e Employment decisions bl whlys e
. e Official announcements Loy ]l OUEYI
. e Business partnerships Joadl OBL 5
\ Joc
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Types of Professional Letters

1. Inquiry Letter Hludw! Olas 1
Used for asking JENIE ENES S
e[nformation O lo gl
eClarification T 9
e Conditions g L
ePrices o
Example: Il
“I am writing to inquire about the Jae Ldzs Olelya] e ludiwd CaS|
renewal process for your training coyd]
contract.”

sl e issue 01 j-l.l.lj.l.“.l_



401 |

. 2. Complaint Letter
Used when
e A service failed

m e An error occurred
e A deadline was missed
Key elements:

. efacts

. edates
edocuments

[.] ecalm tone

\

P15-FO5

duigall J3leoyl &1 g3l

Types of Professional Letters

o m Jee) — Ab siaa (5 8all mren

el Ao 9o g @5 o
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Blaxl e

el e
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Types of Professional Letters

3. Request Letter cdb olas 3
Used to request JUNIZENES S
eofficial documents duowy Oldidue @
eapprovals ladlge o
eextensions dlgo Javw .
etransfers Jog= ol Jay e
Sample: T390
“I am writing to request an official a3 Balga (el (ST
employment certificate.” o)

aogalsl

J-o-<l

sl e issue 01 j-l.l.lj.l.“.l_
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Types of Professional Letters

JTOM| o (39,0 uUa_>) SREE ol 4
(31|
L_.Q5UQ§,U fl@d\ e PSS “

4. Cover Letter
Used when applying to jobs

Contains "
eintroduction u*‘ S 94
: doddo o
eskills summary e

ewhy you fit “ <hlgall pazds
ing | dadbol) clewbo Coww @

eclosing line o

5. Recommendation Letter o ‘L’l}
Written by managers or o .y qu 5
instructors for recommending an o5l el gl peall S8 O I
.L',JUag\ uﬂoj,o

employee or a student.

aogalsl

J-o-c]
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Types of Professional Letters

401 |

6. Resignation Letter Uil Llas 6
. Formal, clear, and respectful. s ‘@'0.‘3 (o)
Example: e
“I hereby submit my resignation abé e gl oy Blael il o]
effective February 1st.” w))\fuc\ Olas 7
7. Apology Letter o Uas s duigall = EV! Aoy e
Used to repair professional ogd o
. relationships. dadlge llas 8
. 8. Approval Letter o] of Clb e dadlgall )I0Y) po Hua

[.] Issued by management. (P

aogalsl

J-o<l
\ ouim dae) — 4da giae (3 8al) aaaa issue 01 lj.l.l.ij-l“.,:
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Structure & Language of Letters

The message structure consisting of 8 parts sl 8 o 5Sell ALl Koo
1. Sender Information Juyall Ul 1
Your name o]
Job title Feool) (e
Company aS i
Email A9 Y Al
Phone 5Ll 03)
2. Date S

Always write the full date. e Zoyl LS

aogalsl

J-o-c]
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Structure & Language of Letters

3. Recipient Information bl @Bl .3
Full name JoSJI @Yl
Job title AT P-OMN|
Organization C dwsall
4. Greeting d=i .4
“Dear Mr. Hassan,” « e Aall s A Iy
5. Opening sentence (purpose) (Bagl) ZlueYl dax .5
Clear + direct b oliog A9
“I am writing to request...” «.. cda) oSy
6. Body Paragraphs o8| ol 01,85 .6
e Short paragraphs B psad ul,a0e
e One idea per paragraph 5,85 S (8 84>198,55 o
* Proof and examples dacls dialy Al @ Jooucl

o dee] = Ahsiae Gsiad) pen issue 01 lj.l.l.lj.l“.l_
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Structure & Language of Letters

7. Closing Line daslsd| Ao 7
“Thank you for your attention.” . Solaxay FSan
“Looking forward to your response. «. @Sy HUatby
8. Signature Block 89418
Full name JoBJI el
Position EIETURP S|
Company Sl ael
Signature (if printed) (debda)l J> (3) aud gl

o3 dae) — Al sias § iall e issue 01 lj.l.l.lj.l“.l_
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(Professional Letter Sample) (s olas 73 g0
8yl CbuJ\ c@w
5,080l ¢ 5S,0)l £5La 15 20l giall
0100000000 :caslyll
2025 plné 15:70,Ul
Oldesd! i eyl due oo dud|
e ol eyl e daee A
(darg dds A
& Bomlo glasyl ) dadyall 1)laill sl Hlaall dods 30500 polsdl I o)l pllas Couss dlas slaiel () ST
B I dally 25 dyeaniy HUal by s ] il s Gy 1 )l I Glrind! by hawgis
(il @,8ll 09ladg Bogdme diiline pamass (i dxply Wlghs duaill Jadg desla)) ,ea]
2! Earadl yo Bliie) Al sud Lgle 4881 gallg dlasell dnxlpay oS 92|
LI 331 Jgads [9liadiy
U s
Mot dods (_Jjé_.uw
8yl CL?uJ\ C\SJ\L

aogalsl
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Writing Techniques

1.Start with purpose Gagdbin) 1
Clear and direct. ils g s
2. Use short paragraphs 8 aad 0,88 pusiwl 2
Each paragraph contains one idea. Lads Bu>19 8,58 e (Sgimd 8,88 S
3.Use transition phrases byl ohle puascinl 3
e furthermore U3 e dgdle o
e in addition U3 Jl syl e
e however SILF VT
e therefore OB

in dae) — aasiae Bsiall pea issue 01 lj.l.l.lj.l“.l_



' 4 Writing Techniques
\ 4. Use fact t ti
:c,e. ”ac.s(‘no emc}z ions) Jelaall Ly 55lasdl psial 4
Don't: "This is unfair. " C L e
" . JJLCJLC BV d.ru)’
. Do: "According to the agreement "ol 3 Fygell Bl Uds" - b
m dated January 3...” R S ’Loj'wﬁdf. c
5. Be respectful D
\ Even in complaints. ° ua;jé ijfz
6. Strong closing ; -
glacd 1,80
. "Thank you for your cooperation." (st [ S0
ﬁ.g.n._l:!bll
\- i Jee) — 4ds siae (3 g8all aen issue 01 m
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Practical example

(chn2) S XK
ca.)fl’uj\ QJ“}QJ‘ﬂM _,\_.5.‘».]\
50 03 Fauig0ll Al g B S Slie Udd Canag 1ySie (o 03 3l 942909 e I gl clbia> M1 Al (o grase ST
39 il (3 Eaogall J> 158983 (aaily cdale s gl OY g U azrlizes Uis] 10
(Al laaall pasinng ($58) o v
oall ot G1,8 Lol jgaamdl BgaS aalud (3,50l sl dazrlye Callal ST 0l
o 2|
il gy (il e 59Me D ygadl 38195l Ol (e [T Las e ao)l g aSIl Ml 135 ¢ lnd 129 5 o a5y 5e)l D) B3
Boas UL Jsa] Bsle] I ol az-ll e O 38,4)1
CJdall
Wacse 3 Beasll pdlil ouad dxagdas Bohas slaicly Al WlshzYl dazlios 0,51 o)l el
rdas 5]

S (o)) adlaily ¢ Sgla) S
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Course Objectives

By the end of this course, learners will be oo plaiall (S 0ysSIl 1A dylgi

able to:

| | . ddli>lg douoly ylasg o] HLUS
* \Write clear and professional emails and "

reports EMols asaz (3 duwlio B8 ol o
* Use an appropriate tone in all Loall
workplace communication
e Structure messages effectively for B Guam) s S Jldl oudais o
faster results :
el
« Communicate confidently with
colleagues and clients Harly Doyl xe daty Juolgdl o

aogalsl

J-o-c]

o dee] = Ahsiae Gsiad) pen issue 01 lj.l.l.lj.l“.l_



asolalsl

J-ocl

s el — R gne Ga) e issue 01 (A A

P15-FO5



