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TODAY'S LEARNIG OBJECTIVES

Writing Emails in a professional way. Key areas:

1.. Learn email parts 13gusajuds=nauyavdlua

2.+ Practice formal expressions Wads:longaniw

]
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3.« Write clear subject lines wgukduanvalou

4.« Compose simple messages [WgudanIIUMge @
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WHY IT IS IMPORTANT?

In Business (ussAo:

- Communicate with international clients Giaaaanmaous1a
- Apply for jobs aunasviu
- Work with foreign colleagues mviuautwausIuvIUB1ICAIOLBI0

« Professional communication a1sdoaisog1vioo1sw
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Email = First Impression axwds:nuloiisn
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BASIC EmAIL STRUCTURE

5 Main Parts of Email lasvasivduakan 5 adu
1. Subject Line KUo (KOUd)

2. Salutation aisnane (A1snanig)

3. Body Message oK (u‘]am)

4. Closing misuame (mMsdamy)

5. Signature a1918u (a1aLgu)




SUBJECT LINE

Subiject line is like a book title kiioudaruvda. People read this first

daudulnou. If subject line is bad Kdelud, people might not open
your email 912luiladwa. Keep it short but clear duuddau. Use 5-8

words (5 5-8 m

[ ===

Good Subject Lines (210K U20:
- Meeting Request for Friday a1suauaus:zgudunAns

. Question about Product Price Amaiutagiausimaun

T————— g~

. Application for Marketing Position auascditkuvnisaaia

)
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SALVUTATION A1sNANE

AsnaANy is how we start conversation. 'Dear' for formal ua: 'Hello' for

informal. Use comma. If don't know the name, use 'Dear Sir/Madam

Formal gniw:
- Dear Mr. Smith, 1Sgunaudils
- Dear Ms. Johnson, 1SguntudoKkudu
. Dear Sir/Madam, (sguniu
Semi-formal Avnvans:

. Hello John, a>aa »oKku

- Good morning Mary, ayadaaulyl wus
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EMAIL BODY STRUCTURE

Body is the main message onAd1uKan.

Think of it like telling a story @13av.

First paragraph/ State purpose uand1mluldou.
Second paragraph/ Give details (Ks19a:199q.

Third paragraph/ closing & thank you UaUﬂmuazuaﬂﬁudaTU.

Keep paragraphs short goklndue - easy to read 91umne




EMAIL BODY STRUCTURE

1. Opening Paragraph gorxunda:

- State purpose uandaaus:=avA
. "l am writing to..." dulgulwo...
2. Main Paragraph gaxkukan:

. Give details [Ks19a:1980

- Ask questions a1umaiu

3. Closing Paragraph goxuhda:
- Thank you uauaau

. Next steps duaaucdalU
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CLOSING msUame & SIGNATVRE a191Gu

Professional Closings nisuanigidoondw:

. Best regards, GygAIULAISW
. Sincerely, A29AUDSL(D

- Thank you, uaungu
Signature Block duaiatju:

- Your name ¥oauavAsu, Job title diukuovviu, Company name ausun
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and Contact information dayadaao
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PROFESSIONAL EMmAIL OPENINGS
To Give Information walkdoua:
. | am writing to inform you... lgutWaudviknsiu
- | would like to tell you... agnad:zusnneu
- Please note that... AseuINs1UN

To Ask for Something WDUDUIVFD:

. | am writing to request... LUYUIWDUD

- Could you please... atuydg...[alku
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MAKING REQUVESTS POLITELY

Magic Words AdLAY:

. Please asan

. Could you soglalku

- Would you mind a:sviagnku

Examples (ogv:

- Please send me the report asaundavsigviulkau

- Could you help me? arugdgaulalku?

- Would you mind checking this? asugdgasivaoulalku?

Too Direct = Rude tdguviataulu = korume X
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APOLOGIZING IN EMAILS

Light Apologies n1sualnuiue:

. Sorry ualny (sor-rii - 59$-5)

. | apologize auualnu (aai-pol-o-jaiz - [o-woa-la-[»§)
Formal Apologies msualnuagiviunivnis:

. | am sorry for the delay valnusnaiin

. | apologize for the confusion valnuynduau

- Please accept my apologies aseuisuAualny
For Mistakes dainsundiuRawanaq:

-This was my mistake GiduadiuiNawalauavau

Q . | take full responsibility dusSurayvaulGun
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CONFIRMATION & AGREEMENT

Confirming nasdusu:
e« I confirm that... audusulI...

« Yes, that is correct T4 gﬂﬁaq

« I can confirm the meeting aubusunisYszYw

- = L
Agreelng nN9LWUAY:
. o [ i S
« I agree with you auivuarsnuAm
« That sounds good W.g#
« I think that's a great idea Aa37iDuAINAANG

Showing Understanding uaa<saluie1lac:
« I understand aut211a (aai-un-der-staend - la-9u-1aDS-FUAUA)

« That makes sense ANIWATHUA

——————pe
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« I see what you mean LmﬁTawﬁmwuﬂﬂﬂﬁ
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COMMON MISTAKES X

1. No Subject Line

2. Too Casual
3. No Greeting
4. Too Long g1d1aull

5. Forget Signature auaigsu
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