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Activit
y

Object
ive



Provide
practical tips on
effective email
writing and the
use of online
search engines.

Activit
y

Object
ive

Durée : Environ 1 heure



1. Introduction (5 minutes)

Significance of email
communication in personal and
professional life.

Objective: Draft clear, concise,
and professional emails.

I. Email Writing



2. Email Structure (10 minutes)

Header:
Explain the importance of an informative
and concise subject.

Body of the Email:
Present ideas in a clear and structured
manner.
Avoid overly long paragraphs.

Signature:
Include professional contact
information.

I. Email Writing



3. Tips for Effective Writing
(10 minutes)
Use of short and simple sentences.

Avoid excessive jargon.

Revision to correct spelling and
grammar errors.

Appropriate use of tone based on
the recipient.

I. Email Writing



4. Practical Exercise (5
minutes)

Drafting a fictional email
with a specified subject.

I. Email Writing



II. Online

Research



1. Introduction (5 minutes)

Significance of online research for
obtaining information quickly.

Objective: Effectively use search engines.

II. Online

Research

Duration: (30 minutes)



2. Using a Search Engine (10 minutes)

Keyword Selection:
Choosing relevant terms for the
search.

Search Syntax:
Using quotation marks for specific
terms.
Exclusion of words with the minus
sign (-).

II. Online

Research



3. Evaluating Results (10 minutes)

Checking the reliability of sources.

Using search filters for specific
results.

Identifying authoritative sites.

II. Online

Research



4. Practical Exercise (5
minutes)

Online research for
information on a given
topic.

II. Online

Research



Exchan
ges,

Intera
ctions



Answer participants'
questions 

on email writing 
and online research.

III. Questions

and Answers



Recap of key points.
Encouragement to
practice regularly for
skill improvement.

IV. Conclusion

Duration: (5 minutes)



Encourage interaction, 
ask questions to check
understanding, 
and provide concrete
examples to illustrate
concepts.

Note 


