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¡Upper-Intermediate Students in a 211 Institute.

Students are able to:

¡  get familiar with the structure of  a proposal email;

¡  write an effective subject line;

¡  choose proper language style;

¡  write a proposal email.
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Pre-task 
(15 mins)

Main Task 
(20 mins)

Post-task 
(10 mins)

•Preview p. 66-67 of 
the textbook

•Task instructions 
given by the 
teacher.

•Task – Biz Practice 
(p.69)

•Planning
•Report

•Revise and reflect 
•Evaluation

Teaching Procedures



Teaching Assessment

Teacher 
Assessment 

(50%)

Can-do 
Assessment

(20%)

Peer 
Assessment

(30%)



A. Attendance and participation

No Yes Comments

I am present and on time every day. 1 2 3 4

I participate with a positive attitude. 1 2 3 4

I speak and write only English. 1 2 3 4

B. Performance

No Yes Comments

I can understand the features of a good 
subject line. 1 2 3 4

I can adopt three ways to write a subject 
line. 1 2 3 4

I have developed awareness towards 
Business English. 1 2 3 4

I can write with few grammatical errors. 1 2 3 4

Can-do Assessment



Pre-task 
(15 mins)

Main Task 
(20 mins)

Post-task 
(10 mins)

•Preview p. 66-67 of 
the textbook

•Task instructions 
given by the 
teacher.

•Task – Biz practice
•Planning
•Report

•Revise and reflect 
•Evaluation

Teaching Procedures – 
Teaching Demonstration
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Write An Effective Subject Line



Teaching Objectives

After learning this lesson, you will be able to:

grasp the features of a good subject line;

write an effective subject line.











3 Ways to Write An Effective 
Subject Line



(No Subject)



(No Subject)Edward Victors



(No Subject)Edward Victors



1. Don’t keep the subject line 
BLANK!



Good Subject Line Examples

Workshop Reminder: How to Build a Resume

Reaching Out for Partnership Opportunity

Following up from the Small Business Expo

Wednesday: Happy Hour 6PM at the Bark Park



Example:

Situation: You are the project manager. Your manager 
asks about the progress of the project, so you need to 
send the newly updated project progress to your 
manager. 

Topic : ____________________________Newly Updated Project Progress

2. Be clear and specific about the 
topic of the email.
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3. Keep it short and place the most 
important words at the beginning.

Workshop Reminder: How to Build a Resume

Reaching Out for Partnership Opportunity

Following up from the Small Business Expo

Wednesday: Happy Hour 6PM at the Bark Park

Words Used:

1. Noun phrases
2. Verb phrases
3. Content words



Example:

Situation: You attended a job interview for the 
secretary of the department manager last week. Now 
you are going to write an email to the HR staff asking 
about the result of the interview.

Subject: _____________________________

3. Keep it short and place the most 
important words at the beginning.



Example:

Situation: You attended a job interview for the 
secretary of the department manager last week. Now 
you are going to write an email to the HR staff asking 
about the result of the interview.

Subject: _____________________________Inquiry about the Interview Result

3. Keep it short and place the most 
important words at the beginning.
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What have we learned?

1. What features does a good 
subject line have?

2. How to write a subject line?



Complete the Task in 
Biz practice


