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Preface

This dictionary provides the user with the basic vocabulary used in business
in both British and American English. The dictionary contains words and
phrases which cover all aspects of business life from the office to the Stock
Exchange and international trade fairs.

It is designed for anyone who needs to check the meaning or pronunciation of
a business term, but especially for those for whom English is an additional
language. Each entry is explained in clear straightforward English and
examples are given to show how the words are used in normal contexts.
Because English is a world language of business, short quotations are
included from international newspapers.

Pronunciations, irregular plurals and verb forms, constructions used with
particular words, differences between American and British usage, and other
useful points are included. At the back of the book, the user will find
supplements giving useful information about numbers (how to speak and
write them), telephoning, and writing business letters, together with a list of
world currencies, weights and measures, and local times around the world.

Thanks are due to Steven Gregory for his helpful comments and advice on this
fourth edition of the dictionary.



Pronunciation

The following symbols have been used to show the pronunciation of the main

words in the dictionary.

Stress is indicated by a main stress mark (' ) and a secondary stress mark ().
Note that these are only guides, as the stress of the word changes according to its

position in the sentence.

Vowels

&
a:
D

al
au
al
avd

back
harm
stop
type
how
hire
hour
course
annoy
head
fair
make
g0
word
keep
happy
about
fit
near
annual
pool
book
tour
shut

Consonants

buck
dead
other
jump
fare
gold
head
yellow
cab
leave
mix
nil
sing
print
rest
save
shop
take
change
theft
value
work
loch
measure
zone
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A /e1/, AA, AAA noun letters that show
how reliable a particular share, bond or
company is considered to be O These
bonds have a AAA rating.
‘...the rating concern lowered its rating to
single-A from double-A, and its senior
debt rating to triple-B from single-A’
[Wall Street Journal]
COMMENT: The AAA rating is given by
Standard & Poor’s or by Moody's, and in-
dicates a very high level of reliability for
a corporate or municipal bond in the US.
A1 /.e1 'won/ adjective 1. in very good
condition O We sell only goods in Al con-
dition. 2. o ship which is Al at Lloyd’s
a ship which is in the best possible condi-
tion according to Lloyd’s Register

abandon /a'bendan/ verb 1. to give up
or not continue doing something O We
abandoned the idea of setting up a New
York office. © The development pro-
gramme had to be abandoned when the
company ran out of cash. o to abandon
an action to give up a court case 2. to
leave something O The crew abandoned
the sinking ship.

abandonment /o'bzndonmant/ noun
an act of giving up voluntarily something
that you own, such as an option or the
right to a property o abandonment of a
ship giving up a ship and cargo to the un-
derwriters against payment for total loss

abatement />'beritmont/ noun an act
of reducing

abbreviated accounts /5,bri:vieitid
o'kavnts/ noun a shortened version of a
company’s annual accounts that a small
or medium sized company can file with
the Registrar of Companies, instead of a
full version

above par /5,bav 'pa:/ adjective refer-

ring to a share with a market price higher
than its par value

above the line /5,bav 85 'lain/ adjec-
tive, adverb 1. used to describe entries in
a company’s profit and loss accounts that
appear above the line separating entries
showing the origin of the funds that have
contributed to the profit or loss from those
that relate to its distribution. Exceptional
and extraordinary items appear above the
line. O Exceptional items are noted above
the line in company accounts. ) below
the line 2. relating to revenue items in a
government budget 3. relating to advertis-
ing for which payment is made (such as
an ad in a magazine or a stand at a trade
fair) and for which a commission is paid
to an advertising agency. Compare below
the line

above-the-line advertising /5,bav
02 lain 'zdvataizin/ noun advertising
for which a payment is made and for
which a commission is paid to the adver-
tising agency, e.g. an advertisement in a
magazine or a stand at a trade fair. Com-
pare below-the-line advertising (NOTE:
as opposed to direct marketing)

abroad />'bro:d/ adverb to or in another
country O The consignment of cars was
shipped abroad last week. O The chair-
man is abroad on business. O He worked
abroad for ten years. O Half of our profit
comes from sales abroad.

absence /'&bsans/ noun the fact of not
being at work or at a meeting O in the ab-
sence of when someone is not there O In
the absence of the chairman, his deputy
took the chair.

absent /'zbsant/ adjective not at work
or not at a meeting O He was absent ow-
ing to illness. O Ten of the workers are ab-
sent with flu. O The chairman is absent in
Holland on business.
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absentee /,&bsan'tiz/ noun a person
who is absent or an employee who stays
away from work for no good reason
absenteeism  /a&bs(o)n'tiziz(e)m/
noun the practice of staying away from
work for no good reason O Low produc-
tivity is largely due to the high level of ab-
senteeism. O Absenteeism is high in the
week before Christmas.
‘...but the reforms still hadn’t fundamen-
tally changed conditions on the shop floor:
absenteeism was as high as 20% on some
days’ [Business Week]
absenteeism rate /,abson'tiziz(o)m
reit/ noun the percentage of the work-
force which is away from work with no
good excuse O The rate of absenteeism or
the absenteeism rate always increases in
fine weather.
absolute /'zbsolu:t/ adjective com-
plete or total

absorb /ob'zo:b/ verb to take in a small
item so that it forms part of a larger one o
to absorb overheads to include a propor-
tion of overhead costs into a production
cost (this is done at a certain rate, called
the ‘absorption rate’) o overheads have
absorbed all our profits all our profits
have gone in paying overhead expenses o
to absorb a loss by a subsidiary to in-
clude a subsidiary company’s loss in the
group accounts 0 a business which has
been absorbed by a competitor a small
business which has been made part of a
larger one

absorption /ob'zaipfan/ noun the
process of making a smaller business part
of a larger one, so that the smaller compa-
ny in effect no longer exists
absorption costing /ob'zo:pfon
Kkpstin/ noun a form of costing for a
product that includes both the direct costs
of production and the indirect overhead
costs as well

absorption rate /ob'zo:pfon rert/
noun a rate at which overhead costs are
absorbed into each unit of production
abstract /'zbstrakt/ noun a short form
of a report or document O fo make an ab-
stract of the company accounts
abstract of title /zbstraekt ov
'tart(a)l/ noun a summary of the details
of the ownership of a property which has
not been registered

alc, acc abbr account

ACAS /'erkas/ abbr Advisory, Concili-
ation and Arbitration Service

accelerate /ok'seloreit/ verb to make
something go faster

acceleration clause /ak,selo'rerfan
klo:z/ noun US a clause in a contract
providing for immediate payment of the
total balance if there is a breach of con-
tract

accept /ok'sept/ verb 1. to take some-
thing which is being offered o to accept
delivery of a shipment to take goods into
the warehouse officially when they are
delivered 2. to say ‘yes’ or to agree to
something O She accepted the offer of a
Jjob in Australia. © He accepted £2000 in
lieu of notice.

acceptable /ok'septob(o)l/ adjective
easily accepted O Both parties found the
offer acceptable. O The terms of the con-
tract of employment are not acceptable to
the candidate,

acceptance /ok'septons/ noun 1. the
act of signing a bill of exchange to show
that you agree to pay it O to present a bill
for acceptance to present a bill for pay-
ment by the person who has accepted it 2.
o acceptance of an offer the act of agree-
ing to an offer o to give an offer a condi-
tional acceptance to accept an offer pro-
vided that specific things happen or that
specific terms apply o we have their let-
ter of acceptance we have received a let-
ter from them accepting the offer

acceptance against documents
/ak,septons agenst 'dokjumants/ noun
a transaction where the seller takes charge
of the shipping documents for a consign-
ment of goods when a buyer accepts a bill
of exchange O Acceptance against docu-
ments protects the seller when sending
goods which are not yet paid for.
acceptance bank /ok'septons bank/
noun US same as accepting house
acceptance house /ok'septons
haus/ noun same as accepting house
acceptance sampling /ok'septons
,saxmplin/ noun the process of testing a
small sample of a batch to see if the whole
batch is good enough to be accepted
accepting house /ok'septiy 'haus/
noun a firm, usuvally a merchant bank,
which accepts bills of exchange at a dis-
count, in return for immediate payment to
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the issuer, in this case the Bank of Eng-
land
Accepting Houses Committee /ok
,septip ,havziz ka'miti/ noun the main
London merchant banks, which organise
the lending of money with the Bank of
England. They receive slightly better dis-
count rates from the Bank.
access /'zkses/ noun o to have access
to something to be able to obtain or reach
something O She has access to large
amounts of venture capital. ® verb to call
up data which is stored in a computer O
She accessed the address file on the com-
puter.
accession /ok'se[(a)n/ noun the act of
joining an organisation
access time /'zkses ,taim/ noun the
time taken by a computer to find data
stored in it
accident /'zksid(e)nt/ noun some-
thing unpleasant which can be caused by
carelessness or which happens by chance
such as a plane crash
accident insurance /,zksid(s)nt n
'fuarans/ noun insurance which will pay
the insured person when an accident takes
place
accident policy /,&ksid(s)nt 'polisi/
noun an insurance contract which pro-
vides a person with accident insurance
accommodation /o,koma'derf(o)n/
noun 1. money lent for a short time 2. o
to reach an accommodation with credi-
tors to agree terms for settlement with
creditors 3. a place to stay temporarily or
live in O Visitors have difficulty in finding
hotel accommodation during the summer.
‘...any non-resident private landlord can
let furnished or unfurnished accommoda-
tion to a tenant’ [Times]
‘...the airline providing roomy accommo-
dations at below-average fares’ [Dun’s
Business Month]
accommodation address /5 kpmo
'derf(a)n 9,dres/ noun an address used
for receiving messages, but which is not
the real address of the company
accommodation  bill /5 kpmo
'derf(a)n bil/ noun a bill of exchange
where the person signing (the ‘drawee’) is
helping another company (the ‘drawer’)
to raise a loan

accompany /o'kamp(o)ni/ verb to go .

with O The chairman came to the meeting

accompanied by the finance director. O
They sent a formal letter of complaint, ac-
companied by an invoice for damage.
(NOTE: accompanied by something)

accordance /o'ko:d(e)ns/ noun o in
accordance with in agreement or con-
formity with, as a result of what someone
has said should be done O In accordance
with your instructions we have deposited
the money in your current account. O I am
submitting the claim for damages in ac-
cordance with the advice of our legal ad-
visers.

accordingly /o'ko:digli/ adverb in
agreement with what has been decided O
We have received your letter and have al-
tered the contract accordingly.
according to /o'ko:diy tu:/ preposi-
tion 1. in accordance with O The compu-
ter was installed according to the manu-
facturer’s instructions. 2. as stated or
shown by someone
‘...the budget targets for employment and
growth are within reach according to the
latest figures’ [Australian Financial Re-
view] :
account /o'kavunt/ noun 1. a record of
financial transactions over a period of
time, such as money paid, received, bor-
rowed or owed O Please send me your ac-
count or a detailed or an itemised ac-
count. 2. (in a shop) an arrangement
which a customer has to buy goods and
pay for them at a later date, usually the
end of the month O to have an account or
a charge account or a credit account with
Harrods O Put it on my account or charge
it to my account. O They are one of our
largest accounts. O to open an account
(of a customer) to ask a shop to supply
goods which you will pay for at a later
date O to open an account, to close an
account (of a shop) to start or to stop sup-
plying a customer on credit O to settle an
account to pay all the money owed on an
account O to stop an account to stop sup-
plying a customer until payment has been
made for goods supplied 3. o0 on account
as part of a total bill o to pay money on
account to pay to settle part of a bill o ad-
vance on account money paid as a part
payment 4. a customer who does a large
amount of business with a firm and has an
account with it O Smith Brothers is one of
our largest accounts. O Our sales people
call on their best accounts twice a month.
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> 1A A

B RTAERY

> St T 4,
&t

> i

5. o0 to keep the accounts to write each
sum of money in the account book O The
bookkeeper’s job is to enter all the money
received in the accounts. o profit and
loss account (P&L account) statement
of company expenditure and income over
a period of time, almost always one calen-
dar year, showing whether the company
has made a profit or loss (the balance
sheet shows the state of a company’s fi-
nances at a certain date; the profit and loss
account shows the movements which
have taken place since the last balance
sheet) 6. O overdrawn account an ac-
count where you have taken out more
money than you have put in, i.e. the bank
is effectively lending you money o to
open an account to start an account by
putting money in O She opened an ac-
count with the Bradford & Bingley Build-
ing Society. 0 to close an account to take
all money out of a bank account and stop
the account © We closed our account with
Lloyds. 7. a period during which shares
are traded for credit, and at the end of
which the shares bought must be paid for
(NOTE: On the London Stock Exchange,
there are twenty-four accounts during
the year, each running usually for ten
working days.) 8. a notice o to take ac-
count of inflation, to take inflation into
account to assume that there will be a
specific percentage of inflation when
making calculations B verb o to account
for to explain and record a money trans-
action O to account for a loss or a dis-
crepancy O The reps have to account for
all their expenses to the sales manager.
accountability /5, kaonta'biliti/ noun
the fact of being responsible to someone
for something, e.g. the accountability of
directors to the shareholders
accountable /o'kauntob(a)l/ adjec-
tive referring to a person who has to ex-
plain what has taken place or who is re-
sponsible for something (NOTE: You are
accountable to someone for some-
thing.)

accountancy /s'kauntansi/ noun the
work of an accountant O They are study-
ing accountancy or They are accountancy
students. (NOTE: The US term is ac-
counting in this meaning.)

account book />'kaunt buk/ noun a
book with printed columns which is used
to record sales and purchases

account day /o'kaunt det/ noun a day
on which shares which have been bought
must be paid for, usually a Monday ten
days after the end of an account. Also
called settlement day

account end /o kaunt 'end/ noun the
end of an accounting period

account executive /s'kaunt 1g
1zekjutiv/ noun an employee who looks
after customers or who is the link between
customers and the company
accounting /o'kauntin/ noun 1. the
work of recording money paid, received,
borrowed or owed O_accounting methods
O accounting procedures O an account-
ing machine 2. accountancy, the work of
an accountant as a course of study

‘... applicants will be professionally quali-

fied and have a degree in Commerce or

Accounting’

[Australian Financial Review]
accounting  period /s'kauntip
\p1ariad/ nouna period of time at the end
of which the firm’s accounts are made up
accounts /o'kaunts/ noun detailed
records of a company’s financial affairs
accounts department /o'kaunts di
,paitmant/ noun a department in a com-
pany which deals with money paid, re-
ceived, borrowed or-owed
accounts = manager /o'kaunts
man1d39/ ‘noun the manager of an ac-
counts department ;
accounts “payable /5 kaunts
'pe1ab(a)l/ noun money owed by a com-
pany
accounts i receivable /5 kaunts ri
'sizvab(a)l/ noun money owed to a com-
pany. Abbreviation AR
accounts: staff /5'kauntz sta:f/ noun
people who work in the accounts depart-
ment
accreditation /s, kredi'te1f(a)n/ noun
the process of certifying the competence
of a person in a ¢értain area
accredited /5'kreditid/ adjective re-
ferring to an agent who is appointed by a
company to act on its behalf
accrual /s'kruial/ noun 1. the act of
noting financial transactions when they
take plagg andinot when payment is made
2. a gradual inerease by addition o aceru-
al of interestthe automatic addition of in-
terest to capital
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accrue /a'kruz/ verb 1. to record a fi-
nancial transaction in accounts when it
takes place, and not when payment is
made or received 2. to increase and be due
for payment at a later date O Interest ac-
crues from the beginning of the month.
accrued dividend /5 kru:d divi
'dend/ noun a dividend earned since the
last dividend was paid

accrued interest /o kru:d 'itrost/
noun interest which has been earned by
an interest-bearing investment O Accrued
interest is added quarterly.

accrued liabilities /okru:d |laro
'bilitiz/ noun liabilities which are record-
ed in an accounting period, although pay-
ment has not yet been made. This refers to
liabilities such as rent, electricity, etc.

acct abbr account

accumulate /o'kjuimjuleit/ verb to
grow in quantity by being added to, or to
get more of something over a period of
time O We allow dividends to accumulate
in the fund.

accumulated - < profit 2
Jkjurmjoleitid 'profit/ noun a profit
which is not paid as dividend but is taken
over into the accounts of the following
year

accumulated reserves /e
kjurmjulertid r1'za:vz/ plural noun re-
serves which a company has put aside
over a period of years

accumulation unit ' /5,kjurmjo
'le1f(a)n ,juinit/ noun a type of unit in a
unit trust, which produces dividends
which are used to form more units (as op-
posed to an income unit, which produces
dividends which the investor receives as
income)

accurate /'zkjurat/ adjective correct
O The sales department made an accurate
forecast of sales. O The designers pro-
duced an accurate copy of the plan.
accuse /a'kjuiz/ verb to say that some-
one has committed a crime O She was ac-
cused of stealing from the petty cash box.
O He was accused of industrial espio-
nage. (NOTE: You accuse someone of a
crime or of doing something.)

achieve /a't [izv/ verb to succeed in do-
ing something, to do something success-
fully © He has achieved his long-term
training objectives. O The company has

achieved great success in the Far East. O

We achieved all our objectives in 2001.
‘...the company expects to move to profits
of FFr 2m next year and achieve equally
rapid growth in following years’
[Financial Times]

achievement /o't firvmant/ noun suc-

cess or something that has been achieved

achiever /o't[izva/ noun a person who
is successful or who tends to achieve his
or her objectives O It was her reputation
as a high achiever that made us think of
headhunting her. ) VALS

acid test ratio /,&sid 'test ,reifiou/
noun same as liquidity ratio

acknowledge /ok'nolid3/ verb to tell a
sender that a letter, package or shipment
has arrived O He has still not acknowl-
edged my letter of the 24th. O We ac-
knowledge receipt of your letter of June
14th.

acknowledgement /ok'nolidzmoent/
noun the act of acknowledging O She sent
an acknowledgement of receipt. O The
company sent a letter of acknowledge-
ment after I sent in my job application.
acoustic hood /5 ku:stik 'hud/ noun
a cover which is put over a printer to re-
duce the noise level

alc payee /e1 sio per'i:/ words written
between the two lines on a crossed
cheque, to show that it can only be paid
into the account of the person whose
name is written on the cheque (all
cheques have this printed on them)

acquire /2'kwaia/ verb to buy O to ac-
quire a company O We have acquired a
new office building in the centre of town.
acquirer /o'kwaioara/ noun a person or
company which buys something
acquisition /,@kwi'zif(a)n/ noun 1.
something bought O The chocolate facto-
ry is our latest acquisition. 2. the takeover
of a company. The results and cash flows
of the acquired company are brought into
the group accounts only from the date of
acquisition: the figures for the previous
period for the reporting entity should not
be adjusted. The difference between the
fair value of the net identifiable assets ac-
quired and the fair value of the purchase
consideration is goodwill. 3. the act of
getting or buying something
acquisition rate /,&kwi'zif(o)n rert/
noun a figure that indicates how much
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new business is being won by a compa-
ny’s marketing activities

acre /'eika/ noun a measure of the area
of land (= 0.45 hectares) (NOTE: The plu-
ral is used with figures, except before a
noun: he has bought a farm of 250
acres, he has bought a 250 acre farm.)

across-the-board /5 kros 0o 'bord/
adjective applying to everything or every-
one O an across-the-board price increase
or wage increase

act /zkt/ noun a law passed by parlia-
ment which must be obeyed by the people
H verb to do something © The board will
have to act quickly if the company’s losses
are going to be reduced. o to act on
something to do what you have been
asked to do by someone O to act on a let-
ter O The lawyers are acting on our in-
structions.

ACT abbr Advance Corporation Tax
acting /'zktiyg/ adjective working in
place of someone for a short time O act-
ing manager O the Acting Chairman

action /'akfan/ noun 1. a thing which
has been done O to take action to do
something O You must take action if you
want to stop people cheating you. O You
must take action if you want to improve
productivity. 2. O to take industrial ac-
tion to do something (usually to go on
strike) to show that you are not happy
with conditions at work 3. a case in a law
court where a person or company sues an-
other person or company O to take legal
action to sue someone O an action for li-
bel or a libel action © an action for dam-
ages O She brought an action for wrong-
ful dismissal against her former employ-
er.

action-centred leadership /, &k [on
sentad 'lirdaf1p/ noun a theory of lead-
ership which focuses on what leaders ac-
tually have to do in order to be effective,
rather than on the personal qualities that
they need to be good leaders, and which
believes that leadership can be taught
(NOTE: Action-centred leadership is usu-
ally illustrated by three overlapping cir-
cles, which represent the three key ac-
tivities undertaken by leaders: achieving
the task, building and maintaining the
team and developing the individual.)

action rationality / &1f(o)n ref(o)n
'eliti/ noun a decision-making model

that is designed to increase the motivation
for action by presenting only a limited
range of alternatives and stressing only
the positive outcomes
active /'zktiv/ adjective involving
many transactions or activities O an ac-
tive demand for oil shares O an active day
on the Stock Exchange O Computer
shares are very active.
active partner /,ktiv 'paitns/ noun
a partner who works in a company that is
a partnership
activity /zk'tiviti/ noun something
which is done O out-of-work activities
‘...preliminary indications of the level of
business investment and activity during
the March quarter will provide a good pic-
ture of economic activity in the year’
[Australian Financial Review]
activity chart /zk'tiviti tfa:t/ noun a
plan showing work which has been done,
made so that it can be compared to a pre-
vious plan showing how much work
should be done
act of God /,&kt ov 'god/ noun some-
thing you do not expect to happen and
which cannot be avoided, e.g. a storm or a
flood (NOTE: Acts of God are not usually
covered by insurance policies.)
ACTU abbr Australian Council of Trade
Unions
actuals /'zktfuslz/ plural noun real
figures O These figures are the actuals for
last year.
actuarial /, &kt fu'esriol/ adjective cal-
culated by an actuary O The premiums are
worked out according to actuarial calcu-
lations.
actuarial tables /akt[uearial
'teib(a)lz/ noun lists showing how long
people are likely to live, used to calculate
life assurance premiums and annuities
actuary /'zkt [uori/ noun a person em-
ployed by an insurance company or other
organisation to calculate the risk involved
in an insurance, and therefore the premi-
ums payable by people taking out insur-
ance
ACU abbr Asian Currency Unit
ad /=d/ noun same as advertisement
(informal) © We put an ad in the paper. O
She answered an ad in the paper. O He
found his job through an ad in the paper.
add /=d/ verb to put figures together to
make a total O If you add the interest to
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the capital you will get quite a large sum.
O Interest is added monthly.
add up phrasal verb 1. to put several
figures together to make a total O He
made a mistake in adding up the column
of figures. o the figures do not add up
the total given is not correct 2. to make
sense O The complaints in the letter just
do not add up.
add up to phrasal verb to make a total
of O The total expenditure adds up to
more than £1,000.

added value / &did 'velju:/ noun an
amount added to the value of a product or
service, equal to the difference between
its cost and the amount received when it is
sold. Wages, taxes, etc. are deducted from
the added value to give the profit. i VAT

adding /'ediy/ adjective which adds,
which makes additions O an adding ma-
chine

addition /2'dif(o)n/ noun 1. a thing or
person added O The management has
stopped all additions to the staff. © We are
exhibiting several additions to our prod-
uct line. O The marketing director is the
latest addition to the board. 2. 0 in addi-
tion to added to, as well as O There are
twelve registered letters to be sent in ad-
dition to this packet. 3. an arithmetical
operation consisting of adding together
two or more numbers to make a sum O
You don’t need a calculator to do simple
addition.

additional /o'dif(o)nal/ adjective extra
which is added © additional costs O They
sent us a list of additional charges. O
Some additional clauses were added to
the contract. O Additional duty will have
to be paid.

additional premium /s dif(o)noal
'pritmiam/ noun a payment made to cov-
er extra items in an existing insurance
address /o'dres/ noun the details of
number, street and town where an office is
located or a person lives O My business
address and phone number are printed on
the card. m verb to write the details of an
address on an envelope or package O a
letter addressed to the managing director
O an incorrectly addressed package O
Please address your enquiries to the man-
ager.

address book /o'dres buk/ noun a
special notebook, with columns printed in

such a way that names, addresses and
phone numbers can be entered
addressee /edre'si:/ noun a person to
whom a letter or package is addressed
address list /o'dres list/ noun a list of
names and addresses of people and com-
panies
adequate /'‘zdikwot/ adjective more
or less satisfactory O The results of the
tests on the product were adequate.
ad hoc decision /,&d hok di's13(o)n/
noun a decision taken to solve a particular
problem
adhocracy /x=d'hokrasi/ noun a form
of organisation characterised by a flexi-
ble, organic structure, often comprising
experts attached to project groups without
functional divisions
adjourn /o'd33:n/ verb to stop a meet-
ing for a period O The chairman ad-
Journed the meeting until three o’clock. ©
The meeting adjourned at midday. o ad-
journ a case sine die to postpone the
hearing of a case without fixing a new
date for it
adjournment /2'dz3:nmont/ noun an
act of adjourning O He proposed the ad-
Jjournment of the meeting.
adjudicate /o'dzu:dikert/ verb to give
a judgement between two parties in law or
to decide a legal problem O to adjudicate
a claim O to adjudicate in a dispute 0 he
was adjudicated bankrupt he was de-
clared legally bankrupt
adjudication /3,d3u:di'kerf(a)n/
noun the act of giving a judgement or of
deciding a legal problem
adjudication of bankruptcy /o
d3zuidikerf(a)n ov 'baepkraptsi/ noun
a legal order making someone bankrupt
adjudication order /o, dzu:di
'ke1f(a)n ,orda/ noun an order by a court
making someone bankrupt
adjudication tribunal /5 d3zu:ds
'ke1f(o)n trarbjumn(e)l/ noun a group
which adjudicates in industrial disputes
adjudicator /o'dzu:dikerta/ noun a
person who gives a decision on a problem
O an adjudicator in an industrial dispute
adjust /o'dzast/ verb to change some-
thing to fit new conditions O Prices are
adjusted for inflation.
*...inflation-adjusted GNP moved up at a
1.3% annual rate’ [ Fortune]
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‘Saudi Arabia will no longer adjust its pro-

duction to match short-term supply with

demand’ [Economist]

‘...on a seasonally-adjusted basis, output

of trucks, electric power, steel and paper

decreased’ [Business Week]
adjuster /5'd3asto/ noun a person who
calculates losses for an insurance compa-
ny
adjustment /o'dzastmont/ noun the
act of adjusting O to make an adjustment
to salaries O an adjustment of prices to
take account of rising costs
adjustor /o'd3asta/ noun same as ad-
juster
admin /'eedmin/ noun 1. the work of ad-
ministration,  especially  paperwork
(informal) © All this admin work takes a
lot of my time. O There is too much admin
in this job. O Admin costs seem to be ris-
ing each quarter. O The admin people
have sent the report back. 2. administra-
tion staff or the administration depart-
ment O Admin say they need the report
immediately. O She did not answer my
note but sent it on to admin. (NOTE: no
plural; as a group of people it can have
a plural verb)
administer /od'ministo/ verb to or-
ganise, manage or direct the whole of an
organisation or part of one O She admin-
isters a large pension fund. O It will be the
HR manager’s job to administer the in-
duction programme.
administered price /od'ministad
prais/ noun US a price fixed by a manu-
facturer which cannot be varied by a re-
tailer (NOTE: The UK term is resale
price maintenance.)
administration /od mini'stre1f(a)n/
noun 1. the action of organising, control-
ling or managing a company 2. a person
or group of people who manage or direct
an organisation O It is up to the adminis-
tration to solve the problem, not the gov-
ernment. 3. the running of a company in
receivership by an administrator appoint-
ed by the courts 4. an appointment by a
court of a person to manage the affairs of
a company
administration costs /od mini
'stre1f(o)n kosts/, administration ex-
penses /od,min1'streif(a)n 1k
,spensiz/ plural noun the costs of man-
agement, not including production, mar-
keting or distribution costs

administrative /od'ministrativ/ ad-
Jjective referring to administration O ad-
ministrative details O administrative ex-
penses

administrator /ad'ministreita/ noun
1. a person who directs the work of other
employees in a business O After several
years as a college teacher, she hopes to
become an administrator. 2. a person ap-
pointed by a court to manage the affairs of
someone who dies without leaving a will
3. a person appointed by a court to admin-
ister a company which is insolvent
admission /od'mif(a)n/ noun an act of
saying that something really happened O
He had to resign after his admission that
he had passed information to the rival
company.

admission charge /od'mif(e)n
tfaxd3/ noun the price to be paid before
going into an area or building, e.g. to see
an exhibition

admit /od'mit/ verb to say that some-
thing is correct, to say that something re-
ally happened O The chairman admitted
he had taken the cash from the company’s
safe. (NOTE: admitting — admitted)
admittance /od'mit(a)ns/ noun the act
of allowing someone to go in O no admit-
tance except on business

adopt /a'dopt/ verb to agree to some-
thing or to accept something

adoption curve /o'dopfon karv/
noun aline on a graph showing how many
consumers adopt or buy a new product at
various time periods after the launch date
O The adoption curve shows that most
people who buy the product do so at a
fairly late stage.

ADR abbr American Depositary Receipt

ad valorem duty /zd va'lorrom
,dju:ti/ noun the duty calculated on the
sales value of the goods

ad valorem tax /,zd va'lorem taeks/
noun a tax calculated according to the
value of the goods taxed

advance /od'vains/ noun 1. money
paid as a loan or as a part of a payment to
be made later O She asked if she could
have a cash advance. © We paid her an
advance on account. O Can I have an ad-
vance of £100 against next month’s sala-
ry? 2. an increase 3. O in advance early,
before something happens O freight pay-
able in advance O prices fixed in advance
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W adjective early, or taking place before
something else happens O advance pay-
ment O Advance holiday bookings are up
on last year. O You must give seven days’
advance notice of withdrawals from the
account. M verb 1. to pay an amount of
money to someone as a loan or as a part of
a payment to be made later O The bank
advanced him £100,000 against the secu-
rity of his house. 2. to increase O Prices
generally advanced on the stock market.
3. to make something happen earlier O
The date of the AGM has been advanced
to May 10th. O The meeting with the Ger-
man distributors has been advanced from
11.00 to 09.30.

Advance Corporation Tax /od
,vamns koipa'rerf(o)n taeks/ noun a tax
which was abolished in 1999, paid by a
company in advance of its main corpora-
tion tax payments. It was paid when divi-
dends were paid to shareholders and was
deducted from the main tax payment
when that fell due. It appeared on the tax
voucher attached to a dividend warrant.
Abbreviation ACT

advanced manufacturing tech-
nology /ad,va:nst manju fektfarig
tek'nolod3i/ noun modern computer-
based technology that can be introduced
at every stage of the manufacturing proc-
ess, from design through to assembly, to
make production faster and more effi-
cient. Abbreviation AMT (NOTE: Ad-
vanced manufacturing technology in-
cludes such things as computer-aided
design, computer-aided engineering,
computer-integrated manufacturing, au-
tomated materials handling systems,
electronic data interchange and robot-
ics.)

advantage /od'va:intidz/ noun some-
thing useful which may help you to be
successful © Knowledge of two foreign
languages is an advantage. O There is no
advantage in arriving at the exhibition
before it opens. O Fast typing is an advan-
tage in a secretary. O to take advantage
of something to use something which
helps you

adventure training /od'ventfs
[treinipg/, adventure learning /od
'ventfo ,I3:inin/ noun a type of training
in which employees engage in group
games and physically demanding outdoor
activities such as climbing and abseiling

away from their usual work environment
(NOTE: The aim of adventure training is
to develop skills in leadership, problem-
solving, decision-making and interper-
sonal communication and to build team
spirit.)

adverse /'adva:s/ adjective unfavoura-
ble o0 adverse balance of trade a situa-
tion in which a country imports more than
it exports o adverse trading conditions
bad conditions for trade !

advert /'=dva:t/ noun same as adver-
tisement (informal) O to put an advert in
the paper O to answer an advert in the pa-
per O classified adverts O display adverts
advertise /'edvotaiz/ verb to arrange
and pay for publicity designed to help sell
products or services or to find new em-
ployees O fo advertise a vacancy O to ad-
vertise for a secretary O to advertise a
new product

advertisement /ad'va:tismant/ noun
a notice which shows that something is
for sale, that a service is offered, that
someone wants something or that a job is
vacant

advertisement hoarding /ad
,va:tismant 'hordin/ noun a large board
for posters

advertisement manager /od
'vaitismont ;manidzo/ noun the man-
ager in charge of the advertisement sec-
tion of a newspaper

advertisement panel /ad
'vartismont p2n(9)l/ noun a specially
designed large advertising space in a
newspaper

advertiser /'&dvataiza/ noun a person
or company that advertises O The cata-
logue gives a list of advertisers.
advertising /'zdvotaizig/ noun the
business of announcing that something is
for sale or of trying to persuade customers
to buy a product or service O She works in
advertising or She has a job in advertis-
ing. O Their new advertising campaign is
being launched next week. © The compa-
ny has asked an advertising agent to pre-
pare a presentation. 0O to take advertis-
ing space in a paper to book space for an
advertisement in a newspaper
advertising agency /‘zdvstaizip
,e1d3ansi/ noun an office which plans,
designs and manages advertising for other
companies
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advertising budget /'zdvotaizip
.bAd31t/ noun money planned for spend-
ing on advertising © Our advertising
budget has been increased.

advertising campaign /'zdvotaizip
kam,pen/ noun a co-ordinated publicity
or advertising drive to sell a product

advertising jingle /'zdvotaizip
,d31ng(d)l/ noun a short and easily re-
membered tune or song to advertise a
product on television, etc.

advertising manager /'zdvataizip
Mmanid3d/ noun the manager in charge
of advertising a company’s products

advertising medium /'zdvstaizip
ami:diom/ noun a type of advertisement,
e.g. a TV commercial O The product was
advertised through the medium of the
trade press. (NOTE: The plural for this
meaning is media.)

advertising rates /'zdvataiziy
rerts/ noun the amount of money charged
for advertising space in a newspaper or
advertising time on TV

advertising space ['®dvataiziy
spels/ noun a space in a newspaper set
aside for advertisements

advertorial /,2dva'to:riol/ noun text
in a magazine which is not written by the
editorial staff but by an advertiser

advice /od'vais/ noun 1. a notification
telling someone what has happened 2. an
opinion as to what action to take O The
accountant’s advice was to send the doc-
uments to the police. 0 to take legal ad-
vice to ask a lawyer to say what should be
done ¢ as per advice according to what
is written on the advice note

advice note /od'vars nout/ noun the
written notice to a customer giving details
of goods ordered and shipped but not yet
delivered. Also called letter of advice

advise /od'vaiz/ verb 1. to tell someone
what has happened © We have been ad-
vised that the shipment will arrive next
week. 2. to suggest to someone what
should be done O The lawyer advised us
to send the documents to the police.
advise against phrasal verb to sug-
gest that something should not be done
O The HR manager advised against dis-
missing the staff without notice.
adviser /od'vaizo/, advisor noun a
person who suggests what should be done

O He is consulting the company’s legal
adviser.

advisory /ad'vaiz(o)ri/ adjective as an
adviser O She is acting in an advisory ca-
pacity.

Advisory, Conciliation and Arbi-
tration Service /od,vaiz(a)ri konsili
e1f(e)n ond ,a:br'trerf(o)n saivis/
noun a British government service which
arbitrates in disputes between manage-
ment and employees. Abbreviation
ACAS

advisory board /od'vaiz(o)ri bord/
noun a group of advisors

affair /o'fea/ noun business or dealings
O Are you involved in the copyright af-
Jair? © His affairs were so difficult to un-
derstand that the lawyers had to ask ac-
countants for advice.

affect /o'fekt/ verb to cause some
change in something, especially to have a
bad effect on something O The new gov-
ernment regulations do not affect us.
affidavit /zfi'dervit/ noun a written
statement which is signed and sworn be-
fore a solicitor, judge, JP, etc., and which
can then be used as evidence in court
affiliate /o'filiert/ noun a company
which partly owns another company, or is
partly owned by the same holding compa-
ny as another

affiliated /o'filieitid/ adjective con-
nected with or owned by another compa-
ny O Smiths Ltd is one of our affiliated
companies.

affiliate = programme  /5'filiat
[prougraem/ noun an arrangement under
which the owners of websites agree to
display banners and buttons advertising
another company’s products or services
on their websites in return for a commis-
sion on any purchases from the advertiser
made by their customers

affinity card /o'finiti ka:d/ noun a
credit card where a percentage of each
purchase made is given by the credit card
company to a stated charity
affirmative /s'fa:mot1v/ adjective
meaning ‘yes’ o the answer was in the
affirmative the answer was yes
affirmative  action /5,faimotiv
‘&k[an/ noun US the practice of provid-
ing opportunities for disadvantaged
groups such as ethnic minorities, women
or people with disabilities
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