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Introduction

Chambers Guide to English for Business aims to help learners
of English to operate with more confidence in the world of business.
It is suitable for those studying on business-related courses, as well
as for those who are already established in their careers.

The book covers a wide range of topics, both functional and
factual. On the functional side, subjects such as ‘essential language
of negotiations’ and ‘language for business correspondence’ are
treated. On the factual side, users can expand their vocabulary by
exploring such areas as employment, marketing, and computers
and the Internet.

Language points and vocabulary are presented as follows:

* ‘Key-word’ boxes highlight the vocabulary to be treated in the
following section, enabling users to quickly identify the words
they need to learn.

* ‘Word-partnership’ boxes show collocations, helping learners
to expand their knowledge of how words work together.

* Information boxes give useful tips on important language points
and common errors.

* ‘Essential language’ lists give hundreds of useful phrases for
use in a wide variety of situations.

* Dialogues show language in context.

* Sample letters, faxes, memos, reports and e-mails give users
models for a wide range of written material that they may need
to produce.

We hope that people from all kinds of business-related
backgrounds will enjoy using this book, and that it will help them
to develop further in their particular areas of interest, from
telephoning and writing e-mails, to negotiating and writing financial
reports.
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English for Business

Organizations

% What do we mean by 'organization'?

A business organization can be defined as a firm, a company,
a business or a corporation that makes, buys or sells goods, or
provides services, to make a profit. The words firm, company,
business and corporation are often used interchangeably. The word
enterprise is also sometimes used in the same way.

I am happy to say the firm has made excellent progress this
year.

She works for a biotechnology company.
The factory has been bought by a local packaging business.

A large American corporation has invested heavily in the
project.

Starting up an enterprise of that type requires huge investment
in plant and machinery.

% The life of a business

The phrases below are frequently used to talk about the life of

a company:
set up in business establish a business 1
set up a business be in business |

-
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run a business go out of business

do business close down a business

There are various expressions which are used to talk about
starting a business, for example set up in business, set up a
business, and establish a business. Once a business has been
established it is usual to talk about being in business or
running a business, i.e. organizing, or being in charge of, a
company.

To do business means to trade or deal with someone, for
example a company or country.

When a company is not successful, it may be forced go out of
business. If the decision is made, for whatever reason, to stop
trading, the business may close down.

Before setting up in business they carried out thorough market
research.

The company was set up in 1972,

Her grandfather established a small business at the end of
the war.

They 've been in business together since 1994.

The same family has run this successful whisky distillery for
most of this century.

If you are interested in doing business with foreign
companies, contact the Department of Trade for
information.

Many small shops have gone out of business since the arrival
of the large supermarket chains.

The factory was closed down due to increased production
costs.
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Expansion and change

The economic climate, as well as decisions taken by the owners
of a company, affects how it grows and changes. The words below

describe some of the changes that may take place.

ei(pand branch out (into a particular
specialize (in some- area)

thing) privatize (a company)
diversify nationalize (a company)

expand

to grow and develop in a particular area: Texaco expanded

into oil production in the early part of this century.
specialize (in something)

to focus on, or to give more attention or resources to, something:

The firm specializes in youth travel and adventure holidays.
diversify

to begin to produce a wider range of goods or services: The
company diversified in the 1960s, and started producing food
products as well as tobacco.

branch out (into a particular area)

to expand into a new area of business: We all agree on the

need to branch out into sportswear and equipment.
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privatize (a company)

to sell a state-owned company into private ownership: British
European Airways was privatized in 1987.
nationalize (a company)

to sell a privately-owned company into state ownership: In 1938
the British Government nationalized two airlines to form BOAC.

—

Word partnerships: business

These words ofien occur after the word business:

community

school

studies

administration
business... partner

plan

trip

card

The term business community refers to the organizations and
people involved in business.

A business school is a college or part of a university where
courses on business subjects are taught. Business studies is the
name given to a course which teaches business-related subjects.

The process of running a company is called business
administration; the people who own a business together are business
partners. They may put together a document showing details of how
they aim to run the company, expand, introduce new product lines,
and so on. This document is known as a business plan.
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You may have to make a business trip (a visit to clients,
suppliers or other business contacts which takes you away from
home). Most people working in business carry a supply of
business cards. These are small cards showing a person’s name,
position and company name.

Members of the business community are unhappy about
government proposals to increase corporation tax.

MBA courses are now being offered in most business schools.

With a degree in business studies, she hopes to find work in
an overseas corporation.

Ifyou study for a Masters in Business Administration (MBA),
you will learn how to run a company.

Due to expansion, we are looking for new business partners
to join our company.

I have an appointment with the bank manager to discuss our
start-up business plan.

The job will require frequent business trips to the Far East.

Give me a call if you need anything; here’s my business
card.

: Word partnerships: corporate

Corporate means ‘related to a corporation or corporations’.

The following words often occur after the word corporate:




