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Business English is the type of
English used in business contexts,
such as international trade,
commerce, finance, inSurance,
banking, and many of fice settings
like Emails, Calls, Meetings and

documents.
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English and Industry 4.0

@ Smart Machines (AI, Robots)
2 Global Business & Internet
. Apps, Automation, Big Dato

Changing global Businesses landscape. Are you ready for
the challenge?




Agenda =/
A-JEN-duh
O:=-PU-O

Key Vocabulary

Deadline CD
DED-line
1Ga-[au

Feedback °°
FEED-back
wa-un

Shipment
SHIP-ment
gW-Lun




Key Vocabulary

Quotation [ &
kwo—-TAY-shun

Meeting &%
MEE-ting
un-no

TAd-1n-3u

JUL HEH

Schedule 17 Supplier o=
SKEH —jool suh—-PLY-er

dina-2a GW-Wang - 199S




Formal vs Informal
Busniess English

Formal vs. Informal Business English

o)
Formal Informal
Bludwa, msus:su, anm {EAuwausouvIU, BN, MSWODTIYE
Dear Sir/Madam Hi/ Hey Hi
| would like to ask... Can | ask...?
Could you please... Canyou...
| am writing to inform you... Just letting you know...

Thank you for your time. Thanks!




Formal vs

Informal Email

&
Informal E-mall
Casual greeting and only a first name

" . .
e _ Contracio | Formal E-mail e

Just letting you know | can’t make our meeting - Conventional  Formal greeting with titie and surname
tomorrow morning. I've got some thingsto take vaague e ——
: ; ‘t\ 9 = y Relative pronouns included =
4 care of that | can't put off. Hope that’s not a language \l Dear Mr. Thompson, : .
e problem, mate.\ \ g | am writing to inform you that | will be unable to - =
m:m\ See ya then, Phrasal verb transitiond'8KE OU @ppointment tomorrow morning. Specific language .
. David\ Familiar term . == Unfortunately, a situation has arisen §hd I need to
Abbreviation . take care of it. | sincerely apologise and hope that a
C - 8 - Formal +his is not too great of an inconvenience for you. '
- - . - sign-off .
- = —Sincerely,

a5 = y : Full name \
. . D:wvid Wills &~ Polite, deferential language




Activity Time
Reading &

Speaking

A Day at the Office
(9= 108 1dN O 29-Wu)
Today we will read a short story about an office

worker named Anna.
(N-108 3 3a Sa d: 9O dAnNd-S BN 1D-U:)

S




Anna’ s Morning
(LU-W1'd Wo-Uv / Crouwiuaviouul)

Anna arrives at the office at 9:00 AM.

(U= 9:=-IsWd won @ 99-Wu won ud ©® V)
tuwnUavadiuavmucou 9 luown

She checks her schedule (SKEH-jool, dLAi0-DA).

(B wAd 150 dina-2a)
[SDSIDNSVVIUYDYISD.

She has a meeting (MEE ting, - n\)) at 10:00 AM.

(3 uwgd o= U-Nv wan fu © 1Bu)
IsoidUSUCRU 1o 1uY




Anna opens her email (EE-mail, 5-[”8).\\

(lu-u1 lo-wud wo 9-wa)
LUUNWQDWIAUIISD

She reads a message
(MEH-sij, Wd-1dD)

from her boss.

(WSou 1o uod)
ISOUTDANUDINKIKLN

He asks her to prepare a report
(ri-PORT, S-Wan)
UDIKISOIOSIUSIEIU

The report is about a new shipment
(SHIP-ment, gW-LJun)
S1EUNEIAUMSTOFUMIKIU




At 10:00 AM, Anna goes to the mgeﬁng room.

(uoN- iU 1© 1BU wu-wn Ins n 1= U-nv su)
pa1 1o WY wUUkovUs:yU

She meets two suppliers
(suh—-PLY-ers, GW-Wang-=1005d)
SOWUGBWWAaNE©9Ss 2 AU

They talk about new products
(PROH -duhkts, WSD-QRANE)
WIANAYIAEIAUIUMIKL

Anna asks a few questions
(KWES-chunzz; lAdd-5ud)
LUUNOIUATOIUFDVaIUYD




She ‘writes notes on her agenda
(A-JEN-duh, 9:-DU-Q1)
[S9RQUUNNALIUSHUEUNS:MSUS=YU

The suppliers give feedback

(FEED-back, WQ-LWUA)
SWWaNg109SIKUDIFUDLLUS

Anna returns to her desk.

(LU= S-1ASUd ) 1J9 10ar)
UUAAUIURLGRULaYISD

She writes the report
(S-WoN, ri-PORT)
ISOWIUSIINU




Anna checks her schedule
(SKEH=jool, dlAQ-9A)
LIUUIAOSIDNSIVVIUYDVISODNASY
She finishes all her tasks
(TASKS, Mdnd)
159NV IULESDASUNADEND
She leaves the office at 5:00 PM.
(3 awd @ 9o0-Wo twn W W L)
ISoRRAIAGIUALIUCIDU 5 ludgu
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ThanK you

See you next time.




