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Introduction to Business English for Entrepreneurs
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Sarah is goung entreprenewvho recently launched startup that

specializes in handmade organic skincare products. She is passionate about

natural ingredientsand aims to promoteustainable beautthrough her

brand. To succeed in her business, Sarah needs to communicate effectively
with different groupssuppliers investors andcustomers

First, she contactsuppliersto source higkguality organic raw materialsuch

as aloevera coconut oil, and lavender. She discugsesing delivery
schedulesandproduct specificationwith them in English. Clear and polite
communication helps her builstrong business relationships

Next, she preparepresentationsandbusiness proposafer investors These
documents explain hdsusiness modemarketing strategyandfinancial
projections She uses persuasive language to show why her businesstins
investing in

Finally, Sarah connects withistomersthrough her website and social media.
She writes product descriptions, answers questions, and hacdigemer
feedbackin English. She also sentmwslettersand promotional message®
increasebrand awarenesand boostsales

By practicing English in these real business situations, Sarah is building her
communication skilland growing her confidence as a global entrepreneur.
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"\ Key Learning Points:
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1. Why English is essential for business succe:
2. Differences between everyday English and
Business English

3. Common business communication
situations (emails, meetings, negotiations)



3 Grammar Focus : Present Simple vs. Present Continuous
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«m=- Exercise: Fill in the blanks using the correct form of the verb.
1.Sarah (own) a skincare brand.

2. Right now, she (meet) with a potential investor.

3.She (send) product samples to influencers every month.
4, At the moment, she (negotiate) a deal with a distributor.
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. Understanding Keyusiness Vocabulary and Phrases

Q Key Vocabulary:

s
v,
—@: Revenue
@y % = The total money earned by a business
Profit margin Investment

= The percentage of revenue that is profit = Money put into a business to make a profit

Market research

Stakeholder _
= The process of analyzing customer needs

= Anyone affected by the business
Ex. inVGStOfS, employees, customers and Industry trends
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=[ Grammar Focus: Modal Verbs for Business Communication

; Can/Could Y
s Must/Have to Y

s  Should/Would Y
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Entrepreneur

A person who starts and runs a business, taking on financial risks in the hope of profit.

Startup o o ) o ]
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Suppliers

People or companies that provide goods or services to another business.

| hvestors

People or organizations who provide money to a business with the hope of earning a return.

Customers

People who buy goods or services

Natural ingredients
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Sustainable beauty

Beauty products and practices that are environmentally friendly and ethical
Pricing

The process of setting a price for a product or service.

Delivery schedule
I JAYSOFrotS 0KIG aK2ga o6KSY LINRPRdzOGa 6 A

Business proposal

A formal document outlining a business idea, strategy, and plan to attract investors.

Mar keti ng strategy

A plan for promoting and selling products.

Financial projections

Estimates of future income, expenses, and profits.




Brand awareness

How well people recognize or remember a brand.

Customer feedback

Opinions and comments from customers about a product or service.

Newsletter

A regularly sent email or document to inform subscribers about updates,
news, or promotions.

FEEDBACK
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% Grammar Focus@
/Exercﬁioma':ert the sentences 1 nt
1The CEO sai d, "We need to | mpr

2The supplier sabhddi S®Weunan"off

3The client asked, "Can you del




] Sample Business Article:

. Reading Comprehension Strategies for Business Articles

Digital Marketing in Business Today

Digital marketing is changing the way companiesnnect with customersUnlike
traditional methods, digital tools allow businesses to reach people drdingtime,
anywhere. Companies that usecial media search engine optimization (SEQand email
marketingcan grow faster and gain @mpetitive advantage
Social media platformdike Facebook, Instagram, anidkTokhelp brands interact with their
audience in reatime. Through creative posts and videos, companies can share product new
answer questions, and buitdistomer loyalty
SEQ, or search engine optimization, is a strategy that helps websites appear higher in Goog
search results. This brings more visitors to a website and increases the chances of making
sale.
Email marketing allows businesses to send messages directly to customers. These eme
might include updates, promotions, or special offers. When done well, email campaigns he
keep customers interested and engaged.
Another powerful tool islata analytics It helps companiesack customer behavi@ what
people click on, what they buy, and how often they return. By studying this data, business
can improve their marketing and better meet customer needs.
In today® digital world, using these strategies is essentiahfarketing success



/ExercAinsev:er the foll owing questi ons

1 What are three I mportant digital ma
2How does data analytics help busine

SWhat does" ¢tbhmpethirtaisemeadant age"”
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Connect with customers
¢2 o0dZAf R O2YYdzyAOlF A2y FYyR NBfFIA2YAKALA 6AGK
GK2 0dz22 2NJ YI @ 0dz2 @ 2dzNJ LINE Rd©\N

Social media

Online platforms where people create and share content
or interact, such as Facebook or Instagram

@ %

Search Engine Optimiz
A method of improving website visibility on search engines
like Google.

Emai | mar keting

The use of email to promote products or services
and maintain communication with customers.
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Competitive advantage B

Something that makes a company better than others
in the same market Exampl e: |

Customer loyalty . =)
When customers continue buying from a company # ﬂ D

because they trust the brand.

Special deals or discounts to encourage customers to buy.

B
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Track customer behavior
To observe and record how customers interact with a business (e.g., clicks, purchases).

Marketing success

Achieving goals in promoting and selling a product



. Business Case Study & Writing Exercise a

Use Business Vocabulary + Grammar Structures:

l

f
il
f

Present Simple & Continuous
Modal Verbs
Reported Speech

Relative Clauses .
Example Email:

Subject:Inquiry About Organic Product Supply

Dear Mr. Smith,

| hope you are doing well. My name is [Your Name], and | am the founder of [Your Companyy].
We are launching a subscription box service that delivers organic food to customers.

| am interested in your product range and pricing. Could you please provide details on bulk
discounts and delivery terms? Additionally, we must ensure that all products are certified
organic.

| look forward to your response. Thank you for your time.

Best regards,

[Your Name]

[Your Contact Information]
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Case study 1

Case Study: Annds Startup Journey

Anna, a young entrepreneur, had always dreamed of starting her own edoendly fashion
brand. She had a great product ideé sustainable clothing made from recycled materials
0 but struggled to communicate effectively with potential investors and suppliers. During
her first pitch meeting, she realized she lacked the right business vocabulary to explain
her brand& value proposition clearly. Some investors found her presentation confusing,
while suppliers misunderstood her pricing negotiations.

Determined to improve, Anna enrolled in a Business English course. She learned essential business phrases, practiced aidigaing, and
improved her ability to read contracts and market reports. A few months later, she confidently presented her revised pitchsing clear and
professional language. This time, investors responded positively, and she successfully secured funding to launch her branda& journey
highlights how mastering Business English can help entrepreneurs build strong professional relationships and grow their buesgs.

Discussion Questions:

1 . How di ds Anancak of Business English skills affe
2. What role did active |Iistening and vocabul ar"
3.How can effective communication benefit an e
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1. SubjectVerb Agreement
* Singular Subjects (Use Singular Verbs)
Cor rEthe mamp Pelr OhVe€ Budget every quarter.
xl ncorlrheec tmaanpapgrdoivee budget every quarter.
* Plural Subjects (Use Plural Verbs)
Correct: Entrepreneur§aCEmany challenges in a competitive market.
x Incorrect: Entrepreneurfacesmany challenges in a competitive market.
* Subjects with "Each," "Everyone,

Has/ Have , i1sam are ,-es/s

2N



DNJ YYINJ F2NJ 9YUNBLINSBYSdzZNRAY 93aaSyuAlf wdz S& F2NJ 9FFS«

1. SubjectVerb Agreement
* Subjects with "Either/Neither" (Use Singular Verbs)

Corr:hleitttrheer CEO norS il ep tohienlamlean .
XI ncorNesictther t he CELQu pmolrett lpd amanager
Edcorricctthree supplier drelt hteh enamat acit alr e r

%Incorh‘&letlcl:helrl the suppldelritber mhteemaabbéacturer
ubjects with "And" (Use PIuraI Verbs)

Correct : The CEO and the marketimtrectordISCUSShe budget.

x Incorrect : The CEO and the marketing directbscusseshe budget.

Correct : Quality and customesatisfactiorcll' € our priorities.

x Incorrect : Quality and customer satisfacti@mour priorities.



Example on

Correct Use of Tenses
PDF

- Present Simple (For Facts, Routines, and General Truths)

{ dzo mdbS &KE

- Past Simple (For Completed Actions in the Past)
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Correct: The companyaunchedits first product in 2020.
x Incorrect: The companyaunchesits first product in 2020.

- Future Simple (For Plans and Predictions)

{dzo b &K

Correct: Our businessVill expand internationally by 2025.
x Incorrect: Our businessxpandsinternationally by 2025.



2.

Correct Use of Tenses

-Present Continuous (For Actions

Sub + is/am/are+V.ingb

Correct: ShelS preparing a presentation for the business

meeting.

x Incorrect: Shepreparesa presentation for the business meeting.

Happening

N



3. Proper Use of Articles(a, an, the)
* Using "A" or "An" (I ndefinite Articles) for Gen

dnew strategy dllidea to improve customer service

F WYLERNIOIFYyd LINBaSydalaGazy
Theproject manager Theemail

¢ KISSFNR FT2NJ 0830 Odzi2YSNI &

Do not use, an, or thewith uncountable NouNnSvhen speaking generally
9EI YLX § 2V

Correct: We providetraining for all new employees.
PDF
x Incorrect: We providea training for all new employees.




4., Commonly Confused Words

4.1 Your (possessive) vs. Ydie (you are)

Correct: Is thisyOUT final decision on the project?

x Incorrect: Is thisy o u fnal &ecision on the project?

Corr:h(cﬂtﬁn Eesponsi ble for (mavYaugi maget he budget.
responsi bl e.)

xlncor\foeucrESponsible for managing the budget.
4. 2. Their (possessive) vs. There (place) vs

Correct: The investors likedhelr proposal(Possessive belongs to them.)
x Incorrect: The investors likethere proposal.

Cor nthe meetingdg (weaBFPEMk &okal don. )
xl ncorTrhreectmeet i nd hwi8iPIM.be hel d Example on



4. Commonly Confused Words

4.3 1ts (po®ss esisti vies)) v s. | t

Correct: It @ important to review the financial report before the mee(mdt is important.)

x Incorrect: Its important to review the financial report before the meeting.

4.4. Then (time) vs. Than (comparison)

Corr:@ut profitbadmse( gegqtlef or compari son.)
xlncor(Duerctprofitlsdaase wegher

4.5. Affect (verbi to influence) vs. Effect (nouri the result)

Correct: The new advertisement had a strefigct on brand awarenegfesult.)

x Incorrect: The new advertisement had a stredfiggct on brand awareness.



D.

Professional Emai | Eti qguett e

Correct: "Dear Mr. Smith, | am writing to discuss our collaboration opportunity."

x Incorrect: "Dear Mr. Smithi amwriting to discuss our collaborate opportunity."
Mastering these grammar rules can help entrepreneurs communicate clearly and professionally, leading
to better business relationships and opportunities.

Practice Task:
Rewrite this sentence with correct grammar:
"Entrepreneurs need strong communication skills because it help them to build trust with clients."
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Listening & Speaking for Business

(3 Unit Z




Engaging in Small Talk and Professional Networking

Q Key Vocabulary & Phrases:

. ]'S_Farj;lng %COHVGFS&UOH : f

l ness goilng or you?"

Keeping the conversation going:
7 " That sounds iIinteresting. Can

Ending a conversation politely:
7 "1 6d |l ove to continue this <co




Small Tal k and Professional Net wor ki ng

Introduction and The Importance of Small Talk in Networking

v/ Build trust and establish a friendly atmosphere.

v Create opportunities to exchange valuable business insights.

v Help professionals identify common interests and potential
collaborations.

Many successful business relationships start with simple
conversations that grow into longterm partnerships.

\

Grammar Focus: Present Perfect for Experiences

7 Used to talk about experiences without specifying when t
o "have wonr kmmad keting for five years. "
o " Shes atmaernydencket working events."



Exercise: Present Perfect for Experiences in Small Talk

Read the paragraph below and fill in the blanks with the correct form pfélsent perfect tensef the verbs in parentheses.

Paragraph:

I (travel) to many countries in Asia, but | (neverl/visit) Japan. My friend, Lisa, (go) there twgioe, and
______ (tell) me amazing stories about it. She hebest (t
food she (ever/eat).

Recently, | (start) learning some basic Japanese phrases because | really want to go there someday. | alsot) a (mMe
few Japanese tourists in my <city, and they (oy)eac h)
learning about new cultures.

Besides that, | (have) some other exciting experiences. | (ride) a camel in Egypt, and | (seafishe pyram

But | (never/go) to South America, and | hope to visit soon!




LIi stening for Key Points I n Bus

‘]}) Listening Exercise /Exer Ainsaever the foll owi n.

n the conversation.

What was the percentage |

0
1

2 . What wassédlhlei mogesproduct ?
3.What problem did the comj
4

What i1 s téhef ctompangyl an?

Grammar Focus: Passive Voice in Business Reports

7 Used to focus on the action rather than the person doi
o " Sawerse i rbolr%.a"s e d
o A new markedasngmpl eastemguarter .

/Exer(Rieswe:ite the following sentences in the passive VOI
1. The company | aunched a new product | ast mont h.

2. The marketing team designed the advertising campai gn.
3.0ur suppliers caused the shipment del ays.



Expressing Opinions and | de:

Q Key Phrases for Expressing Opinions:

Giving your opinion:
7 "l believe that expanding into a new market is a great opportunity."
¢ "In my opinion, we should focus on improving our local operations first."

Agreeing or disagreeing professionally:

¢ "l completely agree with you on that point."

¢ "l see your point, but | think we should consider other factors."
Making suggestions:

s "We might want to conduct more research before making a decision."
¢ "Have you considered partnering with a local distributor?"

/Exer@iomep:lete the sentences with

appropri at e
1. & B , I nvesting in digital mar k et
g - , but 1 think we need a Dbi gge
e = LY . partnering with i1 nfluencers



Gr ammar Focus: Conditional Sentences for Bus.|

s F1 rcéntditi onal (Real future possibility):
' | we 1T"nvest Il n soci al medi a ads, we wi | |

gy Secaecontitional (Hypothetical situations):
o "1 f I were the CEO, #f would | ower product

/ Exer€isé: in the blanks with the cor
11 f we (expand) to a new mar ke

gl f- (be) the manage-




Participating 1 n Business D

Key Strategies for Bu

-CI ari fying | deas:
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/ExercPirsae;:tice responding in a busin

ess di sc
1 . Your coll eague suggests i1 ncreasing the mark
2.Someone disagrees with your i1 dea politely.
3.The manager asks for a summary of the discu
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What are Skimming and Scanning?
Skimming: Reading quickly to get the general idea of a document (e.g., reading an executive sumit
Scanning Looking for specific information

C

,Exercise:
Read the short business ndwsasanrtuicecloe apmadvanew
1 What is the main topic of the article? (Skin
2 What percentage of sales came from online pu
mar ket | ea

3.Whi ch compan/y%i\s_\mentioned as the
/ A



_.".‘.-\\‘r" - _J-( ,
5 ;\ \\m.'::;..s.\ﬁae‘/

4, t".'_,-‘ . )
..:“;"‘:\\ >
;";:‘\\":\\\\' :

2N _ s

* 1." 1 n black and white"
s, Written down or documented clearly, often I n cont
b
.. 2."A paper trail®"

A series of written records or documents that provide evidence of actions or decisions.

L

3." Dot the i's and cross the t"'s READ

To pay attention to small det ai | s

3 N
4." Read between the | i1 nes"™ BETWEE
To understand the I mplied meaning HEL‘NES a
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5." Puttn writing"
To make something official or documented in writt

6." Get the word out
To communicate information, wusually through writt

-

7."Write off"
To dismiss something as uni mportan

8. "Clear as day"
Somet hing that I s written I n a




On

Ref erri

paper

ng to

10. "Cover all the bases"

To

ma k e

g

sur e

somet hi

every

ng

aspect

......

t hat
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ooks

somet hi

good
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l1.Executive Summary

A brief summary of a report, proposal , or

2.Proposal

A for mal document that outlines a plan or
with the intention of persuading someone

3. Memorandum ( Me mo)

A short written message or document - ‘
. . . . . . usiness
communi cation within an organizati ¢ \

Propos V
4. Report Writing p v

The process of preparing a detail ec osnNt that
and evaluates a particular subject sue.




Techniti cal Ter ms f or

5, Business Correspondence

The exchange of written communication between ind

6.Acti on Pl an

A document that outl i nes the s
achieve a specific goal

IMPROVEMENT CHECK

7. Memorandum (Memo)

A short written message or doc
communication within an organi

8.Business Emai |l Etiquette

The set of rules or guidelines for writing profes
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9.Dr aft
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10. Clarity and Conciseness

The quality of Dbeing clear and direct 1in

writing,
without unnecessary i nformation or ambi
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QKey Emai |l Phr ases:
& Opening t he emai | profess
. gy " Dear [ Name], | hope you a
"1 am ertlng to foll ow up
.Maklng request s:
2 f "Could you please provide
< woul d appreciate 1t 1If

.CIOS|ng pol i tely:
gy "Looking forward to your r

'Pl ease | et me know I f you



JExampI e Emai |

’ScenaYroiuo:need to request a product

Subject: Request for Product Catalog

Dear Mr. Smith,

| hope you are doing well. | am interested in your latest product range and would appreciate it if
you could send me a catalog with pricing detalls.

Looking forward to your response.

Best regards,

[Your Name]

jGrammar Focus: Formal vs. I nformal Writin
gy Formall :woul d I i ke to request more I nformat
¢ I nfor"nCaaln. you send me more details about vy
/Exer(Riesrve:ite the following infor mal me s s ag
1."Hey, can you send me the | atest report?”

2." Got any discounts on Dbul k orders?"”
3." Need more details about your shipping pol
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]Example Report Excerpt:
"1 18, Qour @ompaewnwue liZmcrdaasved by hi ghel
es. However, oped8¥atdiucen alo csasptpd ya lcahe

I
a l
|l sruptions. To maintain profitabil 1ty

S
d

éExer(WirieBo:m-ieantenceoe‘.urhrtmaﬁr'

Exampl e Answer :

"The c@mpanyenule,grbeut bryi s i
|l ed to a search for new s
profi tability."




1

1

jGrammar Focus: Report Language (Passi

"Revenoe®dals2e ¢ Acti ve voilCcCce)

"A I nNncrease wars meWeausesd ve voice, forr
/Exercﬁiomev:ert these sentences 1 nto for
1" The company | aunchéd a new product |

2" Sal es wdnt'" up by
3" The CEO announced thB expansion pl an

.Exampl e Answer s:
1!

new product was | a3uhched by the <co
2 AZ%increase Il n sales was recorded. "
3" The expansion plan was announced by
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1 What are the key ¢c
2. How does entrepren
1] Questi osshat are the bigge
rel ated té4How has digital e
Wh a does i n
entreprenel_pré anpentrepre e
/7 . What are the advan
8 How does mar ket e
9 What strategies a
l1MHow I mportant 1 s n
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jExampIe |l nqui ry:
"HiGn ilnterested I n your new smartphone
Its features and price?"”

Key Structure for Response

1. Thank the:"dhamnmkmgou for you
products. "

2. Answer their :JOeast il anecitesmn
a6 -ib5nch di2Z&8p| satyor agel,emsndc am
The prd4iocoe i s $

3.0f fer furth'"eP| ea®sse slteatn cmme Kk

more detail s or woul d |1 ke




/Exercise:

Write a response to the
Il nquil ry:
"Do you offer discmunt s

Exampl e Answer:

"Dear [ Customer's Name],\__ r
Il nqguiry. We do offer bul=wx—uors 0
l1@nits or more. Please | et mg¢g & he
guantity you are I nterested I , I
a detailed quot e. Looki ng forward to vy

response. Best regards, [ Your Name]"
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1 OKey

points rel

1l nnovati on

| deas.

3 Resi
at endar ket

to entrepreniefur shinp
effectively.

5 Mar ket

ITEntirep
ence

iG&ssChtial Ifwr tdevel

reneurs must t ake <cal

& Ov/ie €l @ofint mgh F dill Urye.

changes.

VSelcurlimglefundi ng and

Ri‘ssded@ §tCalhdi ng consumer

IiDevel opitng Ycl ear goal s

/f Technol ogy

and growt h.

ment or s, and

9. Regul atory

policies.

) wi t h

environm

& ilDelv@gid alg@an gl diagti t &

IBwill dinig® ¢ ocn'n e c(t
l ndustry | eader s.
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\Key Negotiation Strategil

® | BATNA|.

1 BATNMest Alternative toi KmnoWegyotu

best alternative i f t he deal fai |

Best Alternative To a Negotiated Agreement

If the negotiations break down,
who has the better alternative?

1 Wi Wi n Appimome &ir an outcome t|

2 The Power iofilobithee meteer part

their position.

——



t gbm

rﬁ;’\se:

LIi sten to a short business negoti ati
1 What are the key 1 ssues being discu:
2 What | s Geamah nsichbencer n?

S3What I s the proposed compromi se?




Questi ons:

1 What were the main object
Il n their negotiation?
2. How did both compaeamelanug

to strengthen their posit
3.What negotiation strategy
empl oy to -eesmrpaat henghi
4 How did sharing I nvest men
Il n the negotiation?

5. What role did flexibility
success ddfantalbonTesipartner
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b{GNA]1S | RSIftb
TO

reach an agreement or conclusion, especially i

b. F NBIFIAyAy3 OKAL]

A valuable concession or advantage used to gain

bDAYWS | yR GF1Sh

Mut ual concessions made during a negotiation to

bt tlF& KFNRolTfftbH

To be tough or uncompromising i n negotiations.
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bhy GKS GlFofSh

Referring to an offer or proposal that 1 s availab

b/ N2eaa U0UKS fAYyShH

To go beyond what I s acceptable i n a negotiati on,

bt dzi Fff @&2dz2NJ OF NRa 2y UKS Gl ot Sh

To be open and honest about your I ntentions, res:

b{SIf 0KS RSI b
C

To finalize or onclude a negotiation successful
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bl 2f R &2dzNJ ANR dzy Rb
To maintain your position during a negotiation de

bel 1 a2YS2yS Ayi2z2 a2YSUOKAyYy3Ab

To persuade someone to agree to something, especi



Technical Terms for Negotiati ol|l&] &

' ¢ b Yoh't |

I O At I ¢ KS NJIy3aS 2N |
A2 Va3 - FANBSYSYyd Aa IO
LI NOASAE Ay |

¢ KS LIR2oSNI 2N | RAFydal 3s Ye KS LINRPOS&a 2°
LI NIIlé K2f Ra 20SNJ 0KS 21 NEFTSNBEYOS LIR2AY
I yS3A20A1 A2y O Ay | ySI2ZUAlLGAZ2
2Y

~

G§KS 2dzi 02



Technical Terms for Negotiati o &
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Key Phrases for Agreement &

.Agree|ng Politely: [ Gr ammar Focus: Mo d a l

1 completely agree with your noint
g "That sounds |like a reasonahb Can Oughtto
g see where you're coming f ShOUld t h i
Could Shall
XDisagreeing Pol i tely: MOdal
s "1 understand your point, bu May b Must t |
. vVeros
T | see your concerns, but | a
solution. " Mi
ight
a7 appreciate your offer, b u 2 ) ;
budget . " Will




2 NAGAY3 t SNEdzh A 08

DStructure

| n
Pr
Pr
Bene#hiigh!Si ght
Prici ng :P& ol
Ca

OOl WDN PP

57Exer£bm@1ete this proposal dr aft

"We are pleased to
soci al medi a campai

at an i ntroductory

dza Ay $aa

of a Busi n

t rodsitaatd ®Me purpose
obl em Sitdaidte me ate
OpPpoOosed:ESpa kiunt hoOvNyour

advant ages

@¢ MSear cost
| | t Endo@tage Nt he

of

f or

reader

eSS
t he

|l sSssue or

t he

QELl YLIpS t.od
a']

i

by

of fer our marketing
stramemgt e st r i

gns and SEO
rat e.

Pr o
Propoa
need

busi ness ¢

cl 1 e
| s .

respo

addi n
ser vi



R v | yRtAy3I ho2S0GA2ya FyR /32303

&Common Business Objections & How to Respo
1.AiThe priceois too high.

0 | under st and vy ouwr dbiusdcguests choonw ewen sc.a nL eatd |
meet your needs. "

2. iWe are considerdng other vendors.

o " That makes sense. However, our product
Would you |1 ke a free trial to compare?"”
3.fiWe donneed this ®ervice right now.
o "1 appreciate that. Would it be hel pful

Write a response to the

1." Your competitor 1 s of
2." Wee not sure | f t hi s
3." We need more time to



w2k & | . dAaAySaa

1 Make an opening state
2. Present your counterof
S Handl e the®dsopplkiceér on g

4 Cl ose t he deal
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Lesdon Structuring an Effecti ve Busnes

.Standard Presentati on St

Ly N.EI\QdZ@CaE&Qayftention and i nttroduce the top

"Good morning

My name 1 s [Y

_ andn lexci ted t

al Ay . 2Resent key points wiitnht so@poc el ag o
will transfor

business. Tod

share how our

| 2y Of dzashu#nyarize and includ{)niaggcgltl;gg%g’c;tg



| di oms f or Busi ness Pr ese

PDF

bDSU UKS oFff NRffRAY3d

-

To start something, often a Prc

b/ dzi G2 UGKS OKLF &S

To get to the point, skipping;gn

b¢KAY]l] 2dziaARS!

To think creatively o

bhy G4KS alrys LI



di oms f or Busi ness Prese

bwlkAaS UGKS o6l Nk

To set a higher standa

be¢elF 1S Al 02

To I mprove or enhance someth

¢2 R2 &a2YSOKAYy3 | OO0O2NRAYy3I G2

hy GKS NI RI Nb




f or Busl nes s

bt dzi &2 dzNJ O NRa 1
To be honest and transpare""n\t.-‘

.

-
~
i

GKS yIAf 2y K

B
To describe exactly what is causing

s

~

bl Al
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T.echnica Terms f or

t ®y0
5.
=l
PDF
‘I ndi viduals or groups wh
out comes of a busi ness,

A measurable value t hat
a company 1 s achieving

d to eval ua

A measure use
Ity of an i1 nve

profi tabi .

A framework for 1 denti fy
Str enWdaksn e@Gpspecsrt undthotesat




t Ow P
S
=l
PDF
varli ous sources of i
ri pt

‘The
product sales, subsc

The process of dividing
mar ket , typitcally I n a w
mar keting strategi es.

|l nf ormati on deri ved from
deci-makinng and strategy.

The unique val
customer s, add
probl ems.



t ®y ¢

r Busil ness Prent

"Comparing business perfo
standards or competitors
| mpr ovement .

The ability of a busines

l ncreased demand without



t

Reading and Analyzing Prese atl

|H|Common Busi ness Pr

80%

Bar ChG@Gompare dat a ¢
ﬂPle Ch&hroows proporti o
, TablilRsesent detail et

jExampIe: _
"According to thijg?(z?prhc,' 8 Fr-

revenue ih%riezasd oboyk at the given chart (
This shows the 1T mpadt amfs WafF new
marketing campal gMyhat trend does the chal

2How would you descri be f




jGrammar Focus: Describing T
 San e o | ast (QAQ@tritwea). "
s R QI ncreaswasnrseabeded Plas st

/ExercRiesrve:ite these sentence
1" Revenue went up a | ot | ast
2" Our profits& "got | ower 1 n Q
3" There was a small l hcr ease




Using Persuasive Language and

Per suasi ve Phrase@Effective 5 0d:

Highlighting Benef i ts: |
. " Thi s strate'giy:r\ieialsle\/h%alpﬂilcﬁu n eye C

pr ob Y s "
g " Our s ofl aud ti ern, i(sheap‘/eLrJ,Seanhdand gestl

mor e ethantbmmpetitq/rsst.éind confi der

Encouraging Acti onavol d f
+ "I magine how your _bysinpess
grow with this appach."

s " Now I s the perfect=ti me t
this opportunity. "




Deli veri ng Business |l deas wit

Ti ps for a Confident Presen

VPracitRecheear se mul t i pl e t i mi
VPace YoS8psesakfclearly and a

JEngage t hé Askdgarsel ons an
_ Il nteraction.

~—|Exampl e: Confident Delivery vs. Weak Delivery

X"Uéwso, um, our company is, ul,wer e¢alnl yhedrpedt at mar

vV'our company specializes in powerful mar keting str

“(Exercise: | mprove the Foll owing Presentation

"HiI , um, am James, and |, uh, want to talk a
| |

I
hel pi ng s ma companies. "



v A strong opening ’))
\/Key benefi ts of yoWZ I dea

v A persuasive cl osing

Questi ons:
1 What makes Bo@amcAhgmmoadyati ons uni que
booking platfor ms?

2How does Room Agency personali ze th
3What role does technology play 1 n R
4 How does Room Agency I ncorporate su
5What are the primary takGgeersaudesfic



Ke yYoimRo1l nt s

1. Uni que AcconPm®edeaspbpanasi zati on
Room Agency offd@&he ageratgdcustomi zes
personalized staypetiaehoesgdt 6bomeet t he
di fferent prefdesnces ahdindedsdual tr a

£

3. Technology 4 Buegabahabnld tRregeéududil e
Cut teidmge technoRogm Agensgedemphligi ageneyxocaters
to ensure a seamlrasesnddnnyd oepftfiliosnise uitoe ,p raonndo tsep e c i a

booking processustainabl el otokaivneg .f or uni que,






[ Sa&2y Analyzing Business Case S

DCase Study Analysi s Framewor k:

Mm Background o -Proposed So
-~ What is the compar  iwhdautstsrtyr,ategi es
and probl em?

H Key Challenge o Results &
What obstacles doe ~theeglussh hesss | feag

Wh at were t he o



Read

t he

1W
2 W
3W

%%ﬂercism

PDF

and

I mp

provided case study
nat was the company's
nat solutions were
nat was the fi1 nal

r € S u




Business Case Study: " Sustainable Solutio

Background:

Sustainable Solutions I ndriienndd ystpamntdwm ttsh

bi odegradabl e packaging and reusabl e home

and has experienced steady growt h. Recent |

1. Supply Chai nDWDa stras pgli mmal: shi pping del ays
raw materials for their products.

2. Brand | denGudtyomearissiare conf usedsabmeutt hti
focuses exclusively on G®omepgohdgi nghtobmp

3. ncreased Odrhpdaftrieteioodnl:y brands are rapi dl
sim |l ar products at | ower ©prices.

Chall enge:
The CEO of Sustainable Solutions In
clarify the brand's i dentity, and s

C .
tay co




jQuestions:

l1What 1 s the main probl em
Sustainable Solutiognis, | nc | s f
2What are the potent I S t1 on
the supply chai n di upt ?
SHow can the company® c™ar i i ts

brand 1 dentity?
4What strategies can be
o Sstay competitive 1n
5What | mmedil ate acti o
- CEO take to address

* &
r



[ Saaey Writing Structured Business Rej

N / D ys .
Execuli vIe = ndi\ngs

[ itle\.PagleSummary & Anal,y s
\ Report tiftl e, \Key findi/gs a\d Dat a, cha/rts,

DStructure of a_Business Rewmpuort:
T

‘date, and. ait_h_of‘recommend’ati_o_n.s‘and key/"nsigh'
—— ‘

\ ..Conclus\ion &
I| ntroduct L(Roe@ommendations

\Purpose of/the report
. Summary

’ and next+ steps
N ) NS

L oY Lo ®©



.iExercise:

Compl ete the following report 1| nt
"Thi s report ail msoectcadrasl P28 f odwmes
the | ast three mont hs, we observe

The findings wil




DBusi ness RedBebform®@ancekE®RevVS8 celhw tfioan s "
1 '

Titl e Page '

ReportQlTi2zBeebf or manc&cRBdaderc
Sol utions
Datlepr2i52 0 2 5
Aut hobaohn Doe, Business Ane

Executli ve Summaryjp =

This report pr obvd adTegse lheunt i oovnesr' v ipeew foofr ma2n0c2es i fnocrl utdh en gf
financi al anal ysis, mar ket trends, aln2 ionpcerreaatsieo nianl
compar d202dtrQ ven by the | aunch of the new sol ar p
chain delays and rising materi al 5% odsetcsr ehaasvee iinmpnaectt
Key recommendations include:

7 Strengthening supplier relationships to mitigate
7 Exploring alternative material sources to reduce
7 Expanding the marketing campaign for the solar p.



DBusi ness RedBebform®@ancekERevVS8 celw tfioans "

3. |l ntroducti on

The purpose of this report 1 s to &xvelmlhuhe ohisnamci
2025The report analyzes key metrics such as sal es,
provide actionabl e i nsifkg hdtesanadhiiactrg wi ¢ 1 tQlue dreetthequean

4. Fi ndings & Anal ysi s

t dc
wS @Sy dS DNR&GKY
w2aid 2F D22Ra {2fw" 6/ hD{OY
MmSi LYyO2YSY
mMLISNF GA2yIFE 9FFAOASYORY
ml N)] SO t SNF2NYI yOSY
wS@PSy dzS mMEBmMHU K OV
6. I NJ OKI NIm Oi20VBIPIVNINB I Sy dzS T3
t NPFAG al NBAY A
O[AYS 3IANI LK aK2gAy 33 | dzF NI SNI &~ " 7 Y| NHA




S.

DBusi ness RedBebform®@ancekERevVS8 celw tfioans "

Conclusi on & Recommendati ons

Concl usi on:

EcoT&alhuti ons has demonstrdted2ptr magi regveneet
|l T ne. However, the company 1 s facing challeng:
mar ket expansion has been successful, 1T ncreas:

mont hs 1| f n ot addressed.

Recommendati ons:

1. Suppli er DiksetrablIf-iielamliommgtracts with multipl
of materi al price fluctuations and delivery
2.Cost Contr olnvMesatsiugraetse.-ed If teeent n avtei vma,t edoxatl s f o
negotiate better rates with current supplier
3.Mar keti ng CampaHogcnu sk xogpna nisnicorneasi ng brand vi si
by running targeted online marketing campai g
4 Efficiency CompronNeemenhvesting I n automati on
management to I mprove operational efficiency



[ SA8a®% WwReading Market Research and I ntert

|]_|__[|Common Mar ket Research Document s:

il

il

il

Surveys & Que€E€ststomeal feedback dat a
| ndustryilRespagrhttss on mar k-
Sales Dat aBks iClhheag 4 sper for

~

il

jGrammar Focus: EXpressinr
"The sur vedgitcheasta Ictusst o me r
has I ncreased. "

"Ther elOwarsi saebr and awar en
campaign. " ' /
"Mar ketsutgrgpeemssdisi ft t owards digital

ayments. "
R Y . ‘ B




/Exercise:

Rewrite these statements using for mal

1" Sales went up a | ot | ast year
2" Customers | i ke online shopping mor e
3" The company | olstt some money I n Q

N bl

|]_|__[|Exercise:

Look at the provided mar ket report (I
1 What trend does the data show?
2What recommendation would you give Db




[ééﬁzy'Crafting Clear and Professional Busin

DCommon Busi ness Correspondence
Types:

Formal Hmaiclls ent s,

l nvestors, or partners
Internall'Um/I(deamDss for

empl oyees

Customer Serviice Responses
Addressing complaints or 1T ngquiries

]9E|.>4L,a(§mple Business Email Templ at e




