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:  Introduction to Business English for Entrepreneurs

{ŀǊŀƘΩǎ {ǘŀǊǘǳǇ WƻǳǊƴŜȅ

Sarah is a young entrepreneur who recently launched a startup that 
specializes in handmade organic skincare products. She is passionate about 
natural ingredients and aims to promote sustainable beauty through her 
brand. To succeed in her business, Sarah needs to communicate effectively 
with different groups: suppliers, investors, and customers.
First, she contacts suppliers to source high-quality organic raw materials such 
as aloe vera, coconut oil, and lavender. She discusses pricing, delivery 
schedules, and product specifications with them in English. Clear and polite 
communication helps her build strong business relationships.
Next, she prepares presentations and business proposals for investors. These 
documents explain her business model, marketing strategy, and financial 
projections. She uses persuasive language to show why her business is worth 
investing in.
Finally, Sarah connects with customers through her website and social media. 
She writes product descriptions, answers questions, and handles customer 
feedback in English. She also sends newsletters and promotional messages to 
increase brand awareness and boost sales.
By practicing English in these real business situations, Sarah is building her 
communication skills and growing her confidence as a global entrepreneur.

Key Learning Points:

1. Why English is essential for business success
2. Differences between everyday English and 
Business English
3. Common business communication 
situations (emails, meetings, negotiations)

Lesson 1



 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.

 Grammar Focus   :    Present Simple vs. Present Continuous

Sub + V1 s/es +é Sub + (is/am/are) V ing +ê



:  Understanding Key Business Vocabulary and Phrases

 Key Vocabulary:

Lesson 2

Revenue
= The total money earned by a business

Profit margin
= The percentage of revenue that is profit

Stakeholder
= Anyone affected by the business
Ex. investors, employees, customers

Investment
= Money put into a business to make a profit

Market research
= The process of analyzing customer needs

and industry trends 



 9ȄŜǊŎƛǎŜΥ aŀǘŎƘ ǘƘŜ ǘŜǊƳǎ ǘƻ ǘƘŜ ŎƻǊǊŜŎǘ ŘŜŦƛƴƛǘƛƻƴǎΦ

мΦψψψ ¢ƘŜ ŀƳƻǳƴǘ ƻŦ ƳƻƴŜȅ ŀ ŎƻƳǇŀƴȅ ƳŀƪŜǎ ōŜŦƻǊŜ 
ŜȄǇŜƴǎŜǎ
нΦψψψ ! ǇŜǊǎƻƴ ƻǊ ƎǊƻǳǇ ǿƛǘƘ ŀƴ ƛƴǘŜǊŜǎǘ ƛƴ ŀ ōǳǎƛƴŜǎǎ
оΦψψψ ¢ƘŜ ŘƛŦŦŜǊŜƴŎŜ ōŜǘǿŜŜƴ ǊŜǾŜƴǳŜ ŀƴŘ ŜȄǇŜƴǎŜǎ
пΦψψψ ¢ƘŜ ǎǘǳŘȅ ƻŦ ŎƻƴǎǳƳŜǊ ōŜƘŀǾƛƻǊ ŀƴŘ ǘǊŜƴŘǎ
рΦψψψ CǳƴŘǎ ǳǎŜŘ ǘƻ ǎǘŀǊǘ ƻǊ ŜȄǇŀƴŘ ŀ ōǳǎƛƴŜǎǎ

Revenue      Profit margin     Stakeholder    Investment       Market research 



 Grammar Focus: Modal Verbs for Business Communication

 9ȄŜǊŎƛǎŜΥ /ƘƻƻǎŜ ǘƘŜ ŎƻǊǊŜŎǘ ƳƻŘŀƭ ǾŜǊōΦ
мΦ 9ƴǘǊŜǇǊŜƴŜǳǊǎ ψψψψψψ όƳǳǎǘκŎŀƴύ ōŜ ŀŘŀǇǘŀōƭŜ ǘƻ ƳŀǊƪŜǘ ŎƘŀƴƎŜǎΦ
нΦ ψψψψψψ ό/ƻǳƭŘκaǳǎǘύ ȅƻǳ ǇǊƻǾƛŘŜ ƳŜ ǿƛǘƘ ȅƻǳǊ ƭŀǘŜǎǘ ǇǊƻŘǳŎǘ ŎŀǘŀƭƻƎΚ
оΦ ¸ƻǳ ψψψψψψ όǎƘƻǳƭŘκǿƻǳƭŘύ ŦƻŎǳǎ ƻƴ ŎǳǎǘƻƳŜǊ ǎŜǊǾƛŎŜ ǘƻ ƛƴŎǊŜŀǎŜ ǎŀƭŜǎΦ

¶ Can/Could Ÿ 

¶ Must/Have to Ÿ 

¶ Should/Would Ÿ



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

Startup
! ƴŜǿƭȅ ŜǎǘŀōƭƛǎƘŜŘ ōǳǎƛƴŜǎǎΣ ƻŦǘŜƴ ŦƻŎǳǎŜŘ ƻƴ ƛƴƴƻǾŀǘƛƻƴ ŀƴŘ ƎǊƻǿǘƘΦ

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

Investors
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
{ǳōǎǘŀƴŎŜǎ ŦƻǳƴŘ ƛƴ ƴŀǘǳǊŜ ŀƴŘ ǳǎŜŘ ƛƴ ǇǊƻŘǳŎǘǎ ǿƛǘƘƻǳǘ ǎȅƴǘƘŜǘƛŎ ŎƘŜƳƛŎŀƭǎΦ



Beauty products and practices that are environmentally friendly and ethical

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

! ǘƛƳŜǘŀōƭŜ ǘƘŀǘ ǎƘƻǿǎ ǿƘŜƴ ǇǊƻŘǳŎǘǎ ǿƛƭƭ ōŜ ŘŜƭƛǾŜǊŜŘΦ

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

A plan for promoting and selling products.

Estimates of future income, expenses, and profits.

Sustainable beauty

Pricing

Delivery schedule

Business proposal

Marketing strategy

Financial projections



How well people recognize or remember a brand.

Opinions and comments from customers about a product or service.

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

Brand awareness

Customer feedback

Newsletter



Υ  !ŎǘƛǾŜ [ƛǎǘŜƴƛƴƎ ¢ŜŎƘƴƛǉǳŜǎ ŦƻǊ .ǳǎƛƴŜǎǎ {ŜǘǘƛƴƎǎLesson 3

 Exercise: Convert the sentences into reported speech.

1.The CEO said, "We need to improve our marketing strategy."

2.The supplier said, "We can offer a 10% discount."

3.The client asked, "Can you deliver by next Friday?"

 Grammar Focus



:  Reading Comprehension Strategies for Business Articles[Ŝǎǎƻƴ п

 Sample Business Article:
Digital Marketing in Business Today

Digital marketing is changing the way companies connect with customers. Unlike 

traditional methods, digital tools allow businesses to reach people onlineðanytime, 

anywhere. Companies that use social media, search engine optimization (SEO), and email 

marketing can grow faster and gain a competitive advantage.

Social media platforms like Facebook, Instagram, and TikTok help brands interact with their 

audience in real-time. Through creative posts and videos, companies can share product news, 

answer questions, and build customer loyalty.

SEO, or search engine optimization, is a strategy that helps websites appear higher in Google 

search results. This brings more visitors to a website and increases the chances of making a 

sale.

Email marketing allows businesses to send messages directly to customers. These emails 

might include updates, promotions, or special offers. When done well, email campaigns help 

keep customers interested and engaged.

Another powerful tool is data analytics. It helps companies track customer behaviorðwhat 

people click on, what they buy, and how often they return. By studying this data, businesses 

can improve their marketing and better meet customer needs.

In todayôs digital world, using these strategies is essential for marketing success.



 Exercise: Answer the following questions.

1.What are three important digital marketing tools mentioned?

2.How does data analytics help businesses?

3.What does the phrase "competitive advantage" mean?



Digital marketing
aŀǊƪŜǘƛƴƎ ǇǊƻŘǳŎǘǎ ƻǊ ǎŜǊǾƛŎŜǎ ǳǎƛƴƎ ŘƛƎƛǘŀƭ ŎƘŀƴƴŜƭǎ 
ƭƛƪŜ ǘƘŜ ƛƴǘŜǊƴŜǘΣ ǎƻŎƛŀƭ ƳŜŘƛŀΣ ŜƳŀƛƭΣ ŀƴŘ ǿŜōǎƛǘŜǎΦExample: in PFD. 

Connect with customers

¢ƻ ōǳƛƭŘ ŎƻƳƳǳƴƛŎŀǘƛƻƴ ŀƴŘ ǊŜƭŀǘƛƻƴǎƘƛǇǎ ǿƛǘƘ ǇŜƻǇƭŜ 
ǿƘƻ ōǳȅ ƻǊ Ƴŀȅ ōǳȅ ȅƻǳǊ ǇǊƻŘǳŎǘǎΦ

Social media

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

Search Engine Optimization (SEO)
A method of improving website visibility on search engines 
like Google.

Email marketing

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



Something that makes a company better than others 
in the same market Example: in PFD. 

When customers continue buying from a company 
because they trust the brand.

Special deals or discounts to encourage customers to buy.

¢ƘŜ ǇǊƻŎŜǎǎ ƻŦ ŀƴŀƭȅȊƛƴƎ Řŀǘŀ ǘƻ Ǝŀƛƴ ǳǎŜŦǳƭ ōǳǎƛƴŜǎǎ ƛƴǎƛƎƘǘǎΦ

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

Competitive advantage

Customer loyalty

Promotions

Data analytics

Track customer behavior

Marketing success

Achieving goals in promoting and selling a product or service.



:  Business Case Study & Writing ExerciseCƛƴŀƭ ¢ŀǎƪ

Example Email:
Subject: Inquiry About Organic Product Supply
Dear Mr. Smith,
I hope you are doing well. My name is [Your Name], and I am the founder of [Your Company]. 
We are launching a subscription box service that delivers organic food to customers.
I 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.
I look forward to your response. Thank you for your time.
Best regards,
[Your Name]
[Your Contact Information]

 Use Business Vocabulary + Grammar Structures:

¶ Present Simple & Continuous

¶ Modal Verbs

¶ Reported Speech

¶ Relative Clauses



/ƻƴŎƭǳǎƛƻƴ

Case study 1

Case Study: Annaôs Startup Journey

Anna, a young entrepreneur, had always dreamed of starting her own eco-friendly fashion

brand. She had a great product ideaðsustainable clothing made from recycled materials

 ðbut 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 brandôs 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 active listening, and 

improved her ability to read contracts and market reports. A few months later, she confidently presented her revised pitch, using clear and 

professional language. This time, investors responded positively, and she successfully secured funding to launch her brand. Annaôs journey 

highlights how mastering Business English can help entrepreneurs build strong professional relationships and grow their businesses.

1.How did Annaôs lack of Business English skills affect her startup?

2.What role did active listening and vocabulary improvement play in her success?

3.How can effective communication benefit an entrepreneur in the digital world?

Discussion Questions:



DǊŀƳƳŀǊ ŦƻǊ 9ƴǘǊŜǇǊŜƴŜǳǊǎΥ 9ǎǎŜƴǘƛŀƭ wǳƭŜǎ ŦƻǊ 9ŦŦŜŎǘƛǾŜ .ǳǎƛƴŜǎǎ /ƻƳƳǳƴƛŎŀǘƛƻƴ

1. Subject-Verb Agreement

* Singular Subjects (Use Singular Verbs)

 Correct: The manager approves the budget every quarter.

 Incorrect: The manager approve the budget every quarter.

* Plural Subjects (Use Plural Verbs)

 Correct: Entrepreneurs face many challenges in a competitive market.

 Incorrect : Entrepreneurs faces many challenges in a competitive market.

* Subjects with "Each," "Everyone," or "Every" (Use Singular Verbs)

Has / Have   ,   is am are  ,   -es / s



DǊŀƳƳŀǊ ŦƻǊ 9ƴǘǊŜǇǊŜƴŜǳǊǎΥ 9ǎǎŜƴǘƛŀƭ wǳƭŜǎ ŦƻǊ 9ŦŦŜŎǘƛǾŜ .ǳǎƛƴŜǎǎ /ƻƳƳǳƴƛŎŀǘƛƻƴ

1. Subject-Verb Agreement

* Subjects with "Either/Neither" (Use Singular Verbs)

 Correct: Neither the CEO nor the manager supports the plan.

 Incorrect: Neither the CEO nor the manager support the plan.

 Correct : Either the supplier or the manufacturer delivers the materials.

 Incorrect : Either the supplier or the manufacturer deliver the materials.
* Subjects with "And" (Use Plural Verbs)

 Correct : The CEO and the marketing director discuss the budget.

 Incorrect : The CEO and the marketing director discusses the budget.

 Correct : Quality and customer satisfaction are our priorities.

 Incorrect : Quality and customer satisfaction is our priorities.



2. Correct Use of Tenses

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

{ǳō Ҍ ±мΦŜǎκǎ Ҍ ΧΦ

- Past Simple (For Completed Actions in the Past)

Example on 

{ǳō Ҍ ±Φн Ҍ ΧΦ

 Correct: The company launched its first product in 2020.

 Incorrect : The company launches its first product in 2020.

- Future Simple (For Plans and Predictions)

{ǳō Ҍ ǿƛƭƭ ±Φ Ҍ Χ

 Correct: Our business will expand internationally by 2025.

 Incorrect : Our business expands internationally by 2025.



- Present Continuous (For Actions Happening Now or Near Future Plans)

 Correct: She is preparing a presentation for the business 

meeting.

  Incorrect : She prepares a presentation for the business meeting.

Sub + is/am/are+ V.ing Ҍ ΧΧ

2. Correct Use of Tenses



3. Proper Use of Articles (a, an, the)

a new strategy 

ŀƴ ƛƳǇƻǊǘŀƴǘ ǇǊŜǎŜƴǘŀǘƛƻƴ 

an idea to improve customer service

* Using "A" or "An" (Indefinite Articles) for General or Unspecific Things

The project manager The email

¢ƘŜ ŀǿŀǊŘ ŦƻǊ ōŜǎǘ ŎǳǎǘƻƳŜǊ ǎŜǊǾƛŎŜΦ

Do not use a, an, or the with uncountable nouns when speaking generally

 Correct:  We provide training  for all new employees.

 Incorrect:  We provide a training for all new employees.

9ȄŀƳǇƭŜ ƻƴ 



Example on 

4. Commonly Confused Words

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

 Correct: Is this your final decision on the project?

 Incorrect : Is this youôre final decision on the project?

 Correct: Youôre responsible for managing the budget. (= You are 

responsible.)

 Incorrect: Your responsible for managing the budget.

4.2. Their (possessive) vs. There (place) vs. Theyôre (they are)

 Correct: The investors liked their  proposal. (Possessive ï belongs to them.)

 Incorrect : The investors liked there proposal.

 Correct: The meeting will be held there at 3 PM. (Location.)

 Incorrect: The meeting will be held their at 3 PM.



4. Commonly Confused Words

4.3. Its (possessive) vs. Itôs (it is)

 Correct: Itôs important to review the financial report before the meeting. (= It is important.)

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

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

 Correct: Our profits are higher than last year. (Used for comparison.)

 Incorrect: Our profits are higher then last year

4.5. Affect (verb ï to influence) vs. Effect (noun ï the result)

 Correct: The new advertisement had a strong effect on brand awareness. (Result.)

 Incorrect : The new advertisement had a strong affect on brand awareness.



5. Professional Email Etiquette

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

 Incorrect : "Dear Mr. Smith, i am writing 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."

wŜŀŘ ƳƻǊŜ



Listening & Speaking for Business 

Unit 2



[Ŝǎǎƻƴ м Υ Engaging in Small Talk and Professional Networking

 Key Vocabulary & Phrases:

 Starting a conversation:
"Howôs business going for you?"

 Keeping the conversation going:

¶ "That sounds interesting. Can you tell me more?"

 Ending a conversation politely:

¶ "Iôd love to continue this conversation. Hereôs my card."



Small Talk and Professional Networking

Introduction and The Importance of Small Talk in Networking

 Build trust and establish a friendly atmosphere.

 Create opportunities to exchange valuable business insights.

 Help professionals identify common interests and potential 

collaborations.

Many successful business relationships start with simple 

conversations that grow into long-term partnerships.

Grammar Focus: Present Perfect for Experiences

¶ Used to talk about experiences without specifying when they happened:

o "I have worked in marketing for five years."

o "She has attended many networking events."



Exercise: Present Perfect for Experiences in Small Talk

Read the paragraph below and fill in the blanks with the correct form of the present perfect tense of the verbs in parentheses.

Paragraph:
I ______ (travel) to many countries in Asia, but I ______ (never/visit) Japan. My friend, Lisa, ______ (go) there twice, and she 

______ (tell) me amazing stories about it. She ______ (try) sushi from a traditional Japanese restaurant, and she says itôs the best 

food she ______ (ever/eat).

Recently, I ______ (start) learning some basic Japanese phrases because I really want to go there someday. I also ______ (meet) a 

few Japanese tourists in my city, and they ______ (teach) me some cultural tips. Itôs interesting because I ______ (always/enjoy) 

learning about new cultures.

Besides that, I ______ (have) some other exciting experiences. I ______ (ride) a camel in Egypt, and I ______ (see) the pyramids. 

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



[Ŝǎǎƻƴ н Υ

Listening Exercise  Exercise: Answer the following questions based 

on the conversation.

1.What was the percentage increase in sales?

2.What was the best-selling product?

3.What problem did the company face?

4.What is the companyôs future plan?

Listening for Key Points in Business Conversations

Grammar Focus: Passive Voice in Business Reports

¶ Used to focus on the action rather than the person doing it

o "Sales were increased by 15%."

o "A new marketing strategy was implemented last quarter."

 Exercise: Rewrite the following sentences in the passive voice.

1.The company launched a new product last month.

2.The marketing team designed the advertising campaign.

3.Our suppliers caused the shipment delays.



Lesson 3 : Expressing Opinions and Ideas Clearly

 Key Phrases for Expressing Opinions:

 Giving your opinion:

¶ "I 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:

¶ "I completely agree with you on that point."

¶ "I see your point, but I think we should consider other factors."

 Making suggestions:

¶ "We might want to conduct more research before making a decision."

¶ "Have you considered partnering with a local distributor?"

 Exercise: Complete the sentences with appropriate expressions.

1._______________, investing in digital marketing will increase sales. (Giving an opinion)

2._______________, but I think we need a bigger budget. (Disagreeing politely)

3._______________ partnering with influencers to boost brand awareness? (Making a suggestion)



Grammar Focus: Conditional Sentences for Business Proposals

¶ First Conditional (Real future possibility):

o "If we invest in social media ads, we will attract more customers."

¶ Second Conditional (Hypothetical situations):

o "If I were the CEO, I would lower product prices.ñ

 Exercise: Fill in the blanks with the correct conditional form.

1.If we ______ (expand) to a new market, we ______ (increase) revenue.

2.If I ______ (be) the manager, I ______ (improve) customer service.



[Ŝǎǎƻƴ п Υ Participating in Business Discussions

Key Strategies for Business Discussions:

 Clarifying ideas:

 .ǳƛƭŘƛƴƎ ƻƴ ƻǘƘŜǊǎΩ ƛŘŜŀǎΥ

 {ǳƳƳŀǊƛȊƛƴƎ ƪŜȅ ǇƻƛƴǘǎΥ

 Exercise: Practice responding in a business discussion.

1.Your colleague suggests increasing the marketing budget. How do you respond?

2.Someone disagrees with your idea politely. How do you react?

3.The manager asks for a summary of the discussion. What do you say?

9ȄŀƳǇƭŜ ƻƴ 



Final Task :

 9ȄǇǊŜǎǎƛƴƎ ƻǇƛƴƛƻƴǎ

 [ƛǎǘŜƴƛƴƎ ŦƻǊ ƪŜȅ Ǉƻƛƴǘǎ

 wŜǎǇƻƴŘƛƴƎ ǇǊƻŦŜǎǎƛƻƴŀƭƭȅ

Business Role-Play Activity



wŜŀŘƛƴƎ ϧ ²ǊƛǘƛƴƎ ŦƻǊ .ǳǎƛƴŜǎǎ



[Ŝǎǎƻƴ м {ƪƛƳƳƛƴƎ ŀƴŘ {ŎŀƴƴƛƴƎ .ǳǎƛƴŜǎǎ 5ƻŎǳƳŜƴǘǎ

 What are Skimming and Scanning?

¶ Skimming: Reading quickly to get the general idea of a document (e.g., reading an executive summary).

¶ Scanning: Looking for specific information (e.g., finding a productôs price in a contract).

skim the headings

scan for key data like competitor pricing and customer preferences

 Exercise:

Read the short business news article and answer the questions. (Instructor provides an article).

1.What is the main topic of the article? (Skimming)

2.What percentage of sales came from online purchases? (Scanning)

3.Which company is mentioned as the market leader? (Scanning)



Idioms for Reading & Writing in Business:

Written down or documented clearly, often in contracts or agreements

1. "In black and white"

2. "A paper trail"

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

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

To pay attention to small details and ensure everything is correct.

4. "Read between the lines"

To understand the implied meaning or hidden message in something written.



5. "Put it in writing"

6. "Get the word out"

7. "Write off"

8. "Clear as day"

To make something official or documented in written form.

To communicate information, usually through written channels, to a large audience.

To dismiss something as unimportant or not worth attention.

Something that is written in a very understandable and unambiguous way.

Idioms for Reading & Writing in Business:



Idioms for Reading & Writing in Business:

9. "On paper"

10. "Cover all the bases"

Referring to something that looks good or feasible in theory, but may not work in practice.Referring to something that looks good or feasible in theory, but may not work in practice.

To make sure every aspect of something is considered and addressed.



1. Executive Summary

2. Proposal

3. Memorandum (Memo)

4. Report Writing

Technical Terms for Reading & Writing in Business:

A brief summary of a report, proposal, or business plan that highlights key points and recommendations.

A formal document that outlines a plan or suggestion, typically 

with the intention of persuading someone to approve or fund it.

A short written message or document used for internal 

communication within an organization.

The process of preparing a detailed document that describes, analyzes, 

and evaluates a particular subject or issue.



Technical Terms for Reading & Writing in Business:

5. Business Correspondence

6. Action Plan

7. Memorandum (Memo)

8. Business Email Etiquette

A short written message or document used for internal 

communication within an organization.

The exchange of written communication between individuals or organizations.

A document that outlines the steps to be taken in order to 

achieve a specific goal.

The set of rules or guidelines for writing professional and courteous emails in business settings.



Technical Terms for Reading & Writing in Business:

9. Draft

10. Clarity and Conciseness

! ǇǊŜƭƛƳƛƴŀǊȅ ǾŜǊǎƛƻƴ ƻŦ ŀ ŘƻŎǳƳŜƴǘΣ 
ǘȅǇƛŎŀƭƭȅ ŦƻǊ ǊŜǾƛŜǿ ŀƴŘ ǊŜǾƛǎƛƻƴ ōŜŦƻǊŜ 
ŦƛƴŀƭƛȊƛƴƎΦ

The quality of being clear and direct in writing, 

without unnecessary information or ambiguity.



[Ŝǎǎƻƴ н ²ǊƛǘƛƴƎ tǊƻŦŜǎǎƛƻƴŀƭ 9Ƴŀƛƭǎ ŀƴŘ aŜǎǎŀƎŜǎ

 Key Email Phrases:

 Opening the email professionally:

¶ "Dear [Name], I hope you are doing well."

¶ "I am writing to follow up on..."

 Making requests:

¶ "Could you please provide more details about...?"

¶ "I would appreciate it if you could send me..."

 Closing politely:

¶ "Looking forward to your response."

"Please let me know if you need any further information."



 Example Email:

 Scenario: You need to request a product catalog from a supplier.

Subject: Request for Product Catalog

Dear Mr. Smith,

I hope you are doing well. I am interested in your latest product range and would appreciate it if 

you could send me a catalog with pricing details.

Looking forward to your response.

Best regards,

[Your Name]

 Grammar Focus: Formal vs. Informal Writing

¶ Formal: "I would like to request more information regarding your services."

¶ Informal: "Can you send me more details about your services?"

 Exercise: Rewrite the following informal messages in a formal email style.

1."Hey, can you send me the latest report?"

2."Got any discounts on bulk orders?"

3."Need more details about your shipping policy."



[Ŝǎǎƻƴ о ¦ƴŘŜǊǎǘŀƴŘƛƴƎ ŀƴŘ {ǳƳƳŀǊƛȊƛƴƎ wŜǇƻǊǘǎ

 Example Report Excerpt:

"In Q3, our companyôs revenue increased by 12%, driven by higher online 

sales. However, operational costs also rose by 8% due to supply chain 

disruptions. To maintain profitability, we are exploring alternative suppliers."

 Exercise: Write a one-sentence summary of the report.

 Example Answer:

"The companyôs revenue grew by 12%, but rising costs 

led to a search for new suppliers to maintain 

profitability."



 Grammar Focus: Report Language (Passive Voice & Data Presentation)

¶ "Revenue increased by 12%." (Active voice)

¶ "A 12% increase in revenue was reported." (Passive voice, formal)

 Exercise: Convert these sentences into formal business report language.

1."The company launched a new product in Q3."

2."Sales went up by 20%."

3."The CEO announced the expansion plan yesterday.ñ

 Example Answers:

1."A new product was launched by the company in Q3."

2."A 20% increase in sales was recorded."

3."The expansion plan was announced by the CEO yesterday."



Listening 

1.What are the key characteristics of a successful entrepreneur?

2.How does entrepreneurship contribute to economic growth?

3.What are the biggest challenges faced by new entrepreneurs?

4.How has digital technology transformed entrepreneurship?

5.What role does innovation play in entrepreneurial success?

6.How can entrepreneurs secure funding for their startups?

7.What are the advantages of social entrepreneurship?

8.How does market research help entrepreneurs make better business decisions?

9.What strategies can entrepreneurs use to stay competitive in a saturated market?

10.How important is networking in building a successful business?

10 questions
related to

entrepreneurship:

wŜŀŘ ƳƻǊŜ



[Ŝǎǎƻƴ п wŜǎǇƻƴŘƛƴƎ ǘƻ /ǳǎǘƻƳŜǊ LƴǉǳƛǊƛŜǎ ƛƴ ²ǊƛǘƛƴƎ

 Example Inquiry:

"Hi, Iôm interested in your new smartphone model. Could you tell me about 

its features and price?"

 Key Structure for Responses:

1.Thank the customer: "Thank you for your interest in our 

products."

2.Answer their question clearly: "Our latest smartphone has 

a 6.5-inch display, 128GB storage, and a dual-lens camera. 

The price is $499."

3.Offer further assistance: "Please let me know if you need 

more details or would like to place an order."



 Exercise:

Write a response to the following customer 

inquiry:

"Do you offer discounts for bulk purchases?ñ

 Example Answer:

"Dear [Customer's Name], Thank you for your 

inquiry. We do offer bulk discounts for orders of 

10 units or more. Please let me know the 

quantity you are interested in, and I will provide 

a detailed quote. Looking forward to your 

response. Best regards, [Your Name]"



Cƛƴŀƭ ¢ŀǎƪ²ǊƛǘŜ ŀ ǇǊƻŦŜǎǎƛƻƴŀƭ ŜƳŀƛƭ ƛƴŎƭǳŘƛƴƎΥ

  ! ǇƻƭƛǘŜ ƎǊŜŜǘƛƴƎ

  5Ŝǘŀƛƭǎ ƻŦ ǘƘŜ ǇǊƛŎƛƴƎ

  !ƴ ƛƴǾƛǘŀǘƛƻƴ ŦƻǊ 

ŦǳǊǘƘŜǊ ŘƛǎŎǳǎǎƛƻƴ



10 Key
points related

to entrepreneurship :

1.Innovation & Creativity ï Essential for developing unique business 

ideas.

2.Risk-taking ï Entrepreneurs must take calculated risks for potential success.

3.Resilience & Adaptability ï Overcoming failures and adjusting to 
market changes.

4.Financial Management ï Securing funding and managing cash flow 
effectively.

5.Market Research ï Understanding consumer needs and industry trends.

6.Business Strategy ï Developing clear goals and competitive advantages.

7.Technology & Digitalization ï Leveraging digital tools for efficiency
 and growth.

8.Networking & Collaboration ï Building connections with investors, 
mentors, and industry leaders.

9.Regulatory & Legal Compliance ï Navigating business laws and 
policies.

10.Sustainability & Social Impact ï Creating businesses that align 
with environmental and social responsibility.



bŜƎƻǘƛŀǘƛƻƴ
ϧ

tŜǊǎǳŀǎƛƻƴ 

¦ƴƛǘ п



 Key Negotiation Strategies:

1.BATNA (Best Alternative to a Negotiated Agreement) ï Know your 

 best alternative if the deal fails.

1.Win-Win Approach ï Aim for an outcome that benefits both parties.

2.The Power of Silence ï Allow the other party to speak more and reveal 

their position.

[Ŝǎǎƻƴ м [ƛǎǘŜƴƛƴƎ ǘƻ bŜƎƻǘƛŀǘƛƻƴ {ǘǊŀǘŜƎƛŜǎ ŀƴŘ LŘŜƴǘƛŦȅƛƴƎ YŜȅ tƻƛƴǘǎ



 Listening Exercise:

Listen to a short business negotiation conversation and answer:

1.What are the key issues being discussed?

2.What is each sideôs main concern?

3.What is the proposed compromise?

tΦом



tΦом

Questions:

1.What were the main objectives of Tesla and Panasonic 

in their negotiation?

2.How did both companies use data-driven bargaining 

to strengthen their position?

3.What negotiation strategy did Tesla and Panasonic 

employ to ensure a long-term partnership?

4.How did sharing investment risks benefit both parties 

in the negotiation?

5.What role did flexibility and adaptability play in the 

success of the Tesla-Panasonic partnership?



LŘƛƻƳǎ ŦƻǊ bŜƎƻǘƛŀǘƛƻƴ ϧ tŜǊǎǳŀǎƛƻƴΥ

Ϧ{ǘǊƛƪŜ ŀ ŘŜŀƭϦ
To reach an agreement or conclusion, especially in business or negotiation contexts.м

Ϧ.ŀǊƎŀƛƴƛƴƎ ŎƘƛǇϦ

A valuable concession or advantage used to gain a more favorable deal.                                   

ϦDƛǾŜ ŀƴŘ ǘŀƪŜϦ

Mutual concessions made during a negotiation to reach a balanced agreement.

To be tough or uncompromising in negotiations.

Ϧtƭŀȅ ƘŀǊŘōŀƭƭϦ

н

о

п



LŘƛƻƳǎ ŦƻǊ bŜƎƻǘƛŀǘƛƻƴ ϧ tŜǊǎǳŀǎƛƻƴΥ

Ϧhƴ ǘƘŜ ǘŀōƭŜϦ
р

Ϧ/Ǌƻǎǎ ǘƘŜ ƭƛƴŜϦ

Ϧtǳǘ ŀƭƭ ȅƻǳǊ ŎŀǊŘǎ ƻƴ ǘƘŜ ǘŀōƭŜϦ

Ϧ{Ŝŀƭ ǘƘŜ ŘŜŀƭϦ

с

т

у

Referring to an offer or proposal that is available for discussion.

To go beyond what is acceptable in a negotiation, often resulting in a failed deal.

To be open and honest about your intentions, resources, or offers in a negotiation.

To finalize or conclude a negotiation successfully.



LŘƛƻƳǎ ŦƻǊ bŜƎƻǘƛŀǘƛƻƴ ϧ tŜǊǎǳŀǎƛƻƴΥ

ϦIƻƭŘ ȅƻǳǊ ƎǊƻǳƴŘϦ
ф

Ϧ¢ŀƭƪ ǎƻƳŜƻƴŜ ƛƴǘƻ ǎƻƳŜǘƘƛƴƎϦ
мл

To maintain your position during a negotiation despite pressure to change.

To persuade someone to agree to something, especially in a negotiation 



м

Technical Terms for Negotiation & Persuasion:

.!¢b!

Υ ¢ƘŜ ōŜǎǘ ƻǇǘƛƻƴ ŀǾŀƛƭŀōƭŜ ǘƻ 
ŀ ǇŀǊǘȅ ƛŦ ƴŜƎƻǘƛŀǘƛƻƴǎ Ŧŀƛƭ ŀƴŘ 
ƴƻ ŀƎǊŜŜƳŜƴǘ ƛǎ ǊŜŀŎƘŜŘΦ

н ½ht!

: ¢ƘŜ ǊŀƴƎŜ ƻǊ ŀǊŜŀ ƛƴ ǿƘƛŎƘ ŀƴ 
ŀƎǊŜŜƳŜƴǘ ƛǎ ŀŎŎŜǇǘŀōƭŜ ǘƻ ōƻǘƘ 
ǇŀǊǘƛŜǎ ƛƴ ŀ ƴŜƎƻǘƛŀǘƛƻƴΦ

tΦоо

о [ŜǾŜǊŀƎŜ

: ¢ƘŜ ǇƻǿŜǊ ƻǊ ŀŘǾŀƴǘŀƎŜ ƻƴŜ 
ǇŀǊǘȅ ƘƻƭŘǎ ƻǾŜǊ ǘƘŜ ƻǘƘŜǊ ƛƴ 

ŀ ƴŜƎƻǘƛŀǘƛƻƴΦ

п !ƴŎƘƻǊƛƴƎ

Υ ¢ƘŜ ǇǊƻŎŜǎǎ ƻŦ ǎŜǘǘƛƴƎ ŀ 
ǊŜŦŜǊŜƴŎŜ Ǉƻƛƴǘ ƻǊ ǎǘŀǊǘƛƴƎ ŦƛƎǳǊŜ 
ƛƴ ŀ ƴŜƎƻǘƛŀǘƛƻƴ ǘƘŀǘ ƛƴŦƭǳŜƴŎŜǎ 

ǘƘŜ ƻǳǘŎƻƳŜΦ



р

Technical Terms for Negotiation & Persuasion:

²ƛƴπ²ƛƴ
bŜƎƻǘƛŀǘƛƻƴ

Υ ! ƴŜƎƻǘƛŀǘƛƻƴ ƻǳǘŎƻƳŜ ƛƴ ǿƘƛŎƘ 
ōƻǘƘ ǇŀǊǘƛŜǎ ŀǊŜ ǎŀǘƛǎŦƛŜŘ ǿƛǘƘ 
ǘƘŜ ŀƎǊŜŜƳŜƴǘ ŀƴŘ ŦŜŜƭ 
ǘƘŜȅ ƘŀǾŜ ōŜƴŜŦƛǘŜŘΦ

с /ƻƴŎŜǎǎƛƻƴǎ

: /ƻƳǇǊƻƳƛǎŜǎ ƻǊ ŀŘƧǳǎǘƳŜƴǘǎ 
ƳŀŘŜ ŘǳǊƛƴƎ ƴŜƎƻǘƛŀǘƛƻƴǎ ǘƻ 
ǊŜŀŎƘ ŀƴ ŀƎǊŜŜƳŜƴǘΦ

tΦоо

т tŜǊǎǳŀǎƛƻƴ
¢ŜŎƘƴƛǉǳŜǎ

: aŜǘƘƻŘǎ ƻǊ ǎǘǊŀǘŜƎƛŜǎ ǳǎŜŘ ǘƻ 
ƛƴŦƭǳŜƴŎŜ ƻǘƘŜǊǎΩ ŀǘǘƛǘǳŘŜǎΣ 
ōŜƭƛŜŦǎΣ ƻǊ ōŜƘŀǾƛƻǊǎ ƛƴ 

ƴŜƎƻǘƛŀǘƛƻƴǎ ƻǊ ŘŜŎƛǎƛƻƴπƳŀƪƛƴƎΦ

у tƻǿŜǊ
5ȅƴŀƳƛŎǎ

Υ ¢ƘŜ ƛƴŦƭǳŜƴŎŜ ƻǊ ŎƻƴǘǊƻƭ ƻƴŜ 
ǇŀǊǘȅ ƘƻƭŘǎ ƻǾŜǊ ŀƴƻǘƘŜǊ ƛƴ 
ŀ ƴŜƎƻǘƛŀǘƛƻƴ ƻǊ ƛƴǘŜǊŀŎǘƛƻƴΦ



ф

Technical Terms for Negotiation & Persuasion:

aǳǘǳŀƭ
.ŜƴŜŦƛǘ

Υ ! ǎƛǘǳŀǘƛƻƴ ƛƴ ǿƘƛŎƘ ōƻǘƘ 
ǇŀǊǘƛŜǎ ƛƴ ŀ ƴŜƎƻǘƛŀǘƛƻƴ ōŜƴŜŦƛǘ 
ŦǊƻƳ ǘƘŜ ŀƎǊŜŜƳŜƴǘΣ ŜƴƘŀƴŎƛƴƎ 

ŎƻƻǇŜǊŀǘƛƻƴΦ

мл
/ƻƴŦƭƛŎǘ
wŜǎƻƭǳǘƛƻƴ

: ¢ƘŜ ǇǊƻŎŜǎǎ ƻŦ ǊŜǎƻƭǾƛƴƎ ŀ 
ŘƛǎǇǳǘŜ ƻǊ ŘƛǎŀƎǊŜŜƳŜƴǘ ǘƘǊƻǳƎƘ 
ƴŜƎƻǘƛŀǘƛƻƴΣ ƳŜŘƛŀǘƛƻƴΣ ƻǊ ƻǘƘŜǊ 

ǎǘǊŀǘŜƎƛŜǎΦ

tΦоп

tŜǊǎǳŀǎƛƻƴ
¢ŜŎƘƴƛǉǳŜǎ



[Ŝǎǎƻƴ н 9ȄǇǊŜǎǎƛƴƎ !ƎǊŜŜƳŜƴǘǎ ŀƴŘ 5ƛǎŀƎǊŜŜƳŜƴǘǎ tǊƻŦŜǎǎƛƻƴŀƭƭȅ

Key Phrases for Agreement & Disagreement:

 Agreeing Politely:

¶ "I completely agree with your point."

¶ "That sounds like a reasonable solution."

¶ "I see where you're coming from, and I support that idea."

tΦоп

 Disagreeing Politely:

¶ "I understand your point, but I have a different perspective."

¶ "I see your concerns, but I believe we can find a better 

solution."

¶ "I appreciate your offer, but the price is still above our 

budget."

 Grammar Focus: Modal Verbs for Negotiation

"We could offer a discount if you order more units.ñ

Ϧ²Ŝ ƳƛƎƘǘ ōŜ ŀōƭŜ ǘƻ ŜȄǘŜƴŘ ǘƘŜ ŘŜƭƛǾŜǊȅ ŘŜŀŘƭƛƴŜΦϦ



[Ŝǎǎƻƴ о ²ǊƛǘƛƴƎ tŜǊǎǳŀǎƛǾŜ .ǳǎƛƴŜǎǎ tǊƻǇƻǎŀƭǎ

9ȄŀƳǇƭŜ tΦор

 Structure of a Business Proposal:

1.Introduction: State the purpose of the proposal.

2.Problem Statement: Identify the issue or need.

3.Proposed Solution: Explain how your business can address the issue.

4.Benefits: Highlight advantages for the client.

5.Pricing & Terms: Provide clear cost details.

6.Call to Action: Encourage the reader to respond.

 Exercise: Complete this proposal draft by adding missing sections:

"We are pleased to offer our marketing services to help your company grow. Our team specializes in 
social media campaigns and SEO strategies. ________________. We propose a three-month trial

at an introductory rate. ________________.



[Ŝǎǎƻƴ п IŀƴŘƭƛƴƎ hōƧŜŎǘƛƻƴǎ ŀƴŘ /ƭƻǎƛƴƎ 5Ŝŀƭǎ
9ȄŀƳǇƭŜ tΦор

 Common Business Objections & How to Respond:

1.ñThe price is too high.ò

o "I understand your budget concerns. Letôs discuss how we can adjust the package to 

meet your needs."

2.ñWe are considering other vendors.ò

o "That makes sense. However, our product offers unique advantages such as [feature]. 

Would you like a free trial to compare?"

3.ñWe donôt need this service right now.ò

o "I appreciate that. Would it be helpful to revisit this in a few months?"

 Exercise:

Write a response to the following objections:

1."Your competitor is offering a lower price."

2."Weôre not sure if this will work for our business."

3."We need more time to decide."



Cƛƴŀƭ ¢ŀǎƪwƻƭŜπtƭŀȅ ŀ .ǳǎƛƴŜǎǎ bŜƎƻǘƛŀǘƛƻƴ

1. Make an opening statement.

2. Present your counteroffer.

3. Handle the supplierôs objections.

4. Close the deal.



aǳǘǳŀƭ hōƧŜŎǘƛǾŜǎ ς ¢Ŝǎƭŀ ǎƻǳƎƘǘ ŀ ǊŜƭƛŀōƭŜ ōŀǘǘŜǊȅ ǎǳǇǇƭƛŜǊΣ 

ǿƘƛƭŜ tŀƴŀǎƻƴƛŎ ǿŀƴǘŜŘ ǘƻ ŜȄǇŀƴŘ ƛƴ ǘƘŜ 9± ƳŀǊƪŜǘΦ

5ŀǘŀπ5ǊƛǾŜƴ .ŀǊƎŀƛƴƛƴƎ ς ¢Ŝǎƭŀ ƭŜǾŜǊŀƎŜŘ ƳŀǊƪŜǘ ǊŜǎŜŀǊŎƘ 

ǘƻ ƧǳǎǘƛŦȅ ƭŀǊƎŜπǎŎŀƭŜ ōŀǘǘŜǊȅ ǇǊƻŘǳŎǘƛƻƴ ŀƴŘ ƴŜƎƻǘƛŀǘŜ ōŜǘǘŜǊ ǇǊƛŎƛƴƎΦ

[ƻƴƎπ¢ŜǊƳ {ǘǊŀǘŜƎƛŎ tŀǊǘƴŜǊǎƘƛǇ ς ¢ƘŜ ŘŜŀƭ ǿŀǎ 

ǎǘǊǳŎǘǳǊŜŘ ŀǎ ŀƴ ƻƴƎƻƛƴƎ ŎƻƭƭŀōƻǊŀǘƛƻƴΣ ƴƻǘ Ƨǳǎǘ ŀ ƻƴŜπǘƛƳŜ ŎƻƴǘǊŀŎǘΦ

wƛǎƪ {ƘŀǊƛƴƎ ς .ƻǘƘ ŎƻƳǇŀƴƛŜǎ ŀƎǊŜŜŘ ǘƻ ǎƘŀǊŜ ǘƘŜ Ǌƛǎƪǎ 

ŀǎǎƻŎƛŀǘŜŘ ǿƛǘƘ ǘƘŜ DƛƎŀŦŀŎǘƻǊȅ ŀƴŘ ōŀǘǘŜǊȅ ǇǊƻŘǳŎǘƛƻƴΦ

CƭŜȄƛōƛƭƛǘȅ ϧ !ŘŀǇǘŀōƛƭƛǘȅ ς !ǎ ŘŜƳŀƴŘ ƎǊŜǿΣ ¢Ŝǎƭŀ ŀƴŘ 
tŀƴŀǎƻƴƛŎ ŀŘƧǳǎǘŜŘ ǘƘŜƛǊ ŀƎǊŜŜƳŜƴǘ ǘƻ ǎŎŀƭŜ ǇǊƻŘǳŎǘƛƻƴ ŀƴŘ ƛƳǇǊƻǾŜ 
ŜŦŦƛŎƛŜƴŎȅΦ



¦ƴƛǘ р

.ǳǎƛƴŜǎǎ

tǊŜǎŜƴǘŀǘƛƻƴǎ



 Standard Presentation Structure:

LƴǘǊƻŘǳŎǘƛƻƴ

aŀƛƴ .ƻŘȅ 

/ƻƴŎƭǳǎƛƻƴ 

Grab attention and introduce the topic.

Present key points with supporting data.

Summarize and include a call to action.

 Example Opening:

"Good morning, everyone. 

My name is [Your Name], 

and Iôm excited to 

introduce a solution that 

will transform your 

business. Today, I will 

share how our innovative 

marketing strategy can 

boost your sales by 30%."

tΦотLesson 1: Structuring an Effective Business Presentation



Idioms for Business Presentations:
tΦотπоу

ϦDŜǘ ǘƘŜ ōŀƭƭ ǊƻƭƭƛƴƎϦмΦ

To start something, often a project or discussion.

Ϧ/ǳǘ ǘƻ ǘƘŜ ŎƘŀǎŜϦнΦ

To get to the point, skipping unnecessary details.

Ϧ¢Ƙƛƴƪ ƻǳǘǎƛŘŜ ǘƘŜ ōƻȄϦоΦ

Ϧhƴ ǘƘŜ ǎŀƳŜ ǇŀƎŜϦпΦ

To think creatively or unconventionally.

To be in agreement or to have a shared understanding.



Idioms for Business Presentations:
tΦотπоу

ϦwŀƛǎŜ ǘƘŜ ōŀǊϦрΦ

Ϧ¢ŀƪŜ ƛǘ ǘƻ ǘƘŜ ƴŜȄǘ ƭŜǾŜƭϦсΦ

Ϧ.ȅ ǘƘŜ ōƻƻƪϦтΦ

Ϧ hƴ ǘƘŜ ǊŀŘŀǊϦуΦ

To set a higher standard or expectation.

To improve or enhance something to a higher standard.

¢ƻ Řƻ ǎƻƳŜǘƘƛƴƎ ŀŎŎƻǊŘƛƴƎ ǘƻ ǊǳƭŜǎ ƻǊ ǎǘŀƴŘŀǊŘǎΦ

Something that is being considered or is a focus.



Idioms for Business Presentations:
tΦотπоу

Ϧtǳǘ ȅƻǳǊ ŎŀǊŘǎ ƻƴ ǘƘŜ ǘŀōƭŜϦфΦ

ϦIƛǘ ǘƘŜ ƴŀƛƭ ƻƴ ǘƘŜ ƘŜŀŘϦмлΦ

To be honest and transparent.

To describe exactly what is causing a situation or problem.



tΦ оуπоф

{ǘŀƪŜƘƻƭŘŜǊǎмΦ

YtL όYŜȅ tŜǊŦƻǊƳŀƴŎŜ 
LƴŘƛŎŀǘƻǊύ

нΦ

whL όwŜǘǳǊƴ ƻƴ LƴǾŜǎǘƳŜƴǘύоΦ

{²h¢ !ƴŀƭȅǎƛǎпΦ

Individuals or groups who have an interest in the 

outcomes of a business, 

Technical Terms for Business Presentations:

A measurable value that demonstrates how effectively 

a company is achieving 

A measure used to evaluate the efficiency or 

profitability of an investment.

A framework for identifying and analyzing a company's 

Strengths, Weaknesses, Opportunities, and Threats.
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The various sources of income for a business, such as 

product sales, subscriptions, and services.

The process of dividing a broad consumer or business 

market, typically in a way that is meaningful for 

marketing strategies.

Information derived from data analysis that can guide 

decision-making and strategy.

The unique value a product or service offers to 

customers, addressing their needs or solving 

problems.

Technical Terms for Business Presentations:
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Technical Terms for Business Presentations:

Comparing business performance against industry 

standards or competitors to identify areas for 

improvement.

The ability of a business or system to grow and handle 

increased demand without compromising performance.



Lesson 2: Reading and Analyzing Presentation Materials

 Common Business Presentation Materials:

¶ Bar Charts ï Compare data over time.

¶ Pie Charts ï Show proportions.

¶ Tables ï Present detailed figures.

 Example:

"According to this graph, our 

revenue increased by 15% in Q2. 

This shows the impact of our new 

marketing campaign."
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 Exercise:

Look at the given chart (Instructor provides a chart) 

and answer:

1.What trend does the chart show?

2.How would you describe this data in a presentation?



 Grammar Focus: Describing Trends

¶ "Sales rose by 20% last quarter." (Active)

¶ "A 20% increase in sales was recorded last quarter." (Passive)

 Exercise: Rewrite these sentences using trend vocabulary:

1."Revenue went up a lot last year."

2."Our profits got lower in Q1."

3."There was a small increase in customer satisfaction."



Lesson 3: Using Persuasive Language and Body Language

Persuasive Phrases:

 Highlighting Benefits:

¶ "This strategy will help you increase 

profits by 20%."

¶ "Our solution is faster, cheaper, and 

more effective than competitors."

 Encouraging Action:

¶ "Imagine how your business could 

grow with this approach."

¶ "Now is the perfect time to invest in 

this opportunity."

 Effective Body Language:

 Maintain eye contact

 Use hand gestures naturally

 Stand confidently and

avoid fidgeting

9ȄŀƳǇƭŜ tΦ оф



Lesson 4: Delivering Business Ideas with Confidence

Tips for a Confident Presentation:

 Practice ï Rehearse multiple times.

 Pace Yourself ï Speak clearly and at a steady speed.

 Engage the Audience ï Ask questions and encourage 

interaction.
 Example: Confident Delivery vs. Weak Delivery

 "Uhé so, um, our company is, uh, really great at marketing. So, yeahé we can help."

 "Our company specializes in powerful marketing strategies. Let me show you how we can help you grow your brand."

 Exercise: Improve the Following Presentation Opening:

"Hi, um, I am James, and I, uh, want to talk about my business, which is kind of, um, a new idea for, you know, 

helping small companies."



Final TaskBusiness Pitch Challenge

 A strong opening

 Key benefits of your idea

 A persuasive closing

tΦ пм

Questions:

1.What makes Room Agencyôs accommodations unique compared to traditional 

booking platforms?

2.How does Room Agency personalize the travel experience for its customers?

3.What role does technology play in Room Agency's booking process?

4.How does Room Agency incorporate sustainability into its offerings?

5.What are the primary target audiences for Room Agencyôs services?



Key Points
2.Personalization
The agency customizes 

experiences to meet the 

desires of individual travelers.

3.Technology Integration 
Cutting-edge technology is used 

to ensure a seamless and efficient 

booking process.

4.Sustainability Focus
Room Agency emphasizes eco-

friendly options to promote 

sustainable travel.

5.Target Audiences

 The agency caters to business, 
leisure, and special getaway travelers 

looking for unique, memorable stays.

1.Unique Accommodations
Room Agency offers curated, 

personalized stays tailored to 

different preferences and needs.



¦ƴƛǘ с

!ŘǾŀƴŎŜŘ wŜŀŘƛƴƎ ϧ ²ǊƛǘƛƴƎ ŦƻǊ .ǳǎƛƴŜǎǎ



[Ŝǎǎƻƴ мΥ

 Case Study Analysis Framework:

Background :
What is the company, industry,

and problem?

Key Challenges :
What obstacles does the business face?

м

н

о Proposed Solutions :
What strategies were suggested?

п Results &

Lessons Learned :
What were the outcomes?

Analyzing Business Case Studies
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 Exercise:

Read the provided case study and answer:

1.What was the company's main problem?

2.What solutions were implemented?

3.What was the final result?

¦ƳƳƳΧ



Business Case Study: "Sustainable Solutions Inc."

Background:

Sustainable Solutions Inc. is a startup that specializes in eco-friendly products, including 

biodegradable packaging and reusable home goods. The company has been in business for two years 

and has experienced steady growth. Recently, however, they encountered several issues:

1.Supply Chain Disruptions: Due to global shipping delays, the company is struggling to source 

raw materials for their products.

2.Brand Identity Crisis: Customers are confused about the company's identityðsome think it 

focuses exclusively on home goods, while others think itôs a packaging company.

3.Increased Competition: Other eco-friendly brands are rapidly entering the market, offering 

similar products at lower prices.

Challenge:

The CEO of Sustainable Solutions Inc. needs to find a way to address the supply chain issues, 

clarify the brand's identity, and stay competitive in an increasingly crowded market.



 Questions:

1.What is the main problem 

Sustainable Solutions Inc. is facing?

2.What are the potential solutions to 

the supply chain disruption?

3.How can the company clarify its 

brand identity?

4.What strategies can be implemented 

to stay competitive in the market?

5.What immediate actions should the 

CEO take to address these issues?

Κ
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[Ŝǎǎƻƴ н Υ Writing Structured Business Reports

 Structure of a Business Report:

Title Page 

Report title,

date, and author

Executive

Summary 
Key findings and

recommendations

Introduction
Purpose of the report

Findings

& Analysis 
Data, charts,

and key insights

Conclusion &

Recommendations 

Summary

and next steps



 Exercise:

Complete the following report introduction:

"This report aims to analyze our companyôs sales performance in Q3. Over

the last three months, we observed significant trends, including ___________ 

and ___________. The findings will help us optimize ___________."



 Business Report: "Q1 2025 Performance Review for EcoTech Solutions"

1. Title Page

Report Title: Q1 2025 Performance Review for EcoTech 

Solutions

Date: April 25, 2025

Author: John Doe, Business Analyst

2. Executive Summary

This report provides an overview of EcoTech Solutions' performance for the first quarter of 2025, including 

financial analysis, market trends, and operational efficiency. The key findings indicate a 12% increase in revenue 

compared to Q4 2024, driven by the launch of the new solar panel product line. However, challenges such as supply 

chain delays and rising material costs have impacted profitability, resulting in a 5% decrease in net income.

Key recommendations include:

¶ Strengthening supplier relationships to mitigate delays.

¶ Exploring alternative material sources to reduce costs.

¶ Expanding the marketing campaign for the solar panel product line to target untapped markets.



 Business Report: "Q1 2025 Performance Review for EcoTech Solutions"

3. Introduction
The purpose of this report is to assess the financial and operational performance of EcoTech Solutions during Q1 

2025. The report analyzes key metrics such as sales, profit margins, supply chain issues, and market performance to 

provide actionable insights that will guide the companyôs decision-making for the next quarter.

4. Findings & Analysis
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 Business Report: "Q1 2025 Performance Review for EcoTech Solutions"

5. Conclusion & Recommendations

Conclusion:

EcoTech Solutions has demonstrated strong revenue growth in Q1 2025, primarily due to the new product 

line. However, the company is facing challenges with rising material costs and delayed shipments. While 

market expansion has been successful, increased competition could jeopardize profitability in the coming 

months if not addressed.

Recommendations:

1.Supplier Diversification: Establish long-term contracts with multiple suppliers to reduce the impact 

of material price fluctuations and delivery delays.

2.Cost Control Measures: Investigate alternative, cost-effective materials for the solar panels and 

negotiate better rates with current suppliers.

3.Marketing Campaign Expansion: Focus on increasing brand visibility in the newly entered regions 

by running targeted online marketing campaigns aimed at raising awareness of the solar product line.

4.Efficiency Improvement: Continue investing in automation technology for inventory and order 

management to improve operational efficiency and reduce delays.



Reading Market Research and Interpreting Data[Ŝǎǎƻƴ о Υ

 Common Market Research Documents:

¶ Surveys & Questionnaires ï Customer feedback data

¶ Industry Reports ï Insights on market trends

¶ Sales Data & Charts ï Business performance analysis

 Grammar Focus: Expressing Data Insights

¶ "The survey results indicate that customer satisfaction 

has increased."

¶ "There was a 10% rise in brand awareness after the 

campaign."

¶ "Market trends suggest a shift towards digital 

payments."



 Exercise:

Look at the provided market report (Instructor provides a chart) and answer:

1.What trend does the data show?

2.What recommendation would you give based on the data?

 Exercise:

Rewrite these statements using formal business language:

1."Sales went up a lot last year."

2."Customers like online shopping more now."

3."The company lost some money in Q1."



[Ŝǎǎƻƴ п Crafting Clear and Professional Business Correspondence

 Common Business Correspondence 

Types:

 Formal Emails ï To clients, 

investors, or partners

 Internal Memos ï Updates for 

employees

 Customer Service Responses ï 

Addressing complaints or inquiries

 Example Business Email Template:9ȄŀƳǇƭŜ tΦ пс


