
Introduction to Business English Grammar Fundamentals and
Common Vocabulary

Lesson Overview

This lesson plan is designed to introduce professionals aged 35 to the fundamental grammar and vocabulary
of Business English, enhancing their communication skills in a professional setting. The key focus areas
include understanding basic business grammar structures, learning common business vocabulary, and
practicing speaking activities to improve fluency and confidence.

Lesson Objectives

Identify and explain the basic grammar structures used in business contexts, including the present simple,
present continuous, and future simple tenses.

Use common business vocabulary related to introductions, meetings, and basic business operations correctly
in sentences.

Engage in basic business conversations, using the grammar and vocabulary learned, and demonstrate
improved fluency and confidence in communicating in English in professional settings.
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Grammar Fundamentals

Present Simple Tense

The present simple tense is used to describe habits, routines, and general truths. It is formed using the base
form of the verb, except for the third person singular, which adds -s or -es.

I meet with my team every Monday.

She attends meetings every week.

Present Continuous Tense

Present Continuous Tense

The present continuous tense is used to describe actions that are happening now or are temporary. It is
formed using the present participle of the verb, which is the base form of the verb + -ing.

She is attending a conference in New York.

They are working on a project.
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Vocabulary Building

Introductions and Meetings

Learn common business vocabulary related to introductions, meetings, and basic business operations.

Networking

Synergy

Productivity

Deadline

Speaking Activity

Organize a speaking activity where learners practice introducing themselves in a business setting, using the
vocabulary and grammar covered.

Take turns and engage in a brief conversation.

Use the vocabulary and grammar learned in the lesson.
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Video Practice

Show a video clip of a business meeting or a professional introduction, and ask learners to observe the
language and communication skills used.

Lead a class discussion on what was observed, focusing on the use of grammar and vocabulary in context.

Encourage learners to take notes and ask questions.

Conclusion

Summarize the key points covered in the lesson.

Provide homework that reinforces the learning, such as a worksheet to practice the grammar and vocabulary,
or a task to find and watch another business-related video and report back to the class on the language
used.
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Assessment

Participation in class activities and discussions (20%)

Speaking activity (30%)

Video practice (20%)

Homework (30%)

Materials

Whiteboard and markers

Flashcards or word cloud

Video clips

Worksheets or handouts

Online resources (optional)
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Extension

Provide additional speaking activities or role-plays to practice the grammar and vocabulary in different
business contexts.

Encourage learners to create their own videos or presentations using the grammar and vocabulary learned.

Invite a guest speaker to talk to the class about their experiences with Business English in their profession.

Reflection

Reflect on the effectiveness of the lesson in achieving its objectives.

Identify areas for improvement and adjust the lesson plan accordingly.

Consider incorporating more authentic materials, such as real business scenarios or case studies, to make
the learning experience more relevant and engaging.
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Next Steps

Plan follow-up lessons to build upon the foundational knowledge and skills acquired, such as:

Business English for Meetings and Negotiations

Reading and Writing in Business English

Presenting in Business English



Advanced Concepts

In this section, we will delve into more advanced concepts of Business English, including the use of modal
verbs, conditional tenses, and complex sentence structures. These concepts are crucial for effective
communication in professional settings, as they enable individuals to express nuanced ideas, negotiate, and
make informed decisions.

Modal Verbs

Modal verbs such as can, could, may, might, shall, should, will, and would are used to express ability,
permission, possibility, and obligation. For instance, "I can attend the meeting" indicates ability, while "You
should submit the report by Friday" expresses advice or recommendation.

Case Study: Negotiation

In a business negotiation, modal verbs play a significant role. For example, "We could offer a discount if you
place a large order" or "You should consider our proposal as it meets your requirements." This demonstrates
how modal verbs facilitate flexible and diplomatic communication, which is essential in negotiation scenarios.

Conditional Tenses

Conditional tenses are used to talk about situations that may or may not happen. The zero conditional is used
for universal truths, the first conditional for future possibilities, the second conditional for hypothetical situations,
and the third conditional for past hypothetical situations. Mastering these tenses allows professionals to discuss
plans, predictions, and hypothetical scenarios effectively.

First Conditional

The first conditional is used for future possibilities. For example, "If it rains, we will cancel the meeting" indicates
a future action that is dependent on a condition. This tense is crucial for making plans and predictions in
business contexts.

Tips for Using Conditional Tenses

Use the correct form of the verb in the if-clause and the main clause.

Be mindful of the tense consistency throughout the sentence.

Practice using conditional tenses in different contexts to improve fluency.

Complex Sentence Structures

Complex sentence structures involve using subordinating conjunctions to join independent and dependent
clauses. This allows for the expression of more intricate ideas and relationships between ideas, which is vital in
business writing and presentations. Subordinating conjunctions such as because, although, and unless are used
to introduce dependent clauses.

Subordinating Conjunctions

For instance, "I went to the meeting because I needed to discuss the project" uses the subordinating conjunction
"because" to introduce the reason for the action. This structure enables the clear expression of cause-and-effect
relationships or contrasts.

Case Study: Business Report

In a business report, complex sentence structures are often used to analyze data and draw conclusions. For
example, "Although the sales figures were lower than expected, the company remained profitable because of



efficient cost management." This demonstrates how complex sentences can convey detailed information and
insights in a professional context.

Business Writing

Effective business writing is critical for communication in the professional world. It involves using clear, concise
language and appropriate formats for different types of documents, such as emails, reports, and proposals.
Understanding the audience, purpose, and context is essential for crafting messages that are well-received and
achieve their intended goals.

Email Writing

When writing a business email, it's important to use a formal greeting, clearly state the purpose of the email, and
include a professional closing. For example, "Dear Mr. Smith, I am writing to confirm our meeting on Friday. Best
regards, [Your Name]." This format helps to establish a professional tone and ensures that the message is
conveyed efficiently.

Tips for Business Writing

Know your audience and tailor your message accordingly.

Use clear and concise language, avoiding jargon and ambiguity.

Proofread your work to ensure accuracy and professionalism.

Presentation Skills

Presenting in a business setting requires strong communication skills, confidence, and the ability to engage the
audience. It involves preparing a clear and structured presentation, using visual aids effectively, and delivering
the message with conviction. Understanding the audience's needs and expectations is crucial for a successful
presentation.

Preparing a Presentation

When preparing a presentation, start by defining the purpose and key messages. Then, structure your content
logically, using introductions, body, and conclusions. Practice your delivery to ensure you stay within the time
frame and can handle questions from the audience.

Case Study: Product Launch

In a product launch presentation, the goal is to persuade the audience of the product's value. This can be
achieved by highlighting its unique features, demonstrating its benefits, and providing a clear call to action. For
example, "Our new smartphone offers advanced camera capabilities and longer battery life, making it the
perfect choice for professionals on the go." This approach helps to capture the audience's attention and drive
sales.

Networking and Small Talk

Networking and small talk are essential skills for building professional relationships and opportunities. They
involve initiating and maintaining conversations, showing genuine interest in others, and being able to talk about
oneself and one's work. Mastering these skills can lead to new connections, collaborations, and career
advancements.

Starting a Conversation

When starting a conversation, use open-ended questions that encourage the other person to share information
about themselves. For example, "What brings you to this conference?" or "How do you like the city so far?" This
approach helps to establish a connection and can lead to meaningful discussions.



Tips for Networking

Be prepared to talk about your professional background and interests.

Listen actively and show genuine interest in others.

Follow up with new contacts after the event to maintain the connection.

Conclusion and Next Steps

In conclusion, mastering Business English is a key component of professional development, enabling individuals
to communicate effectively, build strong relationships, and achieve their goals in the global business arena. By
understanding and applying the concepts covered in this course, learners can enhance their career prospects
and contribute to the success of their organizations.

Action Plan

Create an action plan to continue improving your Business English skills. This could include reading business
articles, watching TED talks, practicing with a language exchange partner, or taking additional courses. Setting
specific, achievable goals will help you stay motivated and track your progress.

Case Study: Professional Development

A marketing manager realized the importance of improving her Business English skills to effectively
communicate with international clients. She enrolled in a course, practiced regularly, and soon noticed
significant improvements in her ability to negotiate and close deals. This example demonstrates how dedicated
effort can lead to tangible professional benefits.
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