
Introduction to Business English Grammar
Fundamentals and Common Vocabulary

Introduction and Objectives

Welcome to the Introduction to Business English Grammar Fundamentals and Common Vocabulary
worksheet. This worksheet is designed to help professionals aged 35 improve their communication skills in a
business setting. By the end of this worksheet, you will be able to:

1. Understand basic business grammar structures
2. Learn common business vocabulary
3. Practice speaking activities to improve fluency and confidence
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Grammar Fundamentals

Complete the sentences with the correct form of the verb in parentheses:

1. By next year, we _______ (launch) our new product line.
2. The company _______ (meet) its shareholders annually.
3. The marketing team _______ (work) on a new campaign.

Answer Key:

1. will have launched
2. meets
3. is working
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Vocabulary Building

Match the business vocabulary words with their definitions:

1. Synergy
2. Productivity
3. Deadline
4. Networking

A) The interaction of two or more agents to produce an effect that is greater than the sum of their individual
contributions

B) The state of being productive

C) A time limit or final date for something to be done

D) The process of making and using contacts to help you in your career or business

Answer Key:

1. A) The interaction of two or more agents to produce an effect that is greater than the sum of their
individual contributions

2. B) The state of being productive
3. C) A time limit or final date for something to be done
4. D) The process of making and using contacts to help you in your career or business
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Speaking Activity

Role-play a business meeting where you have to discuss a new product launch. Use the vocabulary and
grammar covered in this worksheet.

Group Task:

Discuss the following questions:

1. What are the key features of the new product?
2. How will the product be marketed and sold?
3. What are the potential challenges and opportunities for the product?
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Video Practice

Watch a video on a business topic and answer the following questions:

1. What is the main topic of the video?
2. What vocabulary words did you learn from the video?
3. How can you apply the concepts learned from the video to your own business situation?
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Case Study

Read a case study of a business scenario and answer the following questions:

1. What are the key issues in the case study?
2. How can you apply the grammar and vocabulary learned in this worksheet to the case study?
3. What solutions would you propose to the problems in the case study?
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Reflection

Individual Reflection:

1. What was the most surprising thing you learned today?

2. How will this learning change your actions in the future?

3. What questions do you still have about business English?
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Additional Practice

Complete the following exercises to practice your Business English skills:

1. Write a short paragraph introducing yourself in a professional setting.
2. Complete a crossword puzzle with business vocabulary words.
3. Listen to a podcast on a business topic and summarize the main points.
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Review

Review the grammar and vocabulary covered in this worksheet. Make a list of the key concepts and practice
using them in sentences.
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Conclusion

Congratulations on completing the Introduction to Business English Grammar Fundamentals and Common
Vocabulary worksheet! You have taken the first step in improving your communication skills in a business
setting. Remember to practice regularly and seek feedback to continue improving your skills.
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Assessment

Assess your understanding of the material by completing the following quiz:

1. What is the purpose of using the present simple tense in business English?
2. What is the difference between "synergy" and "productivity" in a business context?
3. How can you use the vocabulary and grammar learned in this worksheet to improve your

communication skills in a business setting?

Answer Key:

1. The present simple tense is used to describe routines, facts, and general truths.
2. Synergy refers to the interaction of two or more agents to produce an effect that is greater than the

sum of their individual contributions, while productivity refers to the state of being productive.
3. You can use the vocabulary and grammar learned in this worksheet to improve your communication

skills in a business setting by practicing speaking activities, watching videos, and completing case
studies.
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Advanced Concepts

In this section, we will explore advanced concepts in business English grammar and vocabulary. We will delve into the nuances of
language usage in different business contexts, including meetings, presentations, and negotiations. By the end of this section, you
will be able to use complex grammar structures and vocabulary with confidence and accuracy.

Example: Using the Present Perfect Tense in Business English

The present perfect tense is used to describe an action that started in the past and continues up to the present moment. For
example: "I have been working on this project for three months." This sentence indicates that the project started in the past and is still
ongoing.
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Activity: Practicing the Present Perfect Tense

Complete the following sentences using the present perfect tense:

1. I ____________________ (work) on this project for two years.
2. She ____________________ (travel) to many countries for business.
3. They ____________________ (launch) several successful products this year.

Answer Key:

1. have been working
2. has traveled
3. have launched

Business English in Different Contexts

Business English is used in various contexts, including meetings, presentations, and negotiations. In this section, we will explore the
language and skills required for each context. By the end of this section, you will be able to communicate effectively in different
business situations.

Case Study: Using Business English in a Meeting

Read the following case study and answer the questions that follow:

John is a marketing manager at a multinational company. He is attending a meeting with his team to discuss a new product launch.
The team is discussing the marketing strategy and budget for the launch.

1. What is the purpose of the meeting?
2. What language and skills are required for effective communication in this context?
3. How can John use business English to contribute to the discussion and achieve the meeting's objectives?

Answer Key:

1. The purpose of the meeting is to discuss the marketing strategy and budget for the new product launch.
2. The language and skills required for effective communication in this context include using vocabulary related to marketing and

finance, as well as skills such as active listening and clear presentation.
3. John can use business English to contribute to the discussion by using phrases such as "I suggest we..." or "In my opinion, we

should...". He can also use vocabulary related to marketing and finance to explain his ideas and negotiate with his team.

Negotiations and Conflict Resolution

Negotiations and conflict resolution are critical skills in business English. In this section, we will explore the language and strategies
required for effective negotiations and conflict resolution. By the end of this section, you will be able to negotiate and resolve
conflicts confidently and effectively.

Example: Using Language for Negotiations

When negotiating, it's essential to use language that is clear, concise, and respectful. For example: "I understand your concerns, but I
would like to propose an alternative solution." This sentence acknowledges the other party's concerns while also presenting a new
idea.
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Activity: Practicing Negotiations

Role-play a negotiation scenario with a partner. Use the language and strategies learned in this section to negotiate and resolve a
conflict.

Cultural Awareness and Diversity

Cultural awareness and diversity are essential in business English. In this section, we will explore the importance of cultural
awareness and diversity in business communication. By the end of this section, you will be able to communicate effectively with
people from diverse cultural backgrounds.

Case Study: Cultural Awareness in Business Communication

Read the following case study and answer the questions that follow:

Sarah is a business consultant working with a team from a different cultural background. She notices that the team members are not
responding to her emails and are not participating in meetings. Sarah realizes that the team members may have different
communication styles and preferences.

1. What is the issue in this scenario?
2. How can Sarah use cultural awareness to resolve the issue?
3. What language and skills can Sarah use to communicate effectively with the team?

Answer Key:

1. The issue is that the team members are not responding to Sarah's emails and are not participating in meetings.
2. Sarah can use cultural awareness to resolve the issue by recognizing that the team members may have different

communication styles and preferences. She can adapt her communication approach to meet the team's needs.
3. Sarah can use language and skills such as active listening, clear presentation, and respect for diversity to communicate

effectively with the team.

Technology and Business English

Technology plays a significant role in business English. In this section, we will explore the impact of technology on business
communication and the language and skills required for effective communication in a digital age. By the end of this section, you will
be able to use technology to enhance your business communication skills.

Example: Using Technology for Business Communication

Email, video conferencing, and instant messaging are common technologies used in business communication. For example: "I will
send you a follow-up email with the meeting minutes." This sentence uses technology to facilitate communication and follow-up.
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Activity: Practicing Technology-Based Communication

Practice using technology for business communication by sending an email or instant message to a partner. Use the language and
skills learned in this section to communicate effectively.

Conclusion and Next Steps

Congratulations on completing the business English course! In this section, we will summarize the key concepts and skills learned
throughout the course. By the end of this section, you will be able to apply the language and skills learned to real-life business
situations.

Case Study: Applying Business English in a Real-Life Scenario

Read the following case study and answer the questions that follow:

Emily is a marketing manager at a multinational company. She needs to communicate with her team and stakeholders to launch a
new product. Emily uses the language and skills learned in this course to communicate effectively and achieve her goals.

1. What language and skills does Emily use to communicate with her team and stakeholders?
2. How does Emily apply the concepts learned in this course to achieve her goals?
3. What are the benefits of using business English in a real-life scenario?

Answer Key:

1. Emily uses language and skills such as clear presentation, active listening, and respect for diversity to communicate with her
team and stakeholders.

2. Emily applies the concepts learned in this course by using vocabulary related to marketing, negotiating with her team, and using
technology to facilitate communication.

3. The benefits of using business English in a real-life scenario include effective communication, building relationships, and
achieving business goals.
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