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AMERICAN ENGLISH

1. LINDA: Hello. I’m Linda Baker from Green &Blue.

2. PAUL 
HANDERSON:

Hi, pleased to meet you. I’m Paul Handerson. I'm the sales 
manager at Rainbow's.

3. LINDA: Nice to meet you. Here’s my business card.

4. PAUL 
HANDERSON:

Thank you, here's mine.

VOCABULARY

Vocabulary English Class

hello used as a greeting interjection

to be pleased (American) to be happy with something verb

sales manager (American)
the person in charge of a 

company's sales noun

business card

a small company card that 
has one's name and 

contact information on it
noun

from indicates point of origin preposition

SAMPLE SENTENCES

Hello, nice to see you again.
 

I said hello when I saw him.
 

He is pleased with the results of the game.
 

Tom is the sales manager at the California 
branch.
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Here-- take my business card.
 

I didn't know you were from New York!
 

VOCABULARY PHRASE USAGE

"hello"

You can say "hello" at any time of the day. Though it may sound casual, in America it's quite 
common, even for a first-time meeting, in a business setting. 
However, if you are not sure, when dealing with clients and customers, use "good morning," 
"good afternoon," or "good evening," as they sound more formal.

For  example:

1. "Hello, sir, how may I help you?"

"to be  pleased"

"Pleased" is an adjective, and it means "happy" and "satisfied." 
You can use this adjective to show that you are happy about something, or happy with 
something. It's more formal than "happy," but isn't so formal that it can't be used in more 
casual situations. 
There is also the verb, "to please," which means to make someone else feel happy.

For  example:

1. "I'm pleased that you could make the party."

GRAMMAR

The  Focus of This Lesson Is How t o Break t he  Ice  and Act ively Int roduce  Yourself 
in a Business Meet ing

"I'm Linda Baker  from Green 

1.Self-int roduct ion 
 

When you introduce yourself in a business meeting, you give your name first and then add 
your company name as well. Usually, people give their full name and avoid any nicknames.

Examples
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1. "My name is John Smith and I work for the ABC company."

2. "I'm John Smith from the ABC company."

3. "John Smith, ABC company."

Example 1 is the most polite of the three, and would be best in formal settings or when 
speaking to somebody who has no knowledge of you or your company. Example 3 is more 
informal and quick, and is best used in a situation where you meet many new people in a 
short period of time.

You may be in a situation where you have more time to talk. Other things you can include are 
your job title, the location of the branch or office you work at (if the company has more than 
one), and the number of years you've worked there.

Example

1. "Hi, I'm John Smith from the ABC company. I've been an engineer at the LA branch 
for seven years."

When meeting someone for the first time in a business setting, you will both introduce 
yourselves. Deciding who goes first might be a little tricky! If the meeting is in an office, then 
the person whose office it is should go first. So, if you are invited to a meeting by an 
employee of a company at their offices, let the them go first.

If the meeting is in a neutral place and you know that the other person has a higher position 
in their company, then let them go first then as well. If you don't know the other person's 
position, then whoever says "hello" or makes eye contact first should take the initiative.

2.Professions 
 

In the longer example of a self introduction, John Smith introduced himself as an "engineer." 
Here are some other jobs that may help with your self introduction.

"engineer"

A person who designs things, such as 
systems and materials, using scientific 
knowledge

"salesperson" ("salesman/saleswoman") A person who sells goods to customers

"office worker" A person who works in an office, usually 
doing computer-based tasks
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"mechanic" A person who fixes and maintains 
machines

"doctor" A person who diagnoses and treats health 
problems

"IT worker"

A person who works with information 
technology - computer information 
systems, hardware, and software

"scientist" A person who researches and solves 
problems using science

"teacher" A person who instructs others

Examples from t he  dialogue:

1. "Hi, pleased to meet you. I'm Paul Handerson."

2. "I'm the sales manager at Rainbow's."

Sample  Sentences 
 

1. "My name is Chris Hetfield, from Eco-Organic Inc."

2. "I'm a mechanic."

CULTURAL INSIGHT

Business cards in t he  U.S. 
 

Although business cards aren't as large of a part of business culture in America as they are 
in other countries, they are still used. A typical business card includes the employee's name, 
company name, and their contact details. Usually, these are contact details for work, such 
as a work email address or direct line, but sometimes they can include personal contact 
information depending on the job role. Business cards are kept plain and professional, but 
will usually have a simple design and the company logo. More decorated and colorful 
business cards are becoming more popular, especially for businesses that involves art, 
design, or media. Business cards are usually exchanged during the first meeting, after the 
first handshake. If you meet someone new and need their contact details, you can ask if they 
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have a business card or you can give them yours.

Useful expression

1. "Here is my business card."
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AMERICAN ENGLISH

1. LINDA: Excuse me, I didn't catch your name. Could you repeat it more 
slowly?

2. PAUL 
HANDERSON:

Pau-l Ha-nder-son.

3. LINDA: Paul Handerson. Thank you. So you work at Rainbow's?

4. PAUL 
HANDERSON:

Yes, that's right.

5. LINDA: Did you say that you're the sales manager?

6. PAUL 
HANDERSON:

Exactly.

VOCABULARY

Vocabulary English Class

to catch (American) to reach or grasp verb

to repeat (American) to say again verb

slowly (American) with decreased speed adverb

to work (American) to function verb

exactly (American) perfectly, not more or less adverb

SAMPLE SENTENCES

You should hurry or you won't catch the 
train.

 

Do you want me to repeat that 
information?
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Please, drive slowly.
 

This computer doesn't work.
 

- Ramen is one of the best foods in the 
world.
- Exactly.

 

Each portion is exactly the same size.
 

There were exactly six plates on the table.
 

VOCABULARY PHRASE USAGE

"exact ly"

This is an adverb, and it means that something is completely correct.

This word can be used in any situation.

You can also use "exactly" to emphasize what you are saying in sentences such as "What 
do you mean exactly?"

For  example:

1. "The meeting started exactly on time."

"sales manager"

The first word "sales" refers to the act of selling things. The second word is "manager," and 
that means a person who is in charge of something or a group of people. Together, they 
mean the person who is in charge of selling things.

You can use this phrase in any situation, but it's usually exclusively used in relation to 
business.

For  example:

1. "They're looking for a sales manager."

GRAMMAR
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The  Focus of This Lesson Is How t o Ask Someone  t o Repeat  Their  Name  When 
You Didn't  Catch It
 

"Excuse  me, I didn't  catch your  name. Could you repeat  it  more  slowly?"
 

1. Asking for  repet it ion
 

After someone has introduced themselves, you might still not know their name. It can be 
difficult to catch someone's name if it's a name you haven't heard before, or if they speak to 
quickly or too quietly, or if your surroundings are noisy. In these cases, it's fine to ask the 
other person to repeat their name.

First, it's best to start with a polite apology.

1. "I'm sorry..."

2. "Excuse me..."

3. "Pardon me..."

Next, explain the problem

1. "...I didn't catch your name..."

2. "...it's a little noisy, so I couldn't hear your name..."

If you want, you can ask them to repeat their name, but often just explaining that you didn't 
hear them is enough

1. "...could you please repeat that?"

2. "...could you say that again, please?"

3. "Sorry, I couldn't hear you."

Examples

1. "I'm sorry, I didn't catch your name."

2. "Excuse me, it's a little noisy. I couldn't hear your name."
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3. "Excuse me, I didn't catch your name. Could you say it again, please?"

2. Asking someone  t o speak slower
 

If the problem is that the other person is speaking too fast, we can ask them to speak slower. 
We can use the phrase "Could you repeat that slowly, please?" with the previous phrases.

Example

1. "I'm sorry, I didn't catch your name. Could you repeat that slowly please?"

2. "I'm sorry, I didn't catch your name. Could you speak a little slower please?"

Another option, and also a shortcut, is saying "pardon me" or "excuse me?" This will 
immediately tell the listener that you didn't hear them or that you couldn't understand what 
was said. So once again we have "Pardon me?" and "Excuse me?"

3. Confirming and repeat ing informat ion
 

Understanding clients is extremely important and using verbal confirmation is a great way 
to make sure you and the client are understanding each other.

Verbal confirmation is when you confirm verbally what someone has said. It's almost like 
repeating what the other person has said, but there are a few differences. When you repeat 
what someone else has said, you demonstrate that you heard them correctly. However, 
simply repeating what the client has said will not help you understand what the client needs.

In order to reduce confusion, when you can repeat or confirm what the client has said, you 
should restructure the phrase and put it in your own words. For example, if the client says:

1. "We're thinking of changing suppliers."

You could reply with:

1. "Oh, so you might be looking for a new supplier."

Notice that you do not simply repeat what the client says.

Another good reason to confirm information is that it makes it easier to remember. Some 
people say that when you meet a new person, you should repeat their name three times in 
your first conversation to help you remember their name. Give it a try, but make it sound 
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natural! In a one-on-one conversation, native English speakers rarely address each other by 
name, since we already know who we're speaking to.

Examples from t he  dialogue

1. "Paul Handerson. Thank you. So you work at Rainbow's?"

2. "Did you say that you're the sales manager?"

Sample  Sentences
 

1. "Pardon me, I didn't catch your name."

2. "Can you speak a little slower, please? I didn't quite catch what you said."

CULTURAL INSIGHT

Formal and informal English in a business set t ing 
 

Formality in English isn't as strict and common as formality in some other languages. Even 
in a business situation, you will often hear casual speech. It is best, however, to always start 
out as formally as possible and then become more casual if it is appropriate to do so. In first 
meetings, always call everybody by their title (Mr./Ms./etc.) and surname, and continue to do 
so unless you're told to just use their surname or first name. Unlike in casual English, always 
use full sentences - don't drop any words or any syllables when you speak, either. There are 
some phrases you can use to make your English more formal, too. Some examples are using 
"Could I..." instead of "Can I...?", "pardon me" instead of "sorry," and "would you" instead of 
"will you" in questions.

Useful expression

1. "Would you join us for dinner?"
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AMERICAN ENGLISH

1. LINDA: Mr. Handerson, this is Green &Blue's vice president, Mrs. Smith.

2. PAUL 
HANDERSON:

Mrs. Smith, nice to meet you. I'm Paul Handerson, sales manager 
at Rainbow's.

3. PAUL 
HANDERSON:

I believe we’ve spoken on the phone a couple of times.

4. CATHERINE 
SMITH:

Oh, yes. Nice to meet you.

5. PAUL 
HANDERSON:

Let me introduce you to our company's CEO. He should be in his 
office.

6. PAUL 
HANDERSON:

Could you please have a seat, and I’ll see if he finished his morning 
meeting.

VOCABULARY

Vocabulary English Class

vice president (American)

the second in command in 
a company or country, next 

to the president
noun phrase

to let (American) to allow verb

to believe (American) to accept something as true verb

couple of times (American) twice phrase

CEO

acronym for Chief Executive 
Officer – the highest ranking 

executive in a company
noun

to have a seat to sit down verb

SAMPLE SENTENCES
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Mrs. Rollins has been promoted to Vice 
President of the company.

 

Ms. Lynch is absent today and is letting 
me use her office.

 

Please believe me, this is going to be the 
best party ever!

 

I've only been to the Washington office a 
couple of times.

 

The company has a new CEO and he is 
making a lot of changes.

 

Please have a seat. Mr. Daniels will be with 
you shortly.

 

Welcome. Please have a seat.
 

Okay, class, everyone have a seat.
 

VOCABULARY PHRASE USAGE

"to let  "

This is a verb that means "to allow." You can use this verb in any situation when permission 
is being given to or by another person. 
Both the past tense and past participle of this verb are "let."

For  example:

1. "Let me carry those bags for you."

"to have  a seat "

"Have" means "to possess," and "seat" refers to something you can sit on, like a chair. All 
together, the phrase means "to sit down." 
This phrase is used all the time, usually when asking someone else to sit down. 
You can also say "to take a seat."

For  example:

1. "Please have a seat while you wait."

GRAMMAR
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The  Focus of This Lesson Is How t o Int roduce  Your  Boss
 

"Mr. Handerson, t his is Green 

1.Int roducing somebody else
 

When you introduce your boss or supervisor in English, be sure to indicate their position. 
That will allow your business partner to understand that they're being introduced to 
someone who they can refer to when making important requests.

Now let's see how to do that in a clear way. Here are two examples from the dialogue:

Examples

1. "Mr. Handerson, this is Green & Blue's vice president, Mrs. Smith."

2. "Let me introduce you to our company's CEO."

We use the phrase "t his is" as a formula when introducing people to each other.

In English-speaking countries, the use of gestures is very important. In America, when we 
introduce someone saying, "This is...," often, we will point at the person we are introducing 
as we say the person's name. Usually, we perform this gesture with the palm of the hand 
facing up and with all fingers touching each other.

2.Roles in a company 
 

After introducing someone, you should state the position and the name of the person you are 
introducing.

T it les Generally Used in American Companies

"CEO" (Chief Executive Officer) The most senior corporate employee at an 
organization.

"President" The leader of a company or organization.

"vice president" The second in charge behind the president.

"head of marketing"

The employee in charge of the department 
responsible for creating, engaging, and 
maintaining customers.
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"head of accounting" The employee in charge of the department 
responsible for the company's finances.

"head of sales"

The employee in charge of the department 
responsible for selling the company's 
products.

"head of HR" (human resources) The employee in charge of the department 
responsible for employee issues.

"secretary/personal assistant"

An employee who handles admin duties, 
such as handling visitors, organiz ing 
meetings, writing letters, etc.

"receptionist"

An employee who usually works in a 
waiting area, often near the entrance, and 
greets visitors.

Most job titles in English are not gender specific, so you can use them for men and women.

The main exception is "chairman," a title used for a person who is the leader of an organized 
group, such as the board of directors. Over time, "chairman" has been falling out of favor 
and instead you might hear "chairperson" or simply "chair."

Example  from t he  dialogue:

1. "Let me introduce you to our company's CEO. He should be in his office."

Sample  Sentences 
 

1. "I'd like to introduce you to our President, Mr. Orton."

2. "This is our receptionist, Mr. Styles."

CULTURAL INSIGHT

Business events in t he  U.S. 
 

Business events are a great way to advertise your brand and find new clients. One such 
event is trade fairs, which are also known as a trade shows or expos. At trade fairs, many 
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companies with specific trades, or companies that belong to specific industries, come 
together to display their good and services. It's a great way to make contacts and see what 
the competition is doing! A good showing at a trade fair can help a business pick up new 
clients. Another business event is a conference. At a conference, many people gather to talk 
about a topic. Usually, there are guest speakers and attendees can listen to their lectures 
and learn new information. Conferences are great for networking, so if you ever go to one, 
make sure to have your business cards ready!

Useful expression

1. "Are you attending the conference on July 19th?"
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AMERICAN ENGLISH

1. LINDA: Good morning.

2. THOMAS GRAY: Good morning, Linda. The weather is wonderful today.

3. LINDA: Right! The temperature is perfect.

4. THOMAS GRAY: It's a shame we have to work in the office!

5. LINDA: Indeed, it is. Sadly, I’ll need you to work on the report we talked 
about in the meeting. Do you think you can finish it by Friday 
morning?

6. THOMAS GRAY: It may be difficult, but I’ll try.

7. LINDA: Thank you, Thomas.

VOCABULARY

Vocabulary English Class

wonderful (American) extremely good, amazing adjective

perfect (American) flawless, without error adjective

shame (American) a pity adjective

indeed (American) really, correct adverb

sadly (American) unfortunate adverb

difficult (American) hard to do, not easy adjective

SAMPLE SENTENCES



ENGLI S HCLAS S 101.COM  AMERI CAN BUS I NES S  ENGLI S H FOR BEGI NNERS  S 1 #4  - GREETI NG YOUR CO-WORKER I N THE MORNI NG 3

We had a wonderful time on our 
honeymoon.

 

The museum has many wonderful works 
of art.

 

This dress will be perfect for the party.
 

It's a shame he’s leaving the company.
 

That is a very good cake indeed.
 

Sadly, I can't come on Saturday.
 

The core of the lesson was the most 
difficult.

 

It's difficult to imagine the vastness of the 
universe.

 

VOCABULARY PHRASE USAGE

"shame"

This is a noun that means that something is disappointing or not satisfactory. It can be used 
in any situation. "Shame" can also refer to a feeling of guilt or embarrassment because of 
bad behavior.

For  example:

1. "It's a shame he didn't get the job."

"indeed"

"Indeed" is an adverb that means "really" or "correct." It can be used in any situation. It can 
also be used for emphasis, or to add extra supporting information to a sentence.

For  example:

1. "Indeed, it seems that is the case."

GRAMMAR
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The  Focus of This Lesson Is How t o Greet  Somebody at  t he  Office  and Ask Them 
t o Do Something
 

"Indeed it  is. Sadly, I'll need you t o work on t he  report  we  t alked about  in t he  
meet ing."
 

1.Greet ing somebody at  t he  office
 

In English, we can say "hello" at any time during the day.

In the morning, you would naturally say, "good morning."

Anytime past noon, we say "good afternoon."

Finally, from around six p.m. or seven p.m., the greeting changes to "good evening ." We 
don't use "good night" as a greeting, even during the night, as this is typically a way to say 
"goodbye."

For a less formal greeting, all of these expressions can have the "good" dropped to become 
"morning," "afternoon" and "evening" respectively.

Although we can say "hello" all day, we usually don't use it when dealing with clients and 
customers. "Good morning," "good afternoon," or "good evening" are better greetings for 
clients and customers, as they sound more formal.

Also, when you enter the office or workplace at the start of the morning, the usual greeting is 
"good morning ." Co-workers that have a friendly relationship will probably just say 
"morning" to each other.

When greeting clients and customers, you should always say the two words of the greeting 
with confidence and a smile. With friends or close co-workers though, more mumbled or 
grunted greetings might be heard.

2.Asking your  co-worker  t o do something 
 

There are many ways to ask a co-worker of a similar position to do something. The 
appropriate way to ask depends on your relationship to them and how major the task is.

For small, easy tasks that you know your co-worker will be happy to do, you can ask in a 
more direct manner using "Can you...?"

Examples:

1. "Can you photocopy this for me?"
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2. "Can you get the phone?"

3. "Can you pass me that book?"

To make these phrases a little more polite, you can use "Could you...?" and "please."

Examples:

1. "Could you photocopy this for me, please?"

2. "Could you get the phone, please?"

3. "Could you pass me that book, please?"

If the task is bigger, you're asking someone you don't know very well, a superior, or someone 
who may be too busy to help, you should be more polite and less direct.

Before saying what you want them to do, you should use an opening question.

Examples:

1. "Are you busy?"

2. "Could you help me?"

If they say "yes" or ask why, then you can explain what you want them to do using the same 
patterns as before. To ask for favors, it's best to use "please"!

Examples:

1. "Could you get me the sales figures for the last quarter, please?"

2. "Could you give a presentation during the meeting tomorrow, please?"

3. "Could you finish this by Friday, please?"

Finally, if your co-worker agrees to help, remember to say "Thanks for your help."

If you are a senior member of staff asking a more junior member of staff to do something, 
then you can be direct. In this case, it's more telling your co-worker what to do than asking. 
These type of sentences don't use words like "can" or "could."

Common sentence patterns for these kind of requests are
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1. "I need you to..."

2. "Please do..."

Examples:

1. "I need you to get me the sales figures for the last quarter."

2. "I'd like you to give a presentation in the meeting tomorrow."

3. "I need you to finish this by Friday."

Examples from t he  dialogue

1. "Do you think you can finish it by Friday morning?"

Sample  Sentences 
 

1. "Good morning. How are you today?"

2. "I need those figures by tomorrow morning."

CULTURAL INSIGHT

How t o call your  boss 
 

It's typical to call your boss, or any superiors, by their title and surname. For men, this will 
usually be Mr., and women will use either Mrs., Miss, or Ms. Some people may use other titles, 
such as Dr., but these are special cases and you will be told if you need to use something like 
that. It's rare to call a boss by their job title, but if you are talking about them to another 
member of staff, you might say "The CEO wants this report by Friday," instead of using the 
CEO's name. Some companies aren't as formal and are happy for staff to use first names, 
and some companies will use surnames only without titles. Always start by using surnames 
and titles, but follow the lead of your co-workers.

Useful expression

1. "Ms. Harris asked me to do this after lunch."
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AMERICAN ENGLISH

1. LINDA: Our sales figures are down this month. Does anyone have any 
ideas for how we can increase them?

2. THOMAS GRAY: It seems to me that we lost sales because our competitor had a 
sale.

3. LINDA: You may be right.

4. THOMAS GRAY: In my opinion, we should have a sale this month, and I think our 
sales will increase again.

5. LINDA: Good idea. Let's try that this month.

VOCABULARY

Vocabulary English Class

sales (American)

the plural form of the activity 
or business of selling 

products
noun

figures (American)
numbers, especially relating 

to amounts noun

down (American) decrease, low adjective

month (American)

each of the twelve named 
periods into which a year is 

divided
noun

to increase (American) to go up in number or value verb

competitor (American) opposition, rival noun

sales (American) temporary reduction in price noun

SAMPLE SENTENCES



ENGLI S HCLAS S 101.COM  AMERI CAN BUS I NES S  ENGLI S H FOR BEGI NNERS  S 1 #5 - EXPRES S I NG YOUR OPI NI ON I N ENGLI S H 3

She is the assistant director of sales and 
advertising.

 

The new product has promising sales 
figures.

 

Two branches closed, so the number of 
staff is down.

 

What's your favorite month?
 

The prices have increased.
 

Our main competitor has closed down.
 

The store has everything on sale.
 

VOCABULARY PHRASE USAGE

"sales figures"

The first word, "sales" means items sold, and the second word "figures" means "numbers." 
Together, they mean how many items have been sold. 
You can use this phrase at any time, and will hear it frequently in business.

For  example:

1. "The sales figures look promising for this month."

"compet it or"

This is a noun that means a rival person, company, or organization.You can use this word at 
any time. 
It is related to the verb "to compete" and the noun "competition."

For  example:

1. "Our new co-worker used to work for our main competitor."

GRAMMAR
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The  Focus Of  This Lesson Is How t o express your  opinion in a business meet ing
 

"It  seems t o me  t hat  we  lost  sales because  our  compet it or  had a sale."
 

1.Expressing Opinions
 

Expressing an opinion is important and can really improve your English skills. We can give 
both positive (affirmative) opinions and negative opinions.

Affirmat ive  Statements

You make affirmative statements when you want to say "yes" or when you want to agree with 
someone.

The most important and used sentence structure with opinions is "I t hink..." This shows that 
what we are saying is only your opinion and not a fact.

[I] + [t hink] + [your  opinion]

Examples

1. "I think that's a good idea."

2. "I think the new product will be a success."

We can make this phrase negative by adding "don't ."

Examples

1. "I don't think that's a good idea."

2. "I don't think the new product will be a success."

There are also other phrases we can use to show that we are voicing our opinion and not a 
fact. We can use "It  seems t o me..." when we want to introduce our opinion. This is saying 
that we see things one way, but that others might disagree.

[It ] + [seems] + [t o] + [me] +[your  opinion] 

Examples

1. "It seems to me that he's always late."
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2. "It seems to me we have no choice."

Another phrase we can use is "In my opinion..." This is a good, strong phrase that can be 
used to give your opinion.

[In] + [my] + [your  opinion]

Examples

1. "In my opinion, we should have more training."

2. "In my opinion, that's a bad idea."

2.Agreeing 
 

If someone else states their opinion, it might match yours and you may want to agree. There 
are a few phrases you can use to agree with someone.

Examples

1. "Yes, I agree."

2. "Yes, I think so too."

3. "I think that's a good idea."

4. "I agree with Mr. Campbell."

5. "That's a good idea."

6. "My opinion is the same as Mr. Campbell's."

7. "I think that Mr. Campbell is correct."

8. "I concur with Mr. Campbell."

Usually, saying that you agree with someone is enough, but you might be asked why you 
agree. You can add "because" to any of these sentences, and then give your reasons.

Examples

1. "Yes, I agree, because [reason]."
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2. "Yes, I think so too, because [reason]."

3. "I think that is a good idea, because [reason]."

4. "I agree with Mr. Campbell, because [reason]."

5. "That's a good idea, because [reason]."

6. "My opinion is the same as Mr. Campbell's, because [reason]."

7. "I think that Mr. Campbell is correct, because [reason]."

8. "I concur with Mr. Campbell, because [reason]."

3.Disagreeing
 

Disagreeing can be more difficult than agreeing. You need to say that you disagree, but still 
be polite to your co-workers or clients. To make a disagreeing sentence more polite, we often 
start by talking about the opinion we are disagreeing with.

Examples

1. "You have a point, but..."

2. "I hear what you are saying, but..."

3. "You have a good point, but..."

4. "I agree with what you're saying, but..."

5. "What you're saying is right, but..."

Some of these sentences might sound like we are agreeing, but by using "but" we are giving 
a differing opinion and it will be obvious that we aren't agreeing. However, it's important to 
show that we have heard someone else's opinion and have considered it.

Examples from t he  dialogue

1. "In my opinion, we should have a sale this month, and I think our sales will increase 
again."

2. "Good idea. Let's try that this month."
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Sample  Sentences 
 

1. "I think we should do more research."

2. "I agree. I think more research is needed."

3. "I understand your point, but I don't think we need any more research."

CULTURAL INSIGHT

Expressing opinions 
 

In American companies, employees are often asked for their opinions. Generally, as long as 
you're polite and respectful of other people, it's acceptable and encouraged to give your 
opinion if you've been asked for it. In meetings, especially, opinions are encouraged. Giving 
an opinion without being asked for it might not be as welcomed, it just depends on the 
situation and company.

Useful expression

1. "Can I have your opinion on this?"
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AMERICAN ENGLISH

1. LINDA: I have an appointment at three o'clock at our client's.

2. THOMAS GRAY: I see. If you have something urgent to do at the office, let me know.

3. LINDA: No, I'm just waiting for some new samples.

4. THOMAS GRAY: Okay! I'll check with the delivery company for you.

5. LINDA: That would be great. Thank you!

6. THOMAS GRAY: Any time! And good luck!

VOCABULARY

Vocabulary English Class

appointment (American) a booking or reservation noun

urgent (American) of pressing need adjective

sample (American)
an example of a product, 

usually given for free verb

delivery
act of taking something to a 

person or place noun

any time (American) at whatever time phrase

good luck (American)
a phrase used to wish 

someone well phrase

SAMPLE SENTENCES

Do you know if an appointment is needed 
for the hair salon?

 

Can you finish this work by this afternoon, 
as it's very urgent?
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The cake store always has many samples 
to try.

 

The package was signed, sealed, and 
ready for delivery.

 

That delivery company has a small fleet of 
efficient trucks.

 

We are open 24/7, so call us any time.
 

Good luck with your test tomorrow!
 

VOCABULARY PHRASE USAGE

"urgent "

This is an adjective. If something is "urgent," it needs to be dealt with as soon as possible. It 
can be used at any time. 
There is also the adverb "urgently," which is used when a task must be done quickly.

For  example:

1. "This work is urgent and needs to be completed first."

"sample"

This is a noun. It means a small of amount of something that is used as an example of what 
it is like. 
It can be used at any time. You will hear this a lot in companies that involve making a 
physical product. 
There is also the verb "to sample," which means to try a small amount something to see if 
you like it.

For  example:

1. "Once the samples have been checked, we can begin manufacturing."

"delivery"

This is a noun, and it refers to the act of taking a letter, parcel, or goods from one place to an 
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end destination. It can be used at any time. 
There is also the verb "to deliver," which means the action of sending the parcel.

For  example:

1. "I'm waiting for a delivery."

GRAMMAR

The  Focus of This Lesson Is How t o Offer  t o Help Your  Co-worker
 

"Okay! I'll check with t he  delivery company for  you."
 

1. Offer ing t o Help 
 

There may be times when your co-workers are busy or struggling with a task and you are 
able to help. There are a few sentence patterns we can use to offer help.

We can ask if they need help using the following phrases.

Examples

1. "Do you need any help?"

2. "Do you want any help?"

We can also directly ask if we can help.

Examples

1. "Can I help you?"

2. "Shall I help you?"

3. "Do you want me to help you?"

The last three examples all use pronouns to show who will be helping, and who needs help. 
You can use these sentence patterns to talk about other people too.

[Can] + [helper] + [help] + [person who needs helping]?  
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[Shall] + [helper] + [help] + [person who needs helping]?

[Do you want ] + [helper] + [t o help] + [person who needs helping]?

Examples

1. "Can you help Mr. Baker?"

2. "Would you like Mr. Norton help you?"

3. "Do you want Ms. Smith to help you?"

If it's a small task, you might not need to ask your co-worker and can instead just do the 
action. Even if you're not asking them, it's still polite to tell them what you are doing. To 
make sure that your co-worker knows that you are helping them, you can use the phrase "for 
you."

[I will/I'm going t o] + [act ion] + [for  you]

Examples

1. "I'll call the bank for you."

2. "I'm going to check for you."

3. "I'll finish that for you."

2. Accept ing 
 

Sometimes, you're the one who needs help. If someone asks if you need help, there are a few 
phrases you can use to agree. First, you should thank them for their offer, by saying "Thank 
you" or "Thanks." You can also say "I really appreciate it" to show how grateful you are for 
their help.

Then, you might need to tell your co-worker what to do if it isn't clear already. Remember, 
they are helping you, so be polite and don't give them orders. It's best to use phrases such as 
"Can you...?"

Examples

1. "Thank you! Can you pick up that box?"

2. "Thanks! Can you help me move these tables?"

3. "I really appreciate it. Can you copy these notes?"
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Of course, after they've finished helping you, you should say "thank you" one more time!

3. Refusing 
 

If you don't need help, then again, you should say "thank you" first. Your co-worker has 
offered to help you, so you should thank them for their offer. Then, you can follow with "but" 
and give a reason why you don't need help. The reason can be short and easy, such as "I'm 
fine," or more in-depth.

[Thank you] + [but ] + [reason]

Examples

1. "Thank you, but I'm fine."

2. "Thank you, but I can handle it."

3. "Thank you, but I'm nearly finished."

Examples from t he  dialogue

1. "That would be great. Thank you!"

Sample  Sentences 
 

1. "Is there anything I can help you with?"

2. "Thanks so much for helping me!"

3. "Thank you, but I don't need any help right now."

CULTURAL INSIGHT

Business Meet ing in t he  U.S. 
 

Business meetings are a common occurrence in American companies. Many companies 
might have a scheduled weekly meeting, or even daily meetings, to discuss new products 
and performance. These meetings can range from formal meetings in a meeting room to 
casual meetings in a break area. The more formal meetings will be arranged in advance and 
well structured. Co-workers might present information and figures, and the details of the 
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meeting will be noted down by a secretary. Informal meetings might be arranged hastily and 
only be for small pieces of information. At formal meetings, you should be quiet and attentive 
and only speak if it is your turn, or when people are speaking freely and questions are 
permitted. At casual meetings, it is often acceptable to speak more freely or interrupt whoever 
is speaking with questions.

Useful expression

1. "Our regular performance meeting is at three p.m. every Friday in the meeting room."
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AMERICAN ENGLISH

1. LINDA: Mrs. Smith wants to check the PR team's ongoing projects. Can we 
set up a meeting by Friday?

2. JOHN SULLIVAN: Sure!

3. LINDA: Does the team have any events that cannot be extended?

4. JOHN SULLIVAN: Not this week.

5. LINDA: Do you need time to get ready for the meeting?

6. JOHN SULLIVAN: Yes, at least half a day.

7. LINDA: Okay, so what about the day after tomorrow at ten a.m.?

8. JOHN SULLIVAN: That sounds good.

VOCABULARY

Vocabulary English Class

PR (American)
public relations - the image 

of a company acronym

ongoing (American) continuing, not yet ended adjective

to set up (American) to prepare, to arrange verb

to be extended (American) to be lengthened verb

to get ready for (American) to prepare for verb

at least (American) the minimum amount phrase

to sound (American)
used to talk about your 
opinion or impression verb

SAMPLE SENTENCES
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The positive news article was good PR.
 

Our market research is ongoing.
 

Has everything been set up for the 
presentation?

 

The sales period has been extended and 
will continue into next month.

 

We are getting ready for the new financial 
year, which starts next week.

 

The essay should be at least 2,000 words.
 

That sounds like a bad idea.
 

VOCABULARY PHRASE USAGE

"PR t eam"

"PR" stands for "public relations" and "team" means group of people. All together, the phrase 
refers to the employees who are responsible for a company's image and relationship with its 
customers. You can use this phrase in any situation. 
You can use "team" with other company departments to refer to the employees there, such 
as "marketing team," "accounting team," and "design team."

For  example:

1. "The PR team arranged several interviews to promote the new movie."

"ongoing"

This is an adjective that means "continuing." You can use this at any time.

For  example:

1. "The investigation is ongoing."

"meet ing"
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This is a noun. It means a planned time where people come together to discuss something. It 
can be planned far in advance or planned hastily. 
You can use this at any time and will hear it a lot in business.

For  example:

1. "We have a meeting every day at ten a.m."

GRAMMAR

The  Focus of This Lesson Is How t o Set  up a Meet ing 
 

"Mrs. Smith wants t o check t he  PR t eam's ongoing project s. Can we  set  up a 
meet ing by Friday?" 
 

1. Asking About  Availabilit y 
 

In order to set up a meeting, we need to ask people if they can attend and when is 
convenient. First, to have a meeting, a space for the meeting is needed. For formal meetings, 
this might be a specific meeting room. For more casual meetings, any space in the office 
might be fine.

For meeting rooms, the company might have a schedule that shows scheduled meetings. 
To book the room, you should ask the secretary, or whoever is responsible for room bookings. 
You can ask if a room is free at a certain time by using the pattern "Is the meeting room 
free..." or "Is the meeting room available..." and then the day or time. Remember, if you're 
asking about a day you should use the preposition "on," such as "on Monday," but for time 
you use "at" - "at three p.m."

Examples

1. "Is the big meeting room free on Wednesday afternoon?"

2. "Is the small meeting room available at two p.m.?"

3. "Is the meeting room free on Tuesday at four p.m.?"

Now that you have a room, you need to ask your co-workers if they are free too. You can use 
the same sentence patterns as before, only instead of asking about "the meeting room," you 
can use the pronoun "you," or a name if you are asking about someone else. Remember, we 
need to change "to be" from "is" to "are," if we are using "you."

Examples
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1. "Are you free on Wednesday afternoon?"

2. "Is Mr. Jones available at two p.m.?"

3. "Is she free on Tuesday, four p.m.?"

2. Agreeing on a T ime  
 

Sometimes, you might not have a set time, or a time you had decided on won't be 
convenient, so you will need to agree on a time.

You can ask your co-worker(s) what time is good for them with these phrases.

Examples

1. "When are you available?"

2. "What time is good for you?"

3. "What time works for you?"

If the time is good for you too, you can answer with a simple agreement, such as "That's fine" 
or "That works for me too." If the time isn't good, you should tell them and explain why. There 
are many reasons you can give as to why their time isn't convenient for you.

Examples

1. "I'm busy then."

2. "I'll be out of the office."

3. "I have something else scheduled."

4. "The meeting room isn't available."

It may take a while until you can find a time that works for everyone, especially if the office is 
busy or the meeting is short notice. Eventually, you'll agree a time!

Examples from t he  dialogue:

1. "Do you need time to get ready for the meeting?"
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2. "Ok, so what about the day after tomorrow at ten a.m.?"

Sample  Sentences 
 

1. "Is there a room available on Wednesday?"

2. "What time are you free?"

3. "I have another meeting at that time."

CULTURAL INSIGHT

In-office  meet ing rout ine  in t he  U.S. 
 

As well as meetings to discuss company performance, there are often meetings between 
superiors and their staff to assess performance, conducted on an individual and team basis. 
The team meetings may be a daily occurrence, but it would be unusual for one-on-one 
meetings to be daily. If an employee has a problem at work, they should first speak to their 
manager. It's fine for an employee to speak to their manager directly. Trade unions exist in 
America, but membership is low. Only 11% of the American workforce is in a union.

Useful expression

1. "Before work starts, we have a team meeting each day at 8:30."
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AMERICAN ENGLISH

1. LINDA: That's it. I'm done for today. Do you still have much work to do?

2. THOMAS GRAY: Not much... maybe about half an hour.

3. LINDA: Do you need any help?

4. THOMAS GRAY: No thank you, it's a one-man job.

5. LINDA: Okay, then I'll see you tomorrow.

6. THOMAS GRAY: See you tomorrow! Enjoy the movie!

VOCABULARY

Vocabulary English Class

done (American) finished adjective

today (American) the current day noun

still (American)
up to and including the 

present time adverb

about (American) concerning a topic preposition

to help (American) to provide support or aid verb

myself (American) the speaker themselves pronoun

to work (American)
a task or action usually 

completed for pay noun

job (American)
a task or action usually 

completed for pay noun

SAMPLE SENTENCES
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All the preparations are done.
 

Don't forget about the meeting today.
 

After one year, I still have no idea what I'm 
doing.

 

I dislike stories about bears.
 

Her purpose in life was to help other 
people.

 

I taught myself how to use a computer.
 

Are you planning to work when you 
graduate?

 

My first job was with a fast food chain 
when I was in high school.

 

VOCABULARY PHRASE USAGE

"one-man job"

The first word "one," is a number that refers to a single thing. The second word means a 
male human, and the final word means "task." All together, the phrase is used to talk about a 
task that only needs one person to complete. 
This is slightly informal, but it can be used at any time. 
Women can say "one-woman job" or "one-person job," but using "one-man job" would also 
be acceptable.

For  example:

1. "I asked if he needed help but he said it was a one-man job."

"about "

This is an adverb that means "roughly, approximately." It can be used at any time.

For  example:

1. "I live about a mile from the train station."

GRAMMAR
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The  Focus of This Lesson Is How t o Use  Expressions for  Leaving 
 

"That 's it . I'm done  for  t oday. Do you st ill have  much work t o do?" 
 

1. Leaving Work First  
 

This can be split into two categories - leaving work first, and leaving work early. You may 
have worked a full day, but are the first to leave, or you may be leaving before your usual time. 
The things you say to your co-workers will be different, depending on the circumstances.

First, let's look at working a full day but leaving early.

In this case, you will have finished your work for the day and nobody will be surprised or 
angered if you leave. After all, someone has to be the first to leave each day! All you need to 
do is say goodbye to your colleagues. Here are some sentences you can use.

Examples:

1. "I'm leaving now. See you tomorrow."

2. "I'm finished for the day. See you in the morning."

3. "I'm done for the day. Have a good weekend."

You can mix and match these sentences, so it's fine to say "I'm leaving now, have a good 
weekend," for example.

If you're leaving earlier than your usual finishing time, you might still have work left, or may 
be leaving your co-workers work to do. Sometimes leaving early is unavoidable, due to 
family issues or medical appointments, and although you don't have to tell your co-workers 
about your personal issues, a little explanation is polite.

First, you should say that you leaving by using one of the following phrases.

Examples:

1. "I'm sorry, but I need to leave now."

2. "Excuse me, I'm leaving now."

If you want to explain why you are leaving early, you can do so by following one of the above 
examples with "because" and then giving a reason.
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[Sorry...] + [because] + [reason]

Here are some reasons you can give.

Examples:

1. "...I have to take care of something personal."

2. "...my child is ill."

3. "...I have a doctor's appointment."

You may end up with sentences like this.

Examples:

1. "I'm sorry, but I need to leave now because I have to take care of something 
personal."

2. "Excuse me, I'm leaving now because my child is ill."

3. "Excuse me, I'm leaving now because I have a doctor's appointment."

2. Offer ing t o Help

If your co-workers are still busy and you have spare time, it's nice to offer to help before you 
leave. We talked about offering to help in a previous lesson, but in this lesson we will look 
specifically at offering to help before leaving the office.

Some phrases you can use are

Examples:

1. "Before I leave, is there anything I can do to help you?"

2. "I'm finished for the day. Do you need help with anything?"

3. "Are you okay, or should I stay and help?"

In each case, we explain that we are about to leave and also offer to help. It might be that co-
workers won't ask for help if they know you are about to leave, but they might ask for help 
with small and quick tasks.
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It's good to help your co-workers when you can, as they will then be more willing to help you.

Examples from t he  dialogue

1. "Do you need any help?"

Sample  Sentences 
 

1. "I'm leaving now. See you in the morning."

2. "I'm sorry, but I have a dental appointment this afternoon and need to leave."

3. "I'm about to leave, but do you need help with anything?"

CULTURAL INSIGHT

Do Americans like  overworking?  
 

Unlike most countries, America doesn't have any laws setting the maximum number of 
hours a week that people can work. Due to this, Americans typically work more hours each 
week than people in other countries. Traditionally, a workweek is five, eight-hour days to 
make 40 hours worked in a week. It is said that the average hours worked by full time workers 
is not 40, but is 47 hours. In theory, any work over 40 hours should be paid as overtime pay, 
but many types of workers are exempt from this rule, such as independent contractors, and 
even some administrative roles.

Useful expression

1. "He worked ten hours overtime last week."
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AMERICAN ENGLISH

1. LINDA: Have a good holiday.

2. THOMAS GRAY: Thank you! Happy Easter to you too!

3. LINDA: I actually don't celebrate it. I'm Muslim.

4. THOMAS GRAY: Oh right!...In that case, enjoy the days off!

5. LINDA: Will do! You have a nice holiday too!

VOCABULARY

Vocabulary English Class

Easter (American)
a holiday celebrating the 

resurrection of Jesus Christ proper noun

actually (American) in truth, in reality adverb

to celebrate (American)
to observe with festivities or 

ceremonies verb

Muslim (American) a person who follows Islam noun

case (American) circumstance, situation noun

day off (American) a day without work or school phrase

SAMPLE SENTENCES

Easter is in April this year.
 

Actually, I finished everything yesterday.
 

They celebrated his ninety-seventh 
birthday.

 

He doesn't eat pork because he’s a 
Muslim.
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You should take an umbrella in case it 
rains.

 

Tomorrow is my day off, so if you have any 
questions please ask me today.

 

VOCABULARY PHRASE USAGE

"to celebrate"

This is a verb that means to take part in activities to mark a special day or occasion. The 
past tense and past participle are "celebrated." 
This can be used at anytime. There is also the noun "celebration."

For  example:

1. "It's my birthday tomorrow, so let's celebrate!"

"in t hat  case"

In this phrase, "case" means "situation." The phrase is used to refer to a specific situation 
and "due to" that situation. 
It can be used at any time.

For  example:

1. "-Mr. Jones said he would be late for the meeting. -In that case, let's start a little 
later."

GRAMMAR

The  Focus of This Lesson Is How t o Wish you Co-worker  a Great  Vacat ion 
 

"Have  a good holiday." 
 

1. Wishing a Co-worker  a Good Public  Holiday 
 

As we saw earlier in this lesson, America has ten federal holidays. The vast majority of 
businesses close for these days, and employees may choose to spend their holiday doing 
something fun with their family or friends. You can wish your co-worker a good vacation by 
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using the sentence pattern:

[Have a good] + [name of the vacation]

You can also say:

[I hope you have a good] + [name of the vacation]

Both of these phrases use the words "have" and "good," and they are both wishing the other 
person a good day off.

Examples:

You can also say:

[Happy] + [name of the vacation]

This doesn't just wish your co-worker a good holiday, but also celebrates that the holiday 
exists and is happening at that time. You've probably heard the phrases "Happy Christmas," 
"Happy birthday," and "Happy new year" before. 
There is one exception. For Christmas we usually say “Merry Christmas.”

2. Wishing a Co-worker  a Good Vacat ion 
 

As well as public holidays, there are also vacation days. These are days that an employee 
can take whenever they wish. These types of holidays are usually reserved for vacations, 
when people and their family or friends travel. If you know where your co-worker is going, you 
can say:

[I hope you have a good time in] + [destination]

You can also say:

[Enjoy yourself in] + [destination]

Each time, the preposition "in" goes before the destination, to show where the co-worker is 
going.

Examples:

You can also follow this with a light comment about where they are going. You can jokingly 
ask for a souvenir or recommend a place to visit. You can recommend something by using 
the phrase:
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[I recommend] + [your recommendation]

This kind of small talk creates a good atmosphere in the office, and as long as it is kept light 
and short, it isn't rude or intrusive.

Examples:

3. Polit ely Correct ing Informat ion 
 

There are a few ways that you can do this. If you can do it smoothly, repeating the 
information correctly is a good way to do it. This way, you correct the information without 
drawing attention to the error.

Examples:

1. Mr. Cooper: "Are you ready for the meeting on Wednesday?"

2. Ms. Baker: "Not yet, but everything will be ready before the meeting starts on 
Tuesday."

3. Mr. Cooper: "Ah, that's right. It's on Tuesday, sorry."

Here, Mr. Cooper said the meeting was on Wednesday, but it is actually on Tuesday. Ms. 
Baker was able to say the correct information, and Mr. Cooper then corrected himself. This is 
a good way to handle small errors like this.

With bigger or more complex errors, this might not work. A polite way to correct bigger 
mistakes is to act like you're not sure yourself. Instead of saying "This is the correct 
information," say "I'm not sure, but I think this is the correct information." Usually, if you 
introduce doubt like this, your co-worker will double-check the information and find the 
correct information themselves.

Examples:

1. Mr. Cooper: "Are you ready for the meeting on Wednesday?"

2. Ms. Baker: "I'm not sure, but I thought the meeting was on Tuesday?"

3. Mr. Cooper: "Let me check... Yes, you're right, it's on Tuesday."

It's best to avoid directly telling someone that they are wrong, but sometimes you may need 
to. Try not to be confrontational, and if possible, correct the information in private as it can 
be embarrassing to be corrected in front of other people. Also, it is helpful to have evidence of 



ENGLI S HCLAS S 101.COM  AMERI CAN BUS I NES S  ENGLI S H FOR BEGI NNERS  S 1 #9  - THE LAS T DAY BEFORE A HOLI DAY I N AN AMERI CAN 
OFFI CE

6

your correction.

Examples:

1. Mr. Cooper: "Are you ready for the meeting on Wednesday?"

2. Ms. Baker: "The meeting is on Tuesday."

3. Mr. Cooper: "Are you sure?"

4. Ms. Baker: "Yes, I have the email right here. Tuesday, two p.m."

5. Mr. Cooper: "Looks like you're right."

Examples from t he  dialogue

1. "I actually don't celebrate it. I'm Muslim."

2. "Will do! You have a nice holiday too!"

Sample  Sentences 
 

1. "Have a good New Year!"

2. "Have fun in Chicago!"

3. "I thought there were twelve people coming, not ten?"

CULTURAL INSIGHT

Public  holidays in t he  US 
 

There are ten federal holidays in the US. If a holiday falls on a Saturday, it is observed on the 
Friday before instead. If a holiday falls on a Sunday, it is observed the following Monday. 
Along with New Year's Day and Christmas Day, which are observed internationally, other 
major American holidays include Thanksgiving Day on the fourth Thursday in November, 
and Independence Day on July 4th. There are also days honoring Martin Luther King (third 
Monday in January), George Washington (third Monday in February), members of the armed 
forces that died in battle (Memorial Day - last Monday in May), the labor movement (Labor 
Day - first Monday in September), Columbus (second Monday in October) and all US military 
veterans (Veterans Day - November 11th).
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Useful expression

1. "Do you have plans for Thanksgiving?"
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AMERICAN ENGLISH

1. LINDA: Do you know Mr. Lee's telephone number?

2. JOHN SULLIVAN: Yes, his office number is 555-1234.

3. LINDA: Yes, I tried that earlier, but he wasn’t in. Do you happen to know his 
cell phone number?

4. JOHN SULLIVAN: Yes, it's 555-5678.

5. LINDA: I'll try there. Thank you very much!

VOCABULARY

Vocabulary English Class

to know (American) to be aware of something verb

telephone (American)

a device that allows you to 
speak to other people in a 

different place
noun

number (American)
symbol representing a 

quantity noun

office (American)
a place where people work, 

usually on computers noun

to happen (American) to take place, to occur verb

cell phone (American) a portable telephone noun

SAMPLE SENTENCES

I know the address and will be there soon.
 

I spoke to him on the telephone.
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Ordinal numbers tell us the sequence of 
things.

 

Could you come to our office to sign the 
contract?

 

When did it happen?
 

I called him on his cell phone but he 
didn't answer.

 

VOCABULARY PHRASE USAGE

"office  number"

The first word "office" is a noun and refers to a workplace where administrative work is 
performed. The second word "number" is short for "phone number." The phrase together 
refers to the telephone number of the office. You can use this at any time.

You can switch out "office" for any other number you need. For example "hospital number" or 
"Mark's number."

For  example:

1. "Can you tell me your office number?"

"not  in"

"Not" is an adverb that is used to make sentences negative. "In" is a preposition that means 
"inside." This phrase is a quick way of saying that a person isn't in a certain place, such as 
the office.

This is a slightly informal phrase, but it's fine to use it in most situations.

For  example:

1. "The doctor isn't in right now."

GRAMMAR

The  Focus of This Lesson Is How t o Ask for  a Simple  Piece  of Informat ion 
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"Do you know Mr. Lee's t elephone  number?" 
 

1.Asking for  Simple  Informat ion 
 

An easy way to ask for simple information is with WH question words.

"what" used to ask about a specific thing

"where" used to ask about a place

"when" used to ask about a time

"why" used to ask about reasons

"who" used to ask about people

"how" used to ask about method, condition, 
quality, etc.

Using these six words, we can make many different questions. Here are a couple of examples 
for each word.

"What "

"Where"

"When"

"Why"

"Who"

"How"
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To make these questions softer and more polite, you can begin the sentence by saying "Do 
you know?"

Examples

2.Giving simple  informat ion 
 

To answer simple questions, you can use simple sentence structures. Most of the simple 
questions we just saw can be answered by using the format [pronoun] + ["to be" verb] + 
[answer]

Let's review these pronouns and the "to be" verb.

Pronoun Present Present  
negat ive

Past Past  negat ive

I am am not was was not

you/they/we are are not were were not

he/she/it is is not was was not

[name] is is not was was not

We can use this table to answer many questions.

Examples

For questions about the future, such as "When will the meeting start?" and "Who will be at 
the meeting?" We need to use the modal verb "will." This follows the pronoun, and goes 
before the verb. You can tell that the answer needs "will," because the question uses "will."

Examples from t he  dialogue:

1. "Yes, his office number is 555-1234."

Sample  Sentences 
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1. "When do you need this report by?"

2. "He will be here by five p.m."

3. "She was here yesterday."

CULTURAL INSIGHT

Business and t elephone  calls 
 

Although the Internet has become essential to business, phone calls are still very important 
also. When you answer a call, you should state your company's name and then your name, 
followed by asking if you can help the caller. If you make a call, you should also identify your 
company and yourself before asking any questions. If you make an Internal call, it might be 
more informal. Internal calls sometimes have caller ID, so you may not need to introduce 
yourself and can instead just say a short greeting before asking any questions. Some 
companies give their employees business cell phones that the company will pay for. These 
phones should only be used for business and not for any personal calls.

Useful expression

1. "I'll call Ms. Bell to confirm the details of the meeting."
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AMERICAN ENGLISH

1. MARK COLES: Where should I send the invoice?

2. RECEPTIONIST: Please send it to the accounting office.

3. MARK COLES: When will I get the bank transfer?

4. RECEPTIONIST: I'm not sure, but the accounting staff can give you all the 
information.

5. MARK COLES: Thank you, I'll ask them about all the details.

VOCABULARY

Vocabulary English Class

invoice (American)

bill, document stating 
amount of money needed to 
pay for certain goods and 

services

noun

accounting (American)

the department responsible 
for calculating invoices and 

wages
noun

bank (American)

a business that offers 
financial services, such as 

loans and accounts
noun

transfer (American)

the act of moving 
something from one place 

to another
noun

staff (American)
all the people employed by a 

particular organization noun

information (American)
facts and knowledge of a 

situation or thing noun
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details (American)
the individual parts and 

features of something - the 
minor information

noun

SAMPLE SENTENCES

The invoice was pricier than I thought.
 

The invoice came a week late.
 

Here is the finance report from 
accounting.

 

He has to find a bank that offers a better 
service.

 

The file transfer will begin tomorrow.
 

We need to gather the staff and have a 
meeting.

 

We will make a decision once we have all 
of the information.

 

The details were confirmed this morning.
 

VOCABULARY PHRASE USAGE

"account ing office"

"Accounting" is a noun that refers to the skill or act of keeping financial records for a person 
or company. "Office" means a place where administrative tasks are completed. All together, 
the phrase refers to the accounting department in a company. It doesn't matter if all of the 
employees are in the same physical office or not.

You can also talk about other departments in a business in this way, such as "marketing 
office," "sales office," and "HR office."

For  example:

1. "He's transferring to the accounting office."
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"bank t ransfer"

"Bank" is a noun and it refers to an organization where people can save money, apply for 
loans, send money to other people, and do other financial transactions. "Transfer" is a noun 
which means the act of moving something from one place to another. All together, the 
phrase means "sending money via a bank."

For  example:

1. "It will take three days for the bank transfer to clear."

GRAMMAR

The  Focus of This Lesson Is How t o Ask for  Basic  Office  Rules 
 

"Where  should I send t he  invoice?" 
 

1.How t o ask quest ions concerning t he  office  
 

When you start working in a new office, you will be given training to help with your new job. 
The training might last a few hours, or it might just be a short ten minute tour of the office. No 
matter how long your training is, it's unlikely that it will cover every question you have.

To help make some questions, here are some common nouns that you will find in the office.

"printer," "Xerox machine" a machine that prints documents using 
ink and paper

"cafeteria" an area in a company or school that serves 
food

"break area" a space where you can rest or eat

"water cooler" a machine that dispenses drinking water

"restroom" a room in a public place with a sink and 
toilet

"stationery" office supplies, such as pens and paper

"trash can" a container to put waste material

"smoking area" a place where people can smoke
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"refrigerator," "fridge" an appliance that keeps food and drink 
cool

In the last lesson, we learned about the WH question words - "what," "where," "when," "why," 
"who," and "how." We can use these question words to form questions about the office, too. 
Other sentence patterns that will be of use include "Can I/May I" or "Is there/Are there?"

Examples:

1. "Is there a smoking area?"

2. "How do I use the Xerox machine?"

3. "Can I use the refrigerator?"

4. "Where is the restroom?"

5. "When is the cafeteria open?"

2.How t o answer  quest ions concerning t he  office  
 

How you answer questions, depends on how the question is phrased. Some questions need 
just simple "yes" or "no" answers, but some need longer answers.

Some questions you can answer with "yes" or "no" include questions beginning with:

1. "Can I...?"

2. "May I...?"

3. "Is there...?"

4. "Are there...?"

Some other questions might be able to be answered just with "it is/she is/he is." These 
questions include

1. "Who...?"

2. "When...?"

3. "What...?"
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Questions that begin with "why" and "how" need longer answers. If someone asks you how 
to do something, as well as answering, you might be able to show someone.

Example:

1. "How do I use the Xerox machine?" - "Let me show you."

You can also use "Let me show you," if someone asks you where something is. After saying 
this, you can then take them where they want to go.

Example:

1. "Where is the restroom?" - "Let me show you."

Examples from t he  dialogue

1. "Please send it to the accounting office."

2. "When will I get the bank transfer?"

Sample  Sentences 
 

1. "What printer can I use?"

2. "Where is the trash can?"

3. "Let me show you where the stationery cupboard is."

CULTURAL INSIGHT

Freelancers in t he  U.S. 
 

A freelancer is someone who is self-employed and not employed by a company. They may 
get a short-term contract to do work for a company, but they are not a full employee. In 2016, 
35% of the US workforce were freelancers, and this number is rapidly rising. Being a 
freelancer means flexibility, as you can pick your own working hours and set your own prices, 
but it also means that there is not a steady income coming in. Freelancing is most popular 
with young workers, as in 2016 47% of working people aged between 18 to 24 were 
freelancers. With the rise of companies like Uber, and the development of new technologies, it 
is easier than ever for people to become freelancers and find work.
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Useful expression

1. "My work as a freelancer keeps me busy."
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AMERICAN ENGLISH

1. THOMAS GRAY: I'm sorry to bother you, but I need your help with something.

2. LINDA: Sure, what is it?

3. THOMAS GRAY: The printer is stuck. Do you know how it works?

4. LINDA: Let me see... It seems that you just need to add new paper.

5. THOMAS GRAY: Oh! That was easy! Sorry for bothering you! I can handle that.

6. LINDA: No problem, I'm glad to help.

VOCABULARY

Vocabulary English Class

sorry (American) word for an apology adjective

to bother (American) to annoy, to interrupt verb

printer (American)

a device that transfers 
digital images or text onto 

paper using ink
noun

stuck (American) unable to move adjective

to add (American) to increase verb

paper (American)

thin material processed 
from trees and usually 

employed as support for 
writing or printing

noun

to handle (American) to deal with noun

SAMPLE SENTENCES
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I'm sorry.
 

I'm busy so don't bother me.
 

The printer has a low noise level.
 

She's awfully late; perhaps she's stuck in 
traffic?

 

If you add salt, it tastes better.
 

She writes her address on a piece of 
paper.

 

She handled the situation well.
 

VOCABULARY PHRASE USAGE

"pr inter"

"Printer" is a noun and it means a machine that prints documents and images onto paper.

There is also the verb "to print." Often, printers in offices have other functions, such as being 
able to send faxes and copy documents. Printers are also commonly known as "Xerox 
machines," after the brand Xerox.

For  example:

1. "Can you pick up the documents from the printer?"

"stuck"

This is an adjective that means that something is being prevented from moving. This can be 
used at any time.

As well as saying that paper is "stuck" in a printer, we can also say it is "jammed." We can 
use "jam" for other blockages, such as a "traffic jam."

For  example:

1. "I can't open the door. It seems to be stuck."

GRAMMAR
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The  Focus of t he  Lesson Is How t o Ask for  Help in a Difficult  Situat ion
 

"I'm sorry t o bother  you, but  could you help me?"
 

1.How t o polit ely get  someone's at t ent ion
 

There may be times where you need to get someone's attention when they are busy or having 
a conversation with someone else. If it's a dangerous situation, such as a fire or injury, then 
you don't need to worry about being polite and can just quickly shout out a warning or 
request for help.

Here are some phrases to get attention in an emergency situation.

"Fire!" You can use this to warn people of a fire.

"Call an ambulance!" You can use this if someone is ill or injured, 
and needs the hospital.

"Help me!" This is a general distress call.

"Get out of the way!" You can use this to tell someone to move if 
their current position is dangerous.

"Be careful!" You can use this to tell someone they are in 
a possibly dangerous situation.

"Watch out!" You can use this to tell someone they are in 
a possibly dangerous situation.

If it isn't a dangerous situation but you still need to get someone's attention, then you need 
to be polite. First, you should apologize by using one of the following phrases.

Examples

1. "Excuse me, but..."

2. "I'm sorry, but..."

3. "I'm sorry to interrupt, but..."

Follow the apology phrase with "but," and explain briefly why you are interrupting. You don't 
need to go into detail. The following phrases are general phrases to explain that you need to 
talk to the other person.
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Examples

1. "I need to talk to you."

2. "There's a problem."

3. "Something has come up."

4. "I need your help with something."

If you add the three parts together, you get sentences such as

1. "Excuse me, but I need to talk you."

2. "I'm sorry, but there's a problem."

3. "I'm sorry for interrupting, but something has come up."

4. "Excuse me, I need your help with something."

Now that you have the other person's attention, you can ask for help.

2. Asking for  help 
 

A simple phrase to remember is:

[Can you help me  with t his] + [noun]?  

The first word is "can," so you're asking your co-worker if they are able to help and not just 
telling them to help.

You can make this more polite by using "could" instead of "can" - "could you help me 
with...?"

You can also split the question and request help with two different sentences. First, you can 
say "I need some help." Then, talk about the help with "can you....with me?"

Examples

1. "Can you help me with this report?"

2. "Could you help me with this report?"

3. "I need some help. Can you help me write this report?"
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Notice that when you say "help me with," the following verb is in its -ing form. However, most 
of the time, people drop "with," as in the examples below:

1. "Can you help me with preparing this presentation?"/"Can you help me prepare this 
presentation?"

2. "Can you help me with moving this desk?"/"Can you help me move this desk?"

3. "Could you help me with copying these documents?"/"Could you help me copy 
these documents?"

Examples from t he  dialogue

1. "The printer is stuck. Do you know how it works?"

Sample  Sentences 
 

1. "Watch out! Fire!"

2. "I'm sorry to interrupt, but I need your help with something."

3. "Can you help me send this email?"

CULTURAL INSIGHT

Dos and Don't s when asking a colleague  for  help 
 

If you need to ask a co-worker for help, then there are a few things you should consider first. 
The first is how busy they are. If your co-worker has a big project or a deadline of their own to 
meet, then you should think twice about asking them to help you. If it's a long task that you 
need to do, then consider asking multiple people to help so that no one person has to devote 
a lot of time to it. It's also best to be honest at the start and tell your co-worker how long you 
expect to take. Your co-worker may be able to help with a task that will take 10 minutes, but 
not one that will take three hours. Finally, think about whether your co-worker actually can 
help. Do they know how to do the task? Do they have access to the information or materials 
needed? If you're not sure, you can always ask your co-worker if they can help you.

Useful expression

1. "Do you have the time to help me with something?"
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AMERICAN ENGLISH

1. RECEPTIONIST: Delta Corporation, how can I help you?

2. LINDA: Good morning, my name is Linda Baker, I work for Green &Blue. 
Can I speak to Mr. Smith?

3. RECEPTIONIST: Yes, one moment, please. Can you please repeat your name?

4. LINDA: Linda Baker, from Green &Blue. I only have a limited amount of 
time available to speak.

5. RECEPTIONIST: Please hold for a moment. I'll transfer you to Mr. Smith.

VOCABULARY

Vocabulary English Class

to speak (American) to have a conversation verb

limited (American) having restrictions adjective

one moment (American)
a short period of time, 

usually only a few seconds phrase

to repeat (American)
to do or to say something 

again verb

to hold (American) to keep or to detain verb

line (American) a telephone connection noun

SAMPLE SENTENCES

I wanted to speak to him, but he wasn't 
home.

 

The number of characters you can include 
in a text message is limited.
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If you can wait one moment, I'll check the 
computers.

 

The song repeated on the radio.
 

He repeated the phrase.
 

Can you hold while I contact him?
 

Due to the thunderstorm, the telephone lines are down.
 

VOCABULARY PHRASE USAGE

"corporat ion"

A corporation is a type of company. It's a group of companies or people that act as a single 
legal entity. Corporations have to be registered and pay corporation tax.

You can tell that a company is a corporation because it will either have "corporation" as part 
of its name, or an abbreviation, such as Inc., which stands for "incorporated."

For  example:

1. "He started up a new corporation."

"one  moment "

This phrase is made up of two words. The first is the number "one," and the second is 
"moment." This means "a brief period of time." Together, they mean "one brief period of time."

This is usually used when asking someone to wait for just a little bit. It can be used in formal 
and informal situations

You might also hear "a few moments" used, but people don't use other numbers.

For  example:

1. "Please wait, it'll only take a moment."

GRAMMAR
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The  Focus of This Lesson Is How t o Ask t o Speak with Somebody on t he  Phone
 

"Good morning, my name  is Linda Baker, I work for  Green 

1. Int roducing Yourself on t he  Phone
 

If you are calling someone, you should always introduce yourself at the beginning of the call. 
The other person may have your phone number and know it's you already from your caller ID, 
but it's still polite to introduce yourself.

First, start with a simple greeting such as "hello" or "good morning." There are a few ways 
you can then say your name. The following examples are listed from the most formal, to the 
least formal.

Examples:

1. "Hello, my name is John Baker."

2. "Hello, this is John Baker."

3. "Hello, it's John Baker."

4. "Hello, John Baker here."

5. "Hello, John Baker."

If you are calling another company and want to be formal, I would suggest using either 1 or 
2. To say what company you work for, use the preposition "from" or "at."

Examples:

1. "Hello, my name is John Baker from the ABC Company."

2. "Hello, this is John Baker from the ABC Company."

3. "Hello, it's John Baker at the ABC Company."

4. "Hello, John Baker here at the ABC Company."

5. "Hello, John Baker, ABC Company."

"At" is more casual, so it's best to use "from."



ENGLI S HCLAS S 101.COM  AMERI CAN BUS I NES S  ENGLI S H FOR BEGI NNERS  S 1 #13 - HOW TO AS K FOR A S PECI FI C PERS ON ON THE PHONE I N 
ENGLI S H

5

Remember that if "Company" is part of the company's name, we would say "the ABC 
Company." If it's just "ABC" then we don't need the article.

2. Asking t o Speak with Someone  Else  
 

After introducing yourself, next you should say who you want to speak to. If you know that 
the person you want to speak to is the person you're speaking to already, then you don't 
need to do this. If you're not sure, or you know that it isn't, then you should say who you want 
to speak to. There are many ways to do this.

Examples:

1. "May I speak to Alice Smith, please?"

2. "Can I speak to Alice Smith, please?"

3. "Is Alice Smith available?"

4. "Is Alice there?"

The first example is the most polite. Example number 4 is the type of sentence you would use 
when calling your friend's home to speak to them, and should be avoided in business 
circumstances.

3. Asking Someone  t o Stay on t he  Line  
 

After asking to speak to someone, even if they are there, they might not be able to come to 
the phone straight away. They might need a few moments to finish up a task, or be in a 
different office. In cases like this, you will be asked to wait.

Here are some sentences you might hear:

1. "Please hold while I transfer you."

2. "Is it okay if I put you on hold while I check?"

3. "Can you stay on the line, please?"

In all of these cases, just say "thank you" and wait to be connected. Companies often have 
hold music that you can listen to while you wait, and although most of it is annoying, but 
sometimes it's not too bad!

Examples from t he  dialogue
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1. "Yes, one moment, please. Can you please repeat your name?"

2. "Please hold for a moment, I'll transfer you to Mr. Smith."

Sample  Sentences 
 

1. "Good morning, this is Alice Smith. May I speak to Mr. Baker please?"

2. "Good afternoon, this is Alice Smith from the XYZ Company. Is Mr. Baker available?"

3. "Just a moment, please hold."

CULTURAL INSIGHT

Communicat ion forms other  t han phone  calls 
 

Although phone calls are still used in business, other forms of communication are becoming 
increasingly popular. For communicating within the office and also with other companies, 
email is often the first choice. It's popular because you can contact several people at the 
same time, send documents, and emails can be replied to when it's convenient. For contact 
with customers, social media is becoming increasingly important.

Many large businesses have active social media presences on sites like Facebook and 
Twitter that allow them to communicate directly with their customers and clients. Some 
companies even resolve customer queries and complaints via their social media.

Useful expression

1. "Can you email me the information?"
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AMERICAN ENGLISH

1. LINDA: Did you bring the data?

2. THOMAS GRAY: The data...?

3. LINDA: Yes, the data for the advertisement campaign.

4. THOMAS GRAY: ...oh, I'm so sorry! I completely forgot to print it out!

5. LINDA: That's a problem... can we print it out now?

6. THOMAS GRAY: Sure, I’ll get it ready in half an hour.

7. LINDA: Great, that's perfect.

8. THOMAS GRAY: Once again, I'm really sorry for this.

VOCABULARY

Vocabulary English Class

data (American)
facts and statistics used for 

information or research noun

to bring (American) to take with verb

advertisement (American)
a notice or piece of media to 
promote a product or service noun

campaign (American)
a short-term promotion to 

increase awareness or sales noun

completely (American) thoroughly, entirely adverb

to print out (American)
to produce documents from 

a computer, onto paper phrasal verb

to get ready (American) to prepare, to produce verb

once again (American) one more time phrase

SAMPLE SENTENCES
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Do you have the report about the new 
data?

 

I often forget to bring an umbrella when it 
rains outside.

 

He should bring his wife to the company 
party.

 

There are always advertisements before 
the movie.

 

In order to promote the product, they are 
running a nationwide campaign.

 

The concert was completely free, but we 
had to pay for the drinks.

 

That was completely pointless. Now, 
we've wasted a lot of time.

 

Think before you print out this email.
 

I need to finish getting ready for the party.
 

Once again, the Cowboys win the Super 
Bowl.

 

VOCABULARY PHRASE USAGE

"to get  [something] ready"

You can use this phrase to say that you are preparing something. You can put a noun or 
pronoun in between "get" and "ready" to say what you are preparing.

This is used whenever something is being prepared. You can also use it in past tense by 
saying "got [something] ready" or in the future tense by saying "will get [something] ready." 
It can be used in formal or informal conversations.

For  example:

1. "I'll get the documents ready for the meeting."

"once  again"

"Once" is an adverb, and comes from "one." "Again" means to repeat. Together, they mean 
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to repeat one more time.

This phrase can be used if you have to say or do something again and want to show that it 
has happened before. It is often used to apologize again for something.

Other adverbs, such as "twice" or "three times," aren't used in this way.

For  example:

1. "Once again, the train is late."

GRAMMAR

The  Focus of This Lesson Is How t o Admit  That  You Forgot  Something 
 

"That 's a problem... can we  print  it  out  now?" 
 

1. Admit t ing That  You Forgot  
 

In the office, as well as our own regular duties, we are often asked to do extra things by other 
people. Sometimes, they ask us quickly, or when we are busy or when we're about to leave for 
the day, and it's easy to forget what has been said. Also, we can be too busy to remember 
everything we need to do. So it's likely that at some point, you will forget something.

If this happens, you should tell the relevant person that you forgot. You can do that using 
these sentence patterns.

[I forgot ] + [noun]

[I forgot  t o] + [verb]

The verb shouldn't be conjugated and should remain in the infinitive form.

Examples:

1. "I forgot the paperwork."

2. "I forgot the meeting."

3. "I forgot to write the report."

4. "I forgot to call him."
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For longer, more complex things, you need to use "that."

Examples:

1. "I forgot that I shouldn't call him before ten a.m."

2. "I forgot that she was on vacation."

3. "I forgot that the deadline was yesterday."

2. Apologiz ing For  Forget t ing 
 

After admitting that you forgot something, you should apologize. You can apologize before 
you say what you forgot, or after - it doesn't matter. You can even say it before and after, if it's 
a serious situation. To apologize, we can use phrases such as "I'm sorry" or "I apologize." 
You can also use adverbs such as "really," "very," and "so" to show how sorry you are.

Examples

1. "I forgot the meeting, I'm sorry."

2. "I apologize, I forgot to call him.

3. "I'm sorry, I forgot that she was on vacation."

4. "I'm sorry, I forgot that the deadline was yesterday. I'm really sorry."

When you apologize you should sound sincere, but don't overdo it if it is only a small 
mistake. Often, people are more concerned about fixing the situation than listening to 
apologies.

3. Forgiving Someone  For  Forget t ing 
 

If somebody else forgets something and apologizes to you, your reaction will change 
depending on how serious the situation is. If they have forgotten something simple that 
doesn't cause any problems, you can react differently that you would to someone forgetting 
something major that can ruin a meeting.

For example, you can use the following expressions.

Examples

1. "It's fine, don't worry about it."
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2. "It's okay, it doesn't matter."

3. "Don't worry, we can carry on without the report."

If it's something more serious, then forgiving the forgetful person might be tied to figuring 
out how to solve the problem.

Examples

1. "I'm sorry, I forgot the write the report."

2. "Okay, well, can you quickly get the figures together?"

3.  "I'm sorry, I forgot the meeting was today."

4. "Can you come to the meeting later?"

5.  "I'm sorry, I forgot to call him?"

6. "Can you call him now?"

It's very rare in English for people to actually say "I forgive you" when somebody has done 
something wrong. Instead, we usually act as if the error isn't a big deal, and move on quickly.

Examples from t he  dialogue

1. "...oh, I'm so sorry! I completely forgot to print it out!"

2. "Once again, I'm really sorry for this."

Sample  Sentences 
 

1. "I'm so sorry, I forgot that was today."

2. "I apologize, I'll do it right away."

CULTURAL INSIGHT

American Advert ising market  
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Advertisements are everywhere in America. Advertising laws aren't as strict as they are in 
some countries, so it's not unusual to see TV shows with sponsorships and products placed 
squarely on camera so that the viewers can clearly see the products. Many sports arenas are 
named after their main sponsors, and in return are endorsed by popular athletes. There are 
also many advertisements during breaks on TV and radio, and there are billboards 
advertising products everywhere.

Useful expression

1. "The new McDonald's advertisements are everywhere right now."
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AMERICAN ENGLISH

1. CATHERINE 
SMITH:

So the advertising campaign for the new language classes will 
start next month.

2. THOMAS GRAY: Sorry, but can I just suggest that we start earlier?

3. CATHERINE 
SMITH:

Why is that?

4. THOMAS GRAY: Isn't it true that advertisements are seen by more people during 
vacation periods?

5. CATHERINE 
SMITH:

That's true.

6. THOMAS GRAY: Summer vacation is starting soon, so we should start the 
campaign then.

7. CATHERINE 
SMITH:

Good idea!

VOCABULARY

Vocabulary English Class

next (American)
immediately following 

something in a sequence adjective

to start (American) to begin verb

to suggest (American) to recommend verb

earlier (American)

comparative form of 
“early”―before another 

point of time
adjective

case (American) a situation noun

correct (American) right, without error adjective

idea (American) a thought or suggestion noun

SAMPLE SENTENCES
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I’ll pay next time we have a meal together.
 

I’ll start going to the gym from tomorrow.
 

I suggest you buy those before the price 
goes up.

 

I spoke to Mr. Baker about the meeting 
earlier, and he said everything was 
arranged.

 

In that case, we should leave on Monday.
 

The correct answer is seven!
 

She's full of great ideas!
 

VOCABULARY PHRASE USAGE

"advert ising campaign" 

The first word, "advertising," is a noun meaning the activity of promoting a brand or a 
service. "Campaign" is also a noun, and it means to work in an organized way towards a 
goal. Together, they mean organiz ing promotional material to promote a brand.

You often hear this phrase in business. It can be used in both formal and informal situations.

For  example:

1. "The advertising campaign was a success, as sales have doubled."

"to suggest "

This is a verb that means putting an idea forward. The past tense and past participle form 
are both "suggested."

You can use this when you have an idea or opinion that you think should be used. It can be 
used in both formal and informal situations.

For  example:

1. "I suggest that we try again."

GRAMMAR
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The  Focus of This Lesson Is How t o Int errupt  and Suggest  Alt ernat ives 
 

"Sorry, but  can I just  suggest  t hat  we  start  ear lier?" 
 

1. How t o Int errupt  Polit ely 
 

If you're in a meeting or discussing a situation with several people, you may have things you 
want to say. This can be difficult sometimes if many people are talking or if you have 
something to say that is relevant to what is currently being discussed. You might need to 
stop other people from talking so that you can say what you want to. People don't like to be 
interrupted though, so you have to make sure that you do this in the correct and polite way.

The most polite way is to actually say that you want to interrupt, instead of just jumping in 
with what you want to say. You should also ask permission to interrupt, instead of just 
saying "I'm going to interrupt."

Examples:

1. "Excuse me, can I just interrupt you for a moment?"

2. "Can I jump in here?"

3. "Can I speak for a moment?"

You can also give a reason why you want to interrupt. Here are some examples of general 
reasons you can give for interrupting.

Examples:

1. "I have some more information about that."

2. "That information has been updated."

3. "I have an idea of what we can do."

Often, you want to interrupt people because they are giving wrong information. Never 
interrupt by directly saying "you're wrong." It's better to ask for permission to interrupt, and 
then say what you need to say.

Examples:

1. "Can I jump in here? The projected figures are actually 100 a month."
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2. "Can I speak for a moment? It was the ABC Company that sold that item."

2. How t o Persuade  People  
 

Persuading people to your way of thinking can be a difficult task as different people are 
persuaded in different ways. In a business situation, the best thing to do is to backup your 
ideas with evidence - either hard figures or examples of things working in different 
companies.

It's also a good idea to acknowledge the positives of other people's ideas and make it sound 
like you're building on those, instead of just proposing something entirely new.

For example, the current plan is to launch a new product in August, but you think that a 
product launch in October would be better.

Example:

1. "I know that we have the launch planned for August, and I think that is a good idea, 
but maybe we should launch in October, instead? Our sales figures are always low 
in October, so a new product will help increase them."

In that example, we acknowledged the original plan (to launch in August), complemented it 
(by saying it's a good idea), and then suggested our idea. Also, we gently introduced the 
idea by saying "maybe." This is a good way to persuade people, as it makes them think 
about the idea. Another helpful word to do this is "to suggest."

[I suggest ] + [idea]

Examples:

1. "I suggest that we start tomorrow."

2. "I suggest a sale."

3. "I suggest more research."

Another good technique is to ask people to help you with your idea. If they feel part of the 
idea, they will support it, too.

Examples:

1. "What do you think, Mr. Baker?"
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2. "You've always said October is a slow month, haven't you, Ms.Smith?"

Examples from t he  dialogue

1. "Isn't it true that advertisements are seen by more people during vacation periods?"

2. "Summer vacation is starting soon, so we should start the campaign then."

Sample  Sentences 
 

1. "I suggest starting again."

2. "May I interrupt for a moment?"

3. "What is your opinion, Ms. Smith?"

CULTURAL INSIGHT

Can Americans speak languages other  t han English?  
 

America has a diverse population and there are many people who speak English as a second 
language. Of the people in America who are native English speakers, having a second 
language is rare. Americans learn a language at school, and Spanish is by far the most 
popular, followed by French and German. Spanish is also the most popular language to 
learn at university. The number of American adults that are bilingual is very small, even in the 
business world, especially compared to other parts of the world such as Europe.

Useful expression

1. "Do you speak any languages other than English?"
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AMERICAN ENGLISH

1. LINDA: Mrs. Smith, sorry to call so early...

2. CATHERINE 
SMITH:

Hello, Linda. What happened?

3. LINDA: I don't feel very good today and I'd rather stay home.

4. CATHERINE 
SMITH:

Sure, don't worry. Are you going to see a doctor?

5. LINDA: If it gets worse, I will.

6. CATHERINE 
SMITH:

Okay. Please call back this afternoon and tell me how you are 
doing.

7. LINDA: I will.

VOCABULARY

Vocabulary English Class

early (American)
the first part of a period of 

time adverb

to feel (American) to experience an emotion verb

rather (American) used to indicate preference adverb

to stay (American) to remain, to not leave verb

to call back (American)

to make a phone call to 
someone you have already 

called
verb

worse (American) comparative form of "bad" adjective

SAMPLE SENTENCES
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I enjoy waking up early in the morning.
 

How do you feel about the election 
results?

 

I’d rather be sailing.
 

I'll stay here while you go to the 
supermarket.

 

There was a call from Mr. Baker, but he 
said he'd call back.

 

The weather is worse today than it was 
yesterday.

 

VOCABULARY PHRASE USAGE

"what  happened"

The first word, "what" is a question word used to gather more information. "Happened" is the 
past tense of "happen," which means an event, something that took place. You can use this 
phrase to ask for details about a past incident.

You can use this in both formal and informal situations.

If the event you're asking about is already the topic, you can just say "what happened?" If 
you're introducing a new topic, you should say that, too. For example - "What happened this 
morning?"

For  example:

1. "The kitchen is such a mess; what happened?"

"to feel"

This is a verb, and it can be used to speak about our health.

It is often used when talking about how our health is, and is usually used with adjectives 
such as "good," "bad," and "fine." It can be used in both formal and informal situations.

For  example:

1. "I'd don't feel very well today."

GRAMMAR
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The  Focus of This Lesson Is How t o Ask for  a Day Off  
 

"I don't  feel very good t oday and I'd rather  stay home." 
 

1. How t o Ask For  a Day Off  
 

As there is no minimum requirement for the number of paid leave days a company must 
give, taking a day off can differ from company to company. Some companies will be fine 
with employees taking days off, and with other companies it will be more difficult.

In any case, you should speak directly to your manager if you need to take a day off. Some 
companies may require a form to be submitted to HR, and others will just require you to 
speak to your manager. There are two main things you should tell them - the date(s) you 
want and a reason why.

In the US, dates are written and spoken in a month/day/year format.

Examples:

1. "July 4th"

2. "October 11th"

3. "May 27th, 2017"

Remember also to use ordinal numbers when talking about dates. Here's a quick review.

1 first (1st)

2 second (2nd)

3 third (3rd)

4 fourth (4th)

5 fifth (5th)

6 sixth (6th)

7 seventh (7th)

8 eighth (8th)

9 ninth (9th)
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10 tenth (10th)

11 eleventh (11th)

12 twelfth (12th)

13 thirteenth (13th)

21 twenty-first (21st)

22 twenty-second (22nd)

23 twenty-third (23rd)

30 thirtieth (30th)

31 thirty-first (31st)

Here are some reasons for why you may need to take a day off. Most of the sentences will 
start with either "I have" or "I need." You should only use "I want" with vacations or other 
recreational days. It's best to use "have" or "need" with medical or childcare reasons.

Examples:

1. "I have a doctor's appointment."

2. "I want to go on vacation."

3. "I need to go to the hospital."

4. "I need to go to a parent meeting at my child's school."

5. "My child needs to go to the doctor for surgery."

Sometimes, you need to ask for a day off on short notice. If it's the current day that you need 
to take off, you should call your manager as early as possible. In this case, it's better to be 
more direct and use phrases such as "I need" or "I can't."

Examples:

1. "I need to take today off, as I have a headache."

2. "I can't come in today, because I don't have any childcare."
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You shouldn't take time off at short notice unless it is unavoidable.

2. How t o Talk About  Illness 
 

To talk about an illness, the key phrase is "I have."

[I have] + illness

Examples:

1. "I have a headache."

2. "I have a stomache."

3. "I have the flu."

4. "I have a broken arm."

If you have a long-term illness or injury, you will need to keep your manager updated 
throughout. Let them know of any appointments as soon as possible. You don't need to tell 
your co-workers anything that you don't want to.

Examples from t he  dialogue:

1. "Okay. Please call back this afternoon and tell me how you are doing."

Sample  Sentences 
 

1. "I need to take December 10th off for my daughter's piano recital."

2. "I can't come in today, because my car broke down."

3. "I have a broken leg."

CULTURAL INSIGHT

Work Leave  in t he  U.S. 
 

For employees of private companies, there is no minimum amount of paid leave that 
employers have to give. 77% of companies give employees paid leave, and this is an average
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of 10 days a year. Federal employees get at least two weeks.

Maternity leave in the USA is short compared to most countries, as it's only 12 weeks unpaid. 
Currently, employers are not required to give employees paid sick leave for short-term 
illnesses, either, but unpaid sick leave is guaranteed for serious illnesses.

Useful expression

"I need to take some paid leave next week."
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AMERICAN ENGLISH

1. MARK COLES: Hello, Linda, how are you? I heard that you didn't feel well 
yesterday.

2. LINDA: Apologies. I had a severe headache and I rested at home.

3. MARK COLES: That can happen, no need to apologize! I hope it's okay now. Let 
me know if I can help you.

4. LINDA: Thank you.

VOCABULARY

Vocabulary English Class

to feel well (American) to feel fine, to not be sick or ill verb

apology (American) an admission of a mistake noun

severe (American) intense, extreme adjective

headache (American) a pain of the head noun

to rest (American)
to take a break from doing 

something verb

to apologize (American)
to acknowledge an error or 

guilt and say sorry verb

SAMPLE SENTENCES

I don't feel well. I have a stomachache.
 

Please accept my apology for being late.
 

We're supposed to have a pretty severe 
thunderstorm tonight.

 

He took a painkiller for his headache.
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I don't think I can come to dinner. I'm 
having a pretty bad headache.

 

If you need to rest during the marathon, 
you can.

 

I want to apologize for being late today.
 

VOCABULARY PHRASE USAGE

"to hear"

This is a verb that means to have been told some news or information. If you have been told 
some information, then you have "heard" it.

This is a very common word that is used in many different situations.

For  example:

1. "I heard the news on the radio this morning."

"headache"

This can be broken down into two different words. The first is "head," which is a part of the 
body. The second word is "ache," and this means "pain." "Headache" means that there is a 
pain in your head.

It can be used to describe a normal, and not serious head pain. It can also be used in a 
metaphorical way, as a way of saying that something was difficult to do. For example, 
"Organiz ing the meeting was a real headache" means that organiz ing the meeting was 
difficult and there were many problems.

You can change "head" for other parts of the body, such as "stomach" or "tooth," to talk 
about other pains.

For  example:

1. "I think I'll go to bed early tonight because I have a headache."

GRAMMAR
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The  Focus of This Lesson Is How t o Apologize  for  Taking a Day Off  
 

"Apologies. I had a severe  headache  and I rested at  home." 
 

1. How t o Apologize  For  Taking a Day Off  
 

You don't really need to apologize for taking a planned day off - after all, you would have 
asked in advance and been giving permission. However, if you take a day off on short notice, 
you should apologize both when you ask for the day, and when you return to the office.

First, apologize when you ask for the day off. You can do this by saying:

[I'm sorry] + [but ] + [reason]

You can add "really," "very," or "so" to show how sorry you are.

Examples:

1. "I'm sorry, but my car broke down, so I need to take today off."

2. "I'm really sorry, but I have no childcare for today."

3. "I'm so sorry, but I have a migraine and won’t be able to make it in today."

When you return to the office, you should apologize to your manager. Sometimes, people 
repeat the problem and give more information about it.

Examples:

1. "I'm sorry about yesterday, but my car really wouldn't start and there was no public 
transportation available."

2. "I'm really sorry about yesterday, but I called everyone I know and nobody was free 
to look after my children."

3. "I'm so sorry, but I was ill all night and couldn't have come to work."

It's also important to say that you've taken steps to make sure the same thing won't happen 
again.

Examples:

1. "My car's engine has been fixed, so it should be fine now."



ENGLI S HCLAS S 101.COM  AMERI CAN BUS I NES S  ENGLI S H FOR BEGI NNERS  S 1 #17 - EXPLAI NI NG AN ABS ENCE FROM THE OFFI CE I N ENGLI S H 5

2. "I've found a new nursery that can take my children."

3. "I've started some new medication for my migraines."

If your absence inconveniences your coworkers, you should apologize to them too, but you 
don't have to go into any detail unless you want to.

Examples

1. "I'm sorry that I didn't come in yesterday. I hope it wasn't too busy."

2. "I'm sorry about yesterday."

2. How t o Accept  Apologies for  Taking a Day Off  
 

If you're a manager, then how you deal with short notice days off depends on the 
circumstances. If it's a one-time occurrence, you will say something different than you would 
for a long-standing problem.

In either circumstance, you should acknowledge that the employee called in, and say that 
you hope the problem is resolved.

Examples:

1. "Thanks for calling yesterday. I hope your car gets fixed quickly."

2. "Thanks for letting me know. Do you have a new babysitter?"

3. "I'm glad you're feeling better now."

If it's a coworker, then your acceptance will be more casual.

Examples:

1. "Not a problem."

2. "No worries."

3. "I hope everything is better now!"

Examples from t he  dialogue
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1. "Hello, Linda, how are you? I heard that you didn't feel well yesterday."

2. "That can happen, no need to apologize! I hope it's okay now. Let me know if I can 
help you."

Sample  Sentences 
 

1. "I hope you feel better now."

2. "Sorry for not being at work yesterday."

CULTURAL INSIGHT

Absence  without  not ice  
 

Absence without notice means that you are absent from work without your manager 
knowing why. Usually, this is not tolerated at work unless it was an emergency. If you're sick 
or have personal problems, that means you can't come into work; you should always 
contact your manager first. If your manager isn't available, then leave a message for him/her 
with a secretary or other senior member of staff. Usually, each company has its own 
procedures for this. Try to inform your company as early as possible if you will be absent, as 
your absence may affect the company.

Useful expression

1. "Do you know why Ms. Jones is absent today?"
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AMERICAN ENGLISH

1. PAUL 
HANDERSON:

Hello?

2. LINDA: Mr. Handerson, this is Linda Baker from Green &Blue. We have a 
meeting scheduled today.

3. LINDA: Unfortunately, I will arrive late, because I'm stuck in traffic. I'm 
sorry. I hope this doesn't cause problems.

4. PAUL 
HANDERSON:

Please don't worry. I don't have any other appointments today, so 
I'll wait for you.

5. LINDA: Thank you, I'll try to be there as soon as possible.

VOCABULARY

Vocabulary English Class

to schedule (American) to make a plan, to do verb

unfortunately (American) regrettably adverb

to arrive (American) to get to your destination verb

to be stuck (American)
to be unable to move due to 

an obstacle verb

traffic (American)
vehicles driving on the road 

around the same area noun

as soon as (American)
quickly, at the earliest time 

possible phrase

possible (American) able to be done adjective

SAMPLE SENTENCES
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Hello, I want to schedule an appointment 
for this afternoon.

 

There are no parking spaces left, 
unfortunately.

 

The train will arrive at three p.m.
 

My cell phone is stuck behind the counter.
 

She's awfully late; perhaps she's stuck in 
traffic?

 

I avoided the traffic by taking back 
streets.

 

Please call me as soon as you arrive.
 

It's possible that it will rain tomorrow.
 

VOCABULARY PHRASE USAGE

"to have  [something] scheduled"

The first word is "have," and this means "to possess." The second word is the past tense of 
the verb "to schedule," which means to arrange a plan or event. You can put a noun in 
between "have" and "scheduled" to say what your plan is.

As well as "meeting," you can use nouns such as "appointment," "vacation," and "class."

For  example:

1. "I have a yoga class scheduled for tomorrow morning."

"unfortunately "

This is an adverb that comes from the adjective "unfortunate." They both mean being 
marked by bad fortune or poor luck.

You can use this to start or finish a clause when you are talking about something bad that 
has happened.

If something good has happened instead, then you can use the adjective "fortunate," and 
the adverb "fortunately."
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For  example:

1. "Unfortunately, I missed the train and was late for work."

GRAMMAR

The  Focus of This Lesson Is How t o Apologize  t o a Client  
 

"Please  don't  worry. I don't  have  any other  appointments t oday, so I'll wait  for  
you." 
 

1. How t o Apologize  t o a Client  
 

The relationship with your clients is very important and something you should treasure. You 
should avoid making mistakes or offending them at all costs. However, sometimes things 
happen that you might need to apologize for.

The key phrase for apologiz ing to a client is:

[I'm sorry] + [for] + [what  happened]

The preposition "for" is very important, as it links what happened to your apology.

When apologiz ing to a client, you should be honest and explain what happened, but you 
don't need to go into details. The client expects to be dealing with a professional company, 
so don't tell them about staff shortage problems or other issues.

Examples:

1. "I'm sorry for the delay."

2. "I'm sorry for not getting back to you."

3. "I'm sorry for the incorrect order."

A key phrase that you can use with any apology is "It won't happen again." This means that 
the mistake was a one off and won't be repeated. That is something your clients will want to 
know.

When apologiz ing to a client, you should also consider whether any action is appropriate. If 
you have delayed their order or got it wrong, should they get a discount? If you've offended 
them, should you buy a gift? If one member of staff was rude to them, should that employee 
be reprimanded?
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Here are some phrases you can use in these circumstances.

Examples:

1. "I'm sorry for the mistake, soto make it up to you, I'll give you a 5% discount on the 
order."

2. "Please accept this gift with my apologies."

3. "That staff member behaved inappropriately, and we will deal with the matter 
internally."

2. How t o Accept  an Apology from a Client  
 

If the client has done something wrong towards you or your company, you might hear some 
of the phrases we just discussed. You need to react to them in a professional way, and if you 
want to continue doing business with the client, you need to accept the apology and move 
on.

This would be more formal than accepting apologies from either your co-worker or junior 
coworker, and you could even use a phrase like "Apology accepted."

If you want to make sure that the mistake isn't repeated, you can say "Please make sure that 
it doesn't happen again." This can sound harsh, however, so only use it with big mistakes. 
To say something similar but in a less harsh way, you can use "Just don't..."

Examples

1. "Just don't make the same mistake next time."

2. "Just don't forget again."

Your tone of voice is very important with phrases like these as they can sound both harsh 
and playful depending on how they are said.

If the error is minor and it doesn't cause any trouble, you can answer in the same way you 
would with a coworker, as we discussed in Lesson 17.

Examples from t he  dialogue

1. "Unfortunately I will arrive late, because I'm stuck in traffic. I'm sorry. I hope this 
doesn't cause problems."

Sample  Sentences 
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1. "I'm sorry for the trouble."

2. "Make sure you don't make the same mistake again."

CULTURAL INSIGHT

Delays 
 

You should be on time for work or meetings. You are usually expected to be a little early and 
should try to arrive five to ten minutes before you need to be there. Lateness in the business 
world is not tolerated. However, sometimes you can't help being late, due to traffic problems 
or other issues. If you know you are going to be late, you should call your office and tell them 
as soon as possible. You should try to give them an estimate of when you will arrive. If you 
find that you will be even later that you thought, call them again. It's very important that you 
apologize every time you contact them, and also when you arrive.

Useful expression

1. "I'm sorry, but due to traffic I'm going to be 15 minutes late."
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AMERICAN ENGLISH

1. RECEPTIONIST: Good evening.

2. LINDA: Good evening, I'm Linda Baker from Green &Blue. I have an 
appointment with Mr. Handerson at five o'clock.

3. LINDA: We spoke over the phone earlier.

4. RECEPTIONIST: Yes, let me check. Please take a seat in the hall.

5. (few minutes later)

6. RECEPTIONIST: Mr. Handerson will be with you in a few minutes. Would you like 
something to drink?

7. LINDA: No, thank you.

VOCABULARY

Vocabulary English Class

to check (American) to confirm, to look at verb

to take (American) to have, to obtain verb

seat (American) a chair, a place to sit noun

hall  (American)
a corridor or passageway in 

a building noun

few (American) not many adjective

something (American)
an unknown or unidentified 

thing pronoun

SAMPLE SENTENCES
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Have you checked all the possible 
options?

 

Have you checked all the possible 
hideouts of the villain?

 

I checked the neighbor's yard, but the cat 
wasn't there.

 

These newspapers are free, so please take 
one.

 

Everybody, please take your seats.
 

Please wait in the hall.
 

Please leave your coat in the hall.
 

There are only a few days left until the 
deadline.

 

I think I've forgotten something.
 

VOCABULARY PHRASE USAGE

"appointment "

This is a noun that means a scheduled meeting with someone.

We don't use "appointment" for casual meetings, for example, we wouldn't say we have an 
"appointment" with our friends. It is used for meetings, and also visits to the doctor's office 
and things like that.

For  example:

1. "He overslept and missed his appointment."

"to t ake  a seat "

The first word is "to take," which means "to obtain." "Seat" means a chair, or something else 
you can sit on.

Although "to take" usually means to get or obtain something, in this case it means only 
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temporarily. "To take a seat" means the same as "to sit down."

We don't use "take" with specific seats, such as "chair." If someone said "take a chair," it 
would mean pick up a chair and take it somewhere, not sit down.

For  example:

1. "Please take a seat while you are waiting."

GRAMMAR

The  Focus of This Lesson is How t o Tell a Recept ionist  about  an Appointment  
 

"Yes, let  me  check. Please  t ake  a seat  in t he  hall." 
 

1. How t o Explain You Have  an Appointment  
 

There will be times where you have to visit another company or go to places like a doctor or 
dentist's office. Usually, you need to make an appointment in advance to do this. Make sure 
that you arrive at least five to ten minutes early for your appointment. When you arrive, you 
will probably be greeted by a receptionist, and you should tell the receptionist that you have 
an appointment.

The two main things to remember are that when you talk about time, you use the preposition 
"at" - "at three o'clock," "at ten a.m."

When you talk about people, you use the preposition "with" - "with Mr. Baker," "with Ms. 
Smith."

You can start the sentence with "I have an appointment."

Pat tern 1 -  [I have  an appointment ] + [at ] + [t ime] + [wit h] + [person]

Pat t ern 2  -  [I have  an appointment ] + [wit h] + [person] + [at ] + [t ime] 

It doesn't matter if you say the time or person first.

You should also start the sentence by saying "Excuse me."

Examples:

1. "Excuse me, I have an appointment at ten a.m. with Mr. Baker."

2. "Excuse me, I have an appointment at three o'clock with Ms. Smith."
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2. How t o Take  Care  of a Visit or  
 

Although it is usually a receptionist that looks after visitors, that isn't always the case, so you 
should still be prepared in case you are asked to take care of someone.

If you are their first contact in the company, then you should start by welcoming them to the 
building and asking if they need help.

Example

1. "Welcome to the ABC Company, how may I help you?"

2. "Welcome to the ABC Company, what can I do for you today?"

3. "Welcome to the ABC Company, how may I be of assistance?"

The visitor will then tell you their name and the purpose of their visit. If they have an 
appointment, you might need to check the details in an appointment book or on the 
computer. If you need to do this, you should tell the visitor instead of just leaving them 
standing in silence.

Examples:

1. "Please wait a moment while I check."

2. "Let me check the details, I won't be a moment."

After you have confirmed the appointment, the visitor will either be able to have their meeting 
or have to wait.

First, let's look at telling the visitor to wait. You should tell the visitor that they have to wait, 
and make sure that they are comfortable and relaxed. Some companies will have 
refreshments on hand for visitors, so if that's the case, make sure to offer them.

Begin by telling them the person they have the appointment with will see them soon.

Examples.

1. "Mr. Baker will be with you in a moment."

2. "Mr. Baker will see you shortly."

3. "Mr. Baker will soon be with you."
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Then, make sure they are comfortable.

Examples

1. "Please take a seat."

2. "Please have a seat."

3. "Please sit down."

And if available, offer refreshments.

Examples

1. "Can I offer you anything to drink?"

2. "Would you like something to drink?"

3. "Do you want anything to drink?"

4. "Do you want a coffee?"

All together, you might get something like this:

"Mr. Baker will be with you in a moment, so please take a seat. Can I offer you anything to 
drink?"

Examples from t he  dialogue

1. "Mr. Handerson will be with you in a few minutes. Would you like something to 
drink?"

Sample  Sentences 
 

1. "Can I get you anything to drink?"

2. "Mr. Baker will only be a moment."

3. "Please have a seat in the waiting room."

CULTURAL INSIGHT
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Recept ionist  Job in t he  U.S. 
 

Receptionists have an important role in companies as they are often the first employee that 
visitors have contact with. It is important that receptionists are well presented, professional 
and polite, as they are the first people to greet and deal with clients when they arrive. 
Receptionists also answer phone calls and arrange meetings, so they need to have good 
organization and people skills. They're also often asked to do various administrative tasks. 
Personal assistants, also known as "PAs," have a similar role to a receptionist, only instead of 
greeting clients and organiz ing things for the company as a whole, PAs concentrate on one 
senior member of staff.

Useful expression

1. "Please make an appointment with the receptionist."
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AMERICAN ENGLISH

1. RECEPTIONIST: Mrs. Baker, you can go ahead.

2. LINDA: What floor is Mr. Handerson's office on?

3. RECEPTIONIST: He's waiting for you on the third floor.

4. LINDA: Where are the stairs?

5. RECEPTIONIST: You can use the elevator, down the hall to the left.

6. LINDA: Thank you for your help.

VOCABULARY

Vocabulary English Class

to go (American) to move or travel to verb

ahead (American)
in a forward direction or 

position adverb

floor (American) a level in a building noun

to wait (American)
to stay in the same place 
until an action happens verb

third (American)
constituting the number 
three in some sequence ordinal number

stairs (American)
a series of steps that lead to 

another floor noun

elevator (American)

a machine that carries 
people and objects between 

floors in a building
noun

down (American) a lower position adverb

SAMPLE SENTENCES
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Let's go to the movies.
 

There is a fallen tree ahead.
 

They're on the second floor.
 

I don't like waiting.
 

I was born on the third of October.
 

I have hurt my leg, so climbing stairs is 
difficult for me right now.

 

Please hold the elevator!
 

The spider moved down the wall.
 

VOCABULARY PHRASE USAGE

"to go ahead"

The first word, "to go," is a verb that means to move from one place to another. The second 
word, "ahead," is an adverb that means to move further forward.

You can use this phrase to tell someone to proceed and do an action. If someone asks you if 
it is okay to do something, you can reply "go ahead."

For  example:

1. "You can go ahead with the new project."

"third floor"

The first word, "third," is the ordinal number for "three." The second word refers to the level or 
storey of a building.

You can change "third" to any other ordinal number to talk about different floors.

For  example:

1. "I live on the third floor of the building."

GRAMMAR
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The  Focus Of  This Lesson Is Asking Where  an Office  Is 
 

"What  floor  is Mr. Handerson's office  on?" 
 

1. How t o Ask For  Direct ions 
 

If you are visiting a company or are new to the office, it might be that you won't know where 
everything is yet. If that's the case, you might have to ask for directions.

The key phrase when asking for direction is "Where is...?"

[Where  is/are] + [place/person]

You can use this phrase no matter what you are looking for, from a big building to a pen.

Examples:

1. "Where is ABC Company?"

2. "Where is the restroom?"

3. "Where is Mr. Baker's office?"

4. "Where are the paperclips?"

There are a few other ways you can ask for directions, too.

Examples:

1. "How do I get to the ABC Company?"

2. "What is the address of the ABC Company?"

3. "What floor is the meeting room on?"

Asking for the address is important, as many people now use Google Maps or in-car GPS for 
directions. Here are a couple of phrases you can use in these cases.

Examples:

1. "Can you show me on Google Maps?"

2. "Can you send me the location?"
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3. "Can you put the details into the GPS?"

2. How t o Give  Direct ions 
 

When giving directions, we need to use prepositions. Here's a review of some of the most 
commonly used prepositions of place.

"next to" "The office is next  t o the park."

"behind" "The office is behind the train station."

"in front of" "The office is in front  of  the supermarket."

"between" "The office is between the park and the 
library."

"across from" "The office is across from the school."

"near" "The office is near  the college."

"opposite" "The office is opposit e  the school."

"at the corner of" "The office is at  t he  corner  of  fifth 
avenue."

"on the left" "Go down this street, and the office is on 
t he  left ."

"to the left" "Go t o t he  left  and you'll see it."

Also, instead of saying the name of the place, if people know what you are talking about it's 
fine to say "It is/They are."

Examples:

1. "The office is across from the school."

2. "It's across from the school."

3. "Go down this street, and the office is on the left."

4. "Go down this street, and it's on the left."
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Examples from t he  dialogue:

1. "You can use the elevator, down the hall to the left."

2. "Where are the stairs?"

Sample  Sentences 
 

1. "Where is the train station?"

2. "It's across from the sports stadium."

CULTURAL INSIGHT

Elevators in t he  U.S. 
 

Elevators are very common in buildings that have several floors. In big cities, many 
companies operate out of skyscrapers, so elevators are a must. In the USA, the floor that is 
level with the ground and is known as the “entry” or “first” floor. Floors below this are usually 
known as "B1," "B2," and so forth. It is common for American elevators not to have a 
thirteenth floor as "thirteen" is considered an unlucky number. Sometimes the thirteenth floor 
is labeled as "fourteen" instead, or it exists but is only a maintenance floor.

Useful expression

1. "Take the elevator to the twentieth floor."
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AMERICAN ENGLISH

1. LINDA: Please accept this gift from Green &Blue.

2. PAUL 
HANDERSON:

Thank you. That is very kind of you.

3. LINDA: Not at all! We periodically give a collection of the newest samples 
to our clients.

4. PAUL 
HANDERSON:

Good to know!

5. LINDA: If you want to sample some of our older products, please let me 
know.

6. PAUL 
HANDERSON:

That's very kind of you.

VOCABULARY

Vocabulary English Class

to accept (American) to willingly receive verb

gift (American)
a present, an object given to 

someone else noun

kind (American) nice, sympathetic adjective

periodically (American) from time to time adverb

collection (American)
a group of objects 

accumulated together noun

products (American) something sold noun

SAMPLE SENTENCES
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He was offered a new job and accepted.
 

Here are some gifts from my vacation.
 

Ms. Jones is very kind and helpful.
 

The flowers in the office are replaced 
periodically.

 

He showed me his stamp collection.
 

My brother has been trying to market his 
products for years.

 

VOCABULARY PHRASE USAGE

"per iodically"

This is an adverb that means "occasionally" and "from time to time."

You can use this to describe actions that happen more than once, but don't have a set 
timetable. This is quite a formal expression, so you won't see it in informal writing or hear it 
during conversation. In informal situations, people will use "occasionally."

For  example:

1. "The in-house newspaper is published periodically."

"collect ion"

This is a noun that means "a group of things." It's not used for a group that has randomly 
come together, but for a group that has been assembled.

You can use this for any type of collection, such as fashion, stamps, records, and so on.

There is also a verb "to collect," which means the action of gathering things together.

For  example:

1. "We went to the art museum to see a collection of Picasso's paintings."

GRAMMAR



ENGLI S HCLAS S 101.COM  AMERI CAN BUS I NES S  ENGLI S H FOR BEGI NNERS  S 1 #21 - GI VI NG A GI FT I N AN AMERI CAN BUS I NES S  S ETTI NG 4

The  Focus Of  This Lesson Is How t o Handle  a Gift  in a Business Context  
 

"Please  accept  t his gift  from Green 

1. How t o Give  Gift s 
 

It's not unusual to give gifts in a business context. The gifts may be small, such as a few 
samples or branded stationery, or they might be larger and more expensive, such as 
entertainment tickets. Some companies have rules where employees can't receive gifts, and 
others have rules against receiving gifts at all. So you may need to ask your client if they can 
receive gifts. You can do this using the sentence patterns "Can you...?" and "Is/Are there...?"

Examples:

1. "Can you accept gifts?"

2. "Is there a rule against you receiving gifts?"

3. "Are there any rules about the type of gifts you can receive?"

In question 2 and 3, it would be okay to use either "Is there...?" or "Are there...?," just make 
sure that you use the singular "rule" with "Is there...?" and the plural "rules" with "Are there...?"

Now that you've determined that gifts are okay and you've chosen your gift, you have to give 
the gift. Like when giving gifts to friends and family, make sure you give your gift at an 
appropriate time. Don't give your gift to a client in a public setting with people who aren't 
getting gifts. It's best to give the gifts at the start of a private meeting, although if the gift is 
just samples of your products, you could hold off until you start discussing the products.

Here are some phrases you can use when you give the gifts.

Examples:

1. "Here is a token of my appreciation."

2. "Here is a gift to say thank you for your business."

3. "I have a small gift for you."

Examples 1 and 2 are very formal and polite. Example 3 isn't as formal, but by saying the gift 
is "small," we're being humble so it comes across as polite.

Depending on the gift, you might want to explain a little about it. A common thing to say is 
where the gift is from - this can mean the country or city it was made in, or the company that 
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made it. You can also use "from" if you are giving a gift on behalf of someone else.

Examples:

1. "These cookies are from Canada."

2. "This bag is from XYZ store."

3. "This gift is from the CEO."

4. "Please accept this gift from ABC Company."

2. How t o Receive  Gift s 
 

If you're given a gift by a business partner, then like with any gift, you should show your 
gratitude by saying "thank you."

Here are some formal and polite ways to thank someone for their gift.

Examples:

1. "Thank you for the kind gift."

2. "Thank you for such a thoughtful gift."

3. "Thank you, it's much appreciated."

4. "Thank you, you shouldn't have."

If the present is wrapped and time is limited, you may not be able to open it immediately after 
receiving it. If that's the case, you should tell the giver.

Examples:

1. "I look forward to opening it later."

2. "We don't have much time, so I'll open it later, thank you."

If you do open the present, or it is in a bag and you can take a quick look, then you should 
make a comment about the gift. Sound happy and thankful, even if you don't like or want the 
present!

Examples:
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1. "Wow, you shouldn't have!"

2. "That looks amazing, thank you!"

3. "I like the pattern!"

Examples from t he  dialogue:

1. "Thank you. That is very kind of you."

Sample  Sentences 
 

1. "Here is a small gift to show our appreciation."

2. "Thank you, that's very kind of you."

CULTURAL INSIGHT

Business gift s in t he  U.S. 
 

Business gifts aren't something that are given every day, but they are pretty common. There 
are several things to consider before you give a gift, however. The first is that you are giving 
everyone a gift. If you're giving them to employees, try to include everyone, and if you're 
giving them to clients, don't think that other clients won't find out. Try to include everyone. If 
possible, give personalized gifts instead of general ones, and don't give gifts that require the 
receiver to spend extra money. Vouchers for free golf lessons are a good gift, but not if the 
receiver has to pay to join the golf club first. Another thing to consider is whether the 
recipient can receive the gifts. Some employees aren't allowed to or are only allowed to 
receive gifts under a certain amount of money. Do your research before buying any gifts!

Useful expression

1. "Here is a small gift to thank you for your business."
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AMERICAN ENGLISH

1. RECEPTIONIST: I'm sorry, Mrs. Smith is not coming to the office today.

2. LINDA: I see. Can I leave a message with you?

3. RECEPTIONIST: Yes, go ahead.

4. LINDA: Please tell her that the consultant has sent the results and that she 
should get in contact with him.

5. RECEPTIONIST: The consultant has sent the results? Okay, I'll get in contact with 
Mrs. Smith and tell her.

6. LINDA: Thank you. I'll check in again tomorrow.

VOCABULARY

Vocabulary English Class

to come (American)
to move or go towards a 
place near the speaker verb

to leave (American) to go away from a place verb

message (American)

a verbal or written 
communication usually left 

for somebody who isn't 
present

noun

consultant (American)
one who gives professional 

advice noun

result (American) the outcome of something noun

contact (American) communication, connection noun

to contact (American)
to communicate with 

someone verb

SAMPLE SENTENCES
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I know you don't want me to come to the 
party.

 

It's time for me to leave.
 

He has already left.
 

I left a message on the client’s answering 
machine.

 

They hired a consultant to look at their 
image.

 

I am nervous about my exam results.
 

We have been in contact for three years.
 

I might need to contact you.
 

VOCABULARY PHRASE USAGE

"message"

This is a noun, and it covers all types of communication that is made for someone who isn't 
present.

Types of messages include ones left on answering machines, short notes, and 
communication sent via text.

"Message" is also a verb, and means to communicate with someone, usually by phone or 
email. "I messaged him."

For  example:

1. "Can you pass this message on for me, please?"

"result s"

This is a noun, and means information obtained through a scientific method.

It is used in many circumstances. If you have any medical tests done, then the information 
they produce will be the "results." You also hear this word in business a lot, as people will talk 
about the "results" of a promotion or advertising campaign.
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For  example:

1. "If you work hard, you'll see good results."

GRAMMAR

The  Focus Of  This Lesson Is How t o Leave  a Message  
 

"I see. Can I leave  a message  with you?" 
 

1. How t o Leave  a Message  
 

When making phone calls, it's likely that at some point you will call someone who is not 
there. In this case you can call back, or you may be able to leave a message, either with 
someone else, or an answering machine. If you decide to leave a message, the message you 
leave may differ depending on whether it is a person or a machine.

If the person you're talking to doesn't offer to take a message immediately, you should ask if 
they can.

Examples.

1. "Can I leave a message with you?"

2. "Can you take a message for me?"

If it's a machine, you have to remember that you only have a limited time to speak. Also, 
although the phone number and answering machine may be for one person only, it's always 
possible that someone else could hear it, so don't say any private or sensitive information. 
Try to be quick and keep things general.

Information to leave

1. Name

2. Company

3. Reason for calling

4. Call backs
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You can keep 3, your reason for calling, very general. You can use the following phrases.

Examples.

1. "I'm calling to follow up on what we talked about yesterday."

2. "I need to speak to you about the new contract."

3. "I'm checking on the new deal."

As you can tell, these sentences are not as formal as some other sentences we've seen. With 
phone messages, people are likely to use verbs such as "to chase" and "to check." These are 
ways to say what you're calling about, without being specific.

If you want a call back, and there are times you aren't available, you should say in the 
message.

Examples

1. "If you can give me a call back, I'm free after three p.m."

2. "I'd appreciate a call some time tomorrow."

3. "If you can, can you call me back tomorrow morning?"

If you don't need a call back, because you will contact them again, you should say that, too. 
These sentences should be in future tense, as it's something you will do in the future.

[I will] + [act ion]

Examples

1. "I'll call you again later."

2. "I'll send you an email."

3. "I'll try you again this afternoon."

2. How t o Take  a Message  
 

The information that you give to a human is similar, but you don't have the time constraints. 
Despite this, the message should still be short and to the point. If you're the one taking the 
message, you should make sure you get the relevant information.
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First, ask if the caller/visitor wants to leave a message.

Examples

1. "Can I take a message?"

2. "Do you want to leave a message?"

3. "Shall I take a message?"

After they say "yes," get your pen and paper ready. When taking a message, you only need to 
make notes. Don't worry about writing complete sentences. If you didn't understand what 
someone said for any reason, you can use some of the phrases in Lesson 2 to ask them to 
repeat themselves.

Some phrases that we didn't learn in Lesson 2 that might come in handy involve asking the 
caller to spell their name or their company name. Sometimes names can be unusual, so 
asking for the spelling is the best idea.

Examples

1. "How do you spell that?"

2. "Can you spell that for me?"

3. "Let me just check the spelling of that."

Examples from t he  dialogue:

1. "Please tell her that the consultant has sent the results and that she should get in 
contact with him."

2. "The consultant has sent the results? Okay, I'll get in contact with Mrs. Smith and 
tell her."

Sample  Sentences 
 

1. "Can you take a message for me?"

2. "Can you call me back before tomorrow?"

3. "What's the spelling of that?"

CULTURAL INSIGHT
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Leaving a message  
 

It's common to call someone and for them not to be there. If this is the case you have two 
choices - you can call back, or you can leave a message. Messages are usually short and to 
the point, and you should leave your name and company name. Often, a short summary of 
why you are calling is a good idea, too. You can also say when you're available for a 
callback. If you say that it is urgent, or the person you're calling knows that it is urgent, then 
you will get a call back faster. The other person will call you back when they can, so if you 
call at the end of the day, you might not get a call back until the next morning. Likewise, if 
you call during lunch time, you might not get a call back until later that afternoon.

Useful expression

1. "This is Mr. Baker from the ABC company. I'm calling about the Redford deal, can 
you get him to call me back later this afternoon?"
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AMERICAN ENGLISH

1. LINDA: Do you have any plans for tomorrow night?

2. THOMAS GRAY: No, I'm free.

3. LINDA: After work, all of our co-workers will have dinner at a new 
restaurant. Do you want to join us?

4. THOMAS GRAY: Sure, I'd love to.

5. LINDA: Good! I'll send you a message with the address and other details.

6. THOMAS GRAY: That would be great, thanks.

7. LINDA: You're welcome!

VOCABULARY

Vocabulary English Class

plans (American) something you intend to do noun

free (American)
having no commitments or 

plans adjective

co-workers (American)
the people you work with in 

your company noun

to join (American) to connect, become a part of verb

sure (American)
having no doubt about 

something adjective

address (American)
a description of the location 

of a place noun

other (American)
not the specified object, a 

different one noun

SAMPLE SENTENCES
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I have plans for next Saturday.
 

I'm busy on Saturday, but I’m free on 
Sunday.

 

My co-workers are very nice and friendly.
 

Do you want to join?
 

Are you sure you don't want to come in?
 

Do you have the address of the office?
 

Have you heard from the other office?
 

VOCABULARY PHRASE USAGE

"plans"

This is a noun that means "a proposal for doing something." It can be used with friends or 
co-workers to see if they have anything scheduled for a certain time.

We usually use the plural "plans," instead of the singular "plan," even if only one thing is 
scheduled.

For  example:

1. "I'm not free on Sunday; I have plans."

"free"

This is an adjective, and can be used to say that you have nothing scheduled.

It can be used in any situation.

For  example:

1. "Let's meet for lunch tomorrow as I'm free all day."

GRAMMAR
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The  Focus Of  This Lesson Is How t o Accept  an Invit at ion 
 

"That  would be  great , t hanks." 
 

1. How t o Make  an Invit at ion 
 

Let's split this into two categories - formal invitations and informal invitations.

We make formal invitations for important events, such as weddings, and sometimes 
birthday parties. Formal invitations are usually written on invitation cards and the person 
we're inviting will also reply in writing. There is usually a deadline for them to RSVP (reply) by, 
and it's polite to reply even if you're declining.

If someone hasn't replied and it's getting close to the deadline, you can follow up their 
answer. Be polite, not demanding. It's best not to ask if they are coming directly, but instead 
ask indirectly.

Examples:

1. "Have you received my wedding invitation?"

2. "Did you get the invite to the company party?"

Asking if they've received it or not is a more polite way of following up. You will probably get a 
written reply shortly after, or if time is really running out, they might tell you verbally.

For informal invitations, we speak directly to the people we are inviting. Sometimes with big 
parties, you might tell a couple of people and ask them to spread the word to others, but you 
always ask at least some people.

If it's a party that you specifically are having, such as a birthday or housewarming party, you 
can use the phrases "I'm having..." or "I'm holding..." If it's a work party that you've 
organized, or you're just inviting people to it, then you can say "There is..."

Examples:

1. "I'm having a birthday party."

2. "I'm holding a housewarming party."

3. "There is a New Year's party."

4. "We're having a housewarming party."



ENGLI S HCLAS S 101.COM  AMERI CAN BUS I NES S  ENGLI S H FOR BEGI NNERS  S 1 #23 - OFFERI NG AN I NVI TATI ON 5

To say what day the party is, use the preposition "on." For time and place, use the 
preposition "at." In really informal invites, sometimes the prepositions are dropped.

Examples:

1. "I'm having a birthday party on Saturday at seven p.m. at the Italian restaurant 
across the street."

2. "I'm holding a housewarming party, Saturday, seven p.m., my place."

3. "There is a New Year's party at the office on Friday after work."

You may need to give some other bits of information.

Examples:

1. "There's no parking, so please come by public transportation."

2. "It's a black tie affair."

3. "Instead of presents, please make a donation to charity."

2. How t o Accept  an Invit at ion 
 

As stated earlier, with formal invitations that were made by in writing, you should reply back 
in writing. You can buy reply cards at stationery stores, and sometimes a reply card will be 
included in the invitation.

With informal invitations, you can just reply verbally. You should say thank you for the invite 
when you agree.

Examples:

1. "Sure, sounds great! Thank you"

2. "I'd love to, thanks."

3. "Thanks for inviting me. I'd love to come."

We will look at how to decline an invitation in a later lesson.

Examples from t he  dialogue:
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1. "After work, all of our co-workers will have dinner at a new restaurant. Do you want to 
join us?"

2. "Sure, I'd love to."

Sample  Sentences 
 

1. "Would you like to join us for something to eat?"

2. "I'm having a birthday party tomorrow."

3. "Thanks, I'd love to!"

CULTURAL INSIGHT

After  Work Gather ings Among Colleagues in t he  U.S. 
 

After work gatherings with co-workers aren't as common in the U.S. as in some countries, 
but they still happen. There are usually more organized events at Christmas and New Year's. 
Depending on the company, these can be formal, black tie events at nice hotels, or they can 
be more relaxed events at a restaurant or even in the office itself. There may also be events 
throughout the year. It's not unusual for a company to mark its anniversary with an event or 
to have a party to celebrate a successful year in April (the financial year runs from April to 
April). People may also invite their co-workers to personal events, such as weddings and 
birthdays. Some co-workers might go out for casual drinks on a Friday evening to only 
celebrate that another working week is done.

Useful expression

1. "The Christmas party will be held at the Hilton hotel this year."
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AMERICAN ENGLISH

1. THOMAS GRAY: I'm sorry to ask, Linda, but where are we meeting tonight?

2. LINDA: You can meet us at the restaurant.

3. THOMAS GRAY: Just to confirm, what time do we need to be there by?

4. LINDA: By seven p.m. It's the Thai restaurant right by the subway. Do you 
like spicy food?

5. THOMAS GRAY: Yes, I do. I love Thai cooking.

6. LINDA: It's a really good restaurant, so I'm sure you'll love it.

VOCABULARY

Vocabulary English Class

to ask (American)
to request something from 

someone verb

to meet (American)
to come into the presence of 

someone verb

subway (American) underground train in a city noun

to confirm (American)
to double check, to make 

sure verb

by (American) not later than preposition

cooking (American)
food prepared in a particular 

way noun

SAMPLE SENTENCES

I will only ask you one more time.
 

We are going to meet for coffee tomorrow.
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We caught the subway.
 

We confirmed the details over the phone.
 

Can you reply to my email by five p.m.?
 

I love Italian cooking.
 

VOCABULARY PHRASE USAGE

"subway"

"Subway" comes from the word "sub," which means to be in a lower position, and "way," 
which means "direction" or "route." Together, the word means a train line that runs 
underground.

You can use this in any situation.

For  example:

1. "I take the subway to work."

"to confirm"

This is a verb, and it means to double-check information that you believe to be correct. Both 
the past tense and past participle are "confirmed."

If it's information that you're not certain about, then you can use the verb "to check" instead.

For  example:

1. "Let me confirm the meeting details."

GRAMMAR

The  Focus Of  This Lesson Is How t o Ask About  Likes and Dislikes 
 

"By seven p.m. It 's t he  Thai restaurant  r ight  by t he  subway. Do you like  spicy 
food?" 
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1. How t o Ask About  Likes and Dislikes 
 

There are many occasions where might need to ask about someone's likes and dislikes. You 
might need to ask about food when planning a meal out, for example, and likes and dislikes 
are also good for small talk.

There are two main ways to ask about likes and dislikes. The first is to ask about one thing.

[Do you like] + [noun]

Examples:

1. "Do you like pizza?"

2. "Do you like football?"

3. "Do you like sports?"

The other way is to ask about a topic, such as sports, food, or animals.

[What ] + [group] + [do you like?]

[Which] + [group] + [do you like?]

You use "which" when you asking someone to chose from a set group of options. For 
example, there are four seasons, so we would say "Which season do you like?" as there are 
only four answers. However, we say "What food do you like?" as there are too many answers 
to count. Most of the time, you will use "What...?"

Examples:

1. "What sport do you like?"

2. "What color do you like?"

3. "Which football team do you like?"

You can also ask for a preference between two options.

[Which do you like] + [opt ion A] or  [opt ion B]

Examples:

1. "Which do you like, Italian food or Chinese food?"



ENGLI S HCLAS S 101.COM  AMERI CAN BUS I NES S  ENGLI S H FOR BEGI NNERS  S 1 #24  - MAKI NG S MALL TALK I N ENGLI S H 5

2. "Which do you like, summer or winter?"

3. "Which do you like, pizza or pasta?"

A more informal way of asking about likes and dislikes is to say "How do you feel about...?"

Examples:

1. How do you feel about pizza?

2. How do you feel about the Yankees?

You can also use this phrase to ask for opinions.

2. How t o Express Likes and Dislikes 
 

If someone asks you what you like, you can answer using these phrases.

[I like] + [noun]

[I don't  like] + [noun]

Examples:

1. "I like football."

2. "I like blue."

3. "I don't like Chinese food."

You can give more details using this phrase:

[I t hink t hat ] + [noun] + [is] + [adject ive]

[I t hink t hat ] + [noun] + [is not ] + [adject ive]

Examples:

1. "I think that football is exciting."

2. "I think that blue is relaxing."

3. "I think that Chinese food isn't good."
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Examples from t he  dialogue:

1. "Yes, I do. I love Thai cooking."

Sample  Sentences 
 

1. "Do you like animals?"

2. "Yes, I do. I like cats."

CULTURAL INSIGHT

Small t alk 
 

In business, you have to talk to people all the time and it won't be long before you have to do 
some small talk. Safe small talk topics with strangers are things such as the weather. If you 
know a little more about the person, then you can ask about sports or TV, if you know they 
have an interest, or general questions and comments about their family. Sometimes, small 
talk can seem like a chore and a waste of time, but if you can talk with a client and remember 
their answers next time you speak to them, it will build a good relationship.

Useful expression

1. "The weather has been so crazy lately, hasn't it?"
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AMERICAN ENGLISH

1. LINDA: Do you have time tonight? We're having a little party for Mr. 
Handerson.

2. JOHN SULLIVAN: I'm really sorry, but I have another commitment tonight.

3. LINDA: I see, don't worry, maybe some other time

4. JOHN SULLIVAN: I won't miss it next time. Have a nice evening.

5. LINDA: We will, thank you.

VOCABULARY

Vocabulary English Class

time (American)
time as measured in hours 

and minutes noun

party (American)
a social get together, often 

to celebrate something noun

another (American) one in addition adjective

commitment (American) something you agreed to do noun

to worry (American)
to feel concerned about 

something verb

to see (American) to be aware of verb

SAMPLE SENTENCES

What time is your play?
 

I'm having a birthday party on Sunday.
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He doesn't deserve another chance.
 

I made a commitment and will see it 
through.

 

You don't need to worry about the spill. I'll 
clean it up.

 

I see the problem.
 

VOCABULARY PHRASE USAGE

"commitment "

This is a noun that means to have an already existing obligation or plan.

This is slightly formal.

You often hear the word "commitment" paired with the word "prior," in the phrase "prior 
commitments." This is used to say that you have have an already existing plan for that time.

For  example:

1. "If you don't have any prior commitments, please join us on Sunday."

"some  other  t ime"

This phrase is made of three words. The first is the determiner "some," which means some 
unspecified amount. The next word is "other," which is an adjective that means some time or 
object that isn't the one already spoken about.

We use this phrase to say that we can't do something at the time in question, but could at a 
different time. It's used a lot when invitations are declined.

For  example:

1. "I'm busy on Sunday, so maybe some other time."

GRAMMAR

The  Focus Of  This Lesson Is Polit ely Declining an Invit at ion 
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"I'm really sorry, but  I have  another  commitment  t onight ." 
 

1. How t o Decline  an Invit at ion 
 

In the last lesson we learned how to make and accept an invitation. Now, we'll learn how to 
decline an invitation. The main thing to remember is that you should always be polite and 
thankful for the request, and also show a little regret that you can't accept. We'll look at 
showing regret later in this lesson, but first, let's look at politely declining.

As always, you should say "thank you." In polite and formal situations, like the business 
world, you really cannot say "thank you" enough!

Here are some phrases you can use to say "thank you" and then decline.

Examples:

1. "Thank you for the kind invite, but I can't attend."

2. "It's very kind of you to invite me, but I'm unable to attend."

3. "Thanks for the invite, but I can't make it."

Number three is the most informal of the examples, and would still be okay to use in most 
situations.

If you just say one of those examples, despite them being polite, it will be seen as rude, since 
you haven't given a reason for why you can't attend. You don't have to give a specific 
reason, but you should say something. The most common reason is that you are already 
busy on that date.

Examples:

1. "I already have plans."

2. "I'm already doing something that day."

3. "I have prior commitments."

4. "I'm busy."

If you don't want to go to the event or party, you shouldn't say that, as it's rude. Instead, it's 
common to use these reasons and say you're busy, even if you're not.

2. How t o Express Regret  
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After saying that you can't go, you should express regret that you can't go. Even if you don't 
want to go, you should do this! A common way to express regret is to suggest you do 
something at a different time.

Here are some phrases you can use.

Examples:

1. "Sorry, I can't make it, maybe next time."

2. "Some other time, maybe."

3. "I hope you all have a great time!"

4. "Sounds like it'll be great, I'm sad to miss it."

Example  from t he  dialogue:

1. "I won't miss it next time. Have a nice evening."

Sample  Sentences 
 

1. "It's very kind of you to invite me, but I can't make it."

2. "I have plans already."

3. "I wish I could go!"

CULTURAL INSIGHT

Team building act ivit ies 
 

Team building activities are becoming increasingly popular in American business. These are 
activities that employees of a company do together, usually away from the office. There are 
many companies that run team building activities. These can include treasure hunts, 
building activities, tabletop games, and hiking.

Useful expression
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1. "There is a circus-based team building activity scheduled for June."



©2016 Innovative Language Learning, LLC (P)2015 Innovative 
Language Learning, LLC presented by japanesepod101.com

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

12 

Intro

Introducing Yourself in an American Business 

Meeting

Asking Someone to Repeat Their Name in English

Introducing Your Boss to a Client in English

Greeting Your Co-worker in the Morning

Expressing Your Opinion in English

Going Out to Meet Clients in the United States

Planning an English Business Meeting

Leaving Your Office at the End of the Day

The Last Day Before a Holiday in an American 

Office

Asking for Simple Business Information in English

Asking for Information About American Office 

Procedures

Asking for Help in a Difficult American Business 

Situation

13 

14 

15 

16 

17 

18 

19 

20 

21 

22 

23 

24 

25 

How to Ask For a Specific Person on the Phone 

in English

Apologizing When You Forget Something in the 

United States

Interrupting and Suggesting Alternatives in English

Asking For Time Off Work in English

Explaining an Absence from the Office in English

Apologies in an American Business Setting

Arriving to an Appointment and Notifying the 

Receptionist

Asking for Directions at an Office

Giving a Gift in an American Business Setting

Leaving a Message for a Colleague

Offering an Invitation

Making Small Talk in English

Politely Declining an Invitation in English

https://www.englishclass101.com?src=pdf_business_audiobook_pdf_logo&utm_medium=pdf_logo&utm_content=pdf_logo&utm_campaign=business_audiobook&utm_term=(not-set)&utm_source=pdf&utm_source=pdf

	TEMPLATE
	BAEFB_S1L1_070317_eclass101
	BAEFB_S1L2_071717_eclass101
	BAEFB_S1L3_073117_eclass101
	BAEFB_S1L4_081417_eclass101
	BAEFB_S1L5_082817_eclass101
	BAEFB_S1L6_091117_eclass101
	BAEFB_S1L7_092517_eclass101
	BAEFB_S1L8_100917_eclass101
	BAEFB_S1L9_102317_eclass101
	BAEFB_S1L10_110617_eclass101
	BAEFB_S1L11_112017_eclass101
	BAEFB_S1L12_120417_eclass101
	BAEFB_S1L13_121817_eclass101
	BAEFB_S1L14_010818_eclass101
	BAEFB_S1L15_012218_eclass101
	BAEFB_S1L16_020518_eclass101
	BAEFB_S1L17_021918_eclass101
	BAEFB_S1L18_030518_eclass101
	BAEFB_S1L19_031918_eclass101
	BAEFB_S1L20_040218_eclass101
	BAEFB_S1L21_041618_eclass101
	BAEFB_S1L22_043018_eclass101
	BAEFB_S1L23_051418_eclass101
	BAEFB_S1L24_052818_eclass101
	BAEFB_S1L25_061118_eclass101



