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Why business verbs?

Do you need English in your business? Do you
need a lot of special English words? Do you
think to yourself — Where can I find out what
these words are?

Business is about action, and many of the
words associated with business are verbs. If
you learn all the verbs in the Penguin Quick
Guide to Business English Verbs you will be well
on the way to communicating effectively
through English in business situations. And
there are two other business books in the
series — Business English Words and Business
English Phrases.




What’s in this book?

This book contains over three hundred very
useful business verbs. Each chapter presents
these verbs under familiar business topic
headings. The Review page at the end of each
chapter tests your understanding. Answers to
these questions are in the Answers section at

the back of the book.

All the verbs in the book are also listed in the
Business Verbs Index.

Why is this book called a Quick Guide?

Because it guides you quickly to the most
important words for you. And because you



can learn all these words in a short time.
Spend ten minutes each day with this book —
and see how quickly you learn.

Here is one way of working with the book.

» Choose a relevant chapter. For example,
Staying in touch presents important verbs
for communicating by phone, fax, e-mail
and post. This chapter is probably useful for
everyone. Read the chapter. How many of
the business verbs do you understand?

» Answer the questions in the Review at the
end of the chapter. Then go to the Answers
section. Were you right?

+ Now go to the Business Verbs Index. Write
the words in your language.







No, I can’t
transfer
you!

On the phone




K\Io, I’'m sorry, I can’t put you \
through to Mrs Porter. I can't

connect you to anyone ...

No, I'm afraid you can’t hold
on ...

No, she won't call you back. She
can’t ring you back and nobody
is going to return your call ...

And no, I can’t transfer you to
another line ...

Why not? Because Mrs Porter
doesn’t work here. In fact,

nobody works here ... YOUVE
\.GOT THE WRONG NUMBER! /

put
through

connect
hold (on)
call (back)

ring
(back)

return (a
call)

transfer




By e-mai

Hi John,

IR
s

1 found the report that you attached |
attach | | to your e-mail when ] loggedonto |

faran

log on my computer this morning. 1 thought
the report was great. I wanted to

save | | keep it, so I tried to save 1t to my
hard disk. Unfortunately, I clicked |
on the wrong button and 1 deleted
delete it instead! I tried to undo the
undo command, but that didn’t work. S0
I searched for it, but it just wasn't

there. Could you send 1t again’

Many thanks,
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I searched
for 1t, but
it wasn't
there.

sannnn
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With one click
of the mouse,
Uncle Raymond
wiped his
entire life!




Dear Rita,

@
I’'m pleased you liked the report __
— but I'm afraid 1t wasn’t mine.
Caroline wrote it and e-mailed |
it to me. I forwarded it to you e-mail
because I thought you’d be

interested. However, there’s .| forward
some bad news. When I tried to
call it up just now I found that |
it had been wiped from my
computer too — it was gone! . | print
But don’t worry — I printeda |

copy betore that happened so
I'll post it to you.
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mail
wrap
deliver
courier

receive

BV DOSt

Who needs e-mail? If I want to
send a message to someone, I write
a letter, put a stamp on it and mail
it. It’s simple and cheap.

If I've got a package, I wrap it and
ask the post office to deliver it for
me. You can’t do that with e-mail,
can you? And if it’s urgent [ get a
motorbike rider to courier it for
me. Then I know for sure it will be
received safely. So I'll stay with
snail mail, thank you very much.






