(][

LANGUAGE TESTS

HANDBOOK

ENGLISH BUSINESS

D



All rights reserved; no part of this publication may be reproduced, stored in a retrieval system, or
transmitted in any form or by means, electronic, mechanical, photocopying, recording, or otherwise,
without the prior written permission of the Publishers.

Published by telc GmbH, Frankfurt am Main, Germany
All rights reserved

© 2012 by telc GmbH, Frankfurt am Main

Printed in Germany

ISBN: 978-3-86375-037-4

Order Number: 1165-LZB-010101



AAAAAAAAAAAAA

HANDBOOK

ENGLISH BUSINESS

A2:b]



Contents

O Introduction

1 Target Audience

2 Test Specifications

3 Inventories

3.1 Inventory T - Topics

3.2 Inventory V — Vocabulary

23
23
25

HANDBOOK ENGLISH BUSINESS tele A2-B1



Introduction

telc English A2-B1 Business is a standardised dual-level examination which measures language
competence over two levels of the Common European Framework of Reference for Languages (CEFR)
using a task-based, communicative approach. The examination is particularly aimed at adult language
learners who need English for their job.

The telc English A2 -B1Business Handbook has been developed to complement the telc A2-B1 Hand-
book by giving more detailed information on the special aspects of this work-oriented examination, such
as the suitability of topics and vocabulary for the target group.

The telc English A2-B1 Business format has been carefully developed to assess a precise combination
of competencies at levels A2 and B1 within one single examination. The CEFR describes learners at

A2 level as basic users (Waystage) and at B1 as independent users (Threshold Level). The dual-level
test measures and certifies which of the two possible competence levels being tested has been reached.
Upon completion of the test, candidates receive a breakdown of their skills for each of the separate
areas of reading/listening, writing, and speaking, together with the overall level achieved: A2 or B1.

The importance of a telc Certificate as an extra qualification which reaches beyond what is documented
on a school report is particularly clear in the context of the workplace. Employers need to know whether
applicants for positions in their company have the language competences needed in their everyday
professional life or in today’s international business world, not what they may have achieved at school.
An internationally-recognised telc English Business Certificate documents that the holder has the
linguistic, interpersonal and social skills that they need in order to become effective communicators

in a work-related situation. telc does not test specific content or knowledge, e. g. of accountancy or
economics. Instead, the examinations reflect a range of tasks and situations which correspond to typical
work processes in a variety of jobs and fields.

In particular, the dual-level examination is ideal for in-company training groups in which the participants
have achieved varying levels of competence. The company language trainer may decide for pedagogical
reasons that all the language learners should be given the opportunity to take an examination. And if
part of the group is deemed good enough to achieve B1 and another part is still at A2 level, the whole
group can take the same exam, and each person will have his or her competence assessed and certified.
Thus all participants have the chance to successfully complete the examination, which is especially
encouraging and motivating for mixed-ability groups of learners. Finally the company receives an
up-to-date feedback on the employees’ skills in English.

Another advantage of the telc English A2-B1 Business exam is that the language learners are
stimulated and motivated when working toward their self-set goals. A telc language certificate makes
their achievement palpable, and they know that this qualification will be regarded favourably by their
present or future employers.
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Target Audience

The telc English A2 -B1 Business examination is intended for adults who:

wish to demonstrate their current language skills or perhaps demonstrate those which they
remember from their time at school.

are uncertain about their true language level or who have mixed language skills in the various
areas.

wish to certify their language abilities and thereby achieve their personal or professional goals.
wish to demonstrate their own experiences in daily life and work-related activities.

wish to demonstrate that they have the linguistic skills needed to attain an internationally
recognised documentation of their achievements.

wish to show their initiative for additional language learning and personal development.

telc English A2-B1 Business measures language competence at levels A2 and B1 of the Common
European Framework of Reference for Languages. Level A demonstrates the skills needed for basic
language usage and level B demonstrates the skills needed for independent language usage.

Candidates at level B1 can

understand the main points in work-related situations, public announcements and radio
announcements,

extract important details from newspaper texts, statistics and various standard documents,
write cohesive formal or semi-formal correspondence such as letters or emails,

lead a simple, direct conversation about work-related and everyday topics, state their opinion and
react appropriately to the opinion of their partner in conversation,

report about things, make suggestions or arrangements.

Candidates at level A2 can

understand the most important information in work-related conversations, short announcements
on the radio and telephone messages,

extract the most important information from short newspaper texts, everyday announcements
and public signs,

fillin standard forms in shops, banks, offices, etc.
write notes related to their own surroundings,
ask and answer informative questions in conversations about everyday and work-related topics,

agree upon things in daily conversations.
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Test Specifications

2 Test Specifications

Overview of the Test Format

telc English A2-B1 Business consists of four subtests:

Subtest Time

Listening 25 minutes
Reading 45 minutes
Writing 30 minutes
Speaking approx. 16 minutes

The subtests are divided into parts, as follows:

Written Examination

Subtest Listening

Part 1 Understanding voice mail messages:
= 4 multiple-choice items

= Listening for detail

Part 2 Understanding short public announcements:
= b multiple-choice items

= Listening for gist and listening for detail

Part 3 Understanding conversations in work-related situations:
= 4 true/false items and 4 multiple-choice items

= Listening for gist and listening for detail

Part 4 Understanding different opinions about a topic:

= 3 matching items

= Listening for gist
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Test Specifications

Subtest Reading

Part 1 Understanding lists of information in catalogues, on the Internet, etc.:
= 5 multiple-choice items
= Selective reading and reading for detail
Part 2 Understanding basic and specific questions and answers from an Internet forum:
= b5 matching items
= Selective reading
Part 3 Understanding information from press releases and formal announcements:
= 3 true/false items and 3 multiple-choice items
= Reading for gist and reading for detail
Part 4 Understanding informational brochures:
= 3 true/false items
= Selective reading
Part 5 Understanding text logic, grammatical structures and vocabulary:
= 6 multiple-choice items
= Completing a letter
Subtest Writing

Writing semi-formal emails

= 1 writing task (out of a choice of two)
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Test Specifications

Oral Examination

The candidates for the Oral Examination are generally examined in pairs, with two examiners assessing
each pair of candidates.

Subtest Speaking

Part 1A Talking about oneself:
= Monologue

= Task sheet with guiding points

Part 1B Answering follow-up questions:
= Dialogue with the examiner

= Examiner questions

Part 2A  Talking about experiences:
= Monologue

= Task sheet with pictures

Part 2B Answering follow-up questions:
= Dialogue with the examiner

= Examiner questions

Part 3 Solving a task:
= Dialogue with another candidate

= Task sheet with guiding points

The four subtests of the examination are explained in detail in the following sections.

For general examples of the task types, please refer to the A2-B1 Handbook. For work-related
examples of the task types, please refer to the A2:-B1 Business Mock Examination.
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Listening

Listening, Part 1

Test Specifications

In the first part of this subtest, the candidates can demonstrate their ability to understand important
details in voice mail messages spoken at a normal speed in a widely used standard variety of English.

Possible situations of language use reproduced by the task are:

= Listening to a message on an answering machine

= Understanding recorded messages on the telephone, e.g. messages from an official institution,
a service provider or a doctor’s office, etc.

= Understanding official loudspeaker announcements, e. g. at the station, at the airport,
in a department store, etc.

Structure Instructions
Example
Audio texts
ltems
Objective To assess the candidate’s ability to understand specific information in voice

mail messages

Intended operations

Listening for detail

Type of task

Multiple-choice items with three options

Number of items

Four (items 1-4)

Channel Text: spoken
Instructions and items: written
Type of text Monologue: voice mail messages, in business and work-related contexts

Nature of information

Work-related situations requiring some kind of concrete action by the
listener

Speakers Number of speakers: one per voice mail message
Text length 55-65 words per voice mail message
Test items = The candidate hears four voice mail messages.
= Each message is played once.
= For each message, there is one multiple-choice question with three
options. The task is to choose the correct statement for each message.
Only one option is correct.
Topics See Inventory T — Topics

Lexical Range

See Inventory V — Vocabulary

Level Vocabulary and grammar of the audio texts should be mostly at level A2.
The language of the items should not exceed level A2.
Weighting 1 point per item (O for incorrect response)
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Test Specifications

Listening, Part 2

In this part of the Listening subtest, the candidates can demonstrate their ability to understand the
global message as well as specific details of information heard on the radio and in public

announcements.

Information heard includes traffic news, weather forecasts, news of upcoming events, short news items,
flight information at the airport, announcements at train stations, etc. The weather and traffic news are
always represented in this task.

Structure Instructions
Audio texts
ltems
Objective To assess the candidate’s ability to understand general and specific

information in short public announcements

Intended operations

Listening for gist (item 5) and listening for detail (items 6-9)

Type of task

Multiple-choice items with three options

Number of items

Five (items 5-9)

Channel Text: spoken
Instructions and items: written
Type of text Monologue: announcements on the radio or over a public loudspeaker

Nature of information

Information on the radio, such as weather forecasts, company news, etc. or
public announcements at a trade fair, at the airport, etc.

Speakers Number of speakers: one per announcement
Text length 55-65 words per announcement
Test items = The candidate hears five public announcements.
= Each announcement is played once.
= For each announcement, there is one multiple-choice question with three
options. The task is to choose the correct statement for each announce-
ment. Only one option is correct.
Topics See Inventory T — Topics

Lexical Range

See Inventory V — Vocabulary

Level Vocabulary and grammar of the items and in the relevant parts of the texts
should be at level A2 or A2+ in some cases.
Weighting 1 point per item (O for incorrect response)
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Listening, Part 3

Test Specifications

This task aims to gauge the candidate’s ability to follow conversations held at normal speed in a public
context. In each dialogue presented here, both the ability to grasp the essence of the situation and the
ability to understand details of the conversation are tested.

The task reproduces situations of language use in which learners want to follow everyday conversations,
both in personal and in work-related contexts, e. g. at an official institution or at work.

Structure Instructions
Example
Audio texts
ltems
Objective To assess the candidate’s ability to understand the gist of conversations and

the necessary specific details

Intended operations

Listening for gist (items 10, 12, 14 and 16) and listening for detail (items 11,
13, 15, and 17)

Type of task

Four true/false items and four multiple-choice items with three options

Number of items

Eight (items 10-17)

Channel Text: spoken
Instructions and items: written
Type of text Dialogues: conversations in personal and work-related contexts

Nature of information

The conversations can take place between two people meeting in person or
talking to each other on the telephone: colleagues, job applicant and
interviewer, business partners, etc.

Speakers

Number of speakers: two per conversation

Text length

130-140 words per conversation

Test items

= The candidate hears four conversations.
= Each conversation is played once.

= For each conversation, there are two items: a true/false question and a
multiple-choice question. The task is to decide whether the statement for
each conversation is true or false according to what is said and also to
choose the correct answer from three options. Only one option is correct.

Topics

See Inventory T —Topics

Lexical Range

See Inventory V — Vocabulary

Level The vocabulary and grammar in the texts and items may range between
levels A2 and BT.
Weighting 1 point per item (O for incorrect response)

HANDBOOK ENGLISH BUSINESS tele A2-B1



Test Specifications

Listening, Part 4

This task is aimed at testing the candidates’ ability to follow radio programmes of medium length dealing
with everyday topics. They hear statements spoken by people who have been asked their opinion on a
particular topic which a presenter has briefly introduced at the beginning of the programme. The
candidates have to decide which of the short statements provided sums up each of the speakers’

opinions accurately.

Structure Instructions
Example
Audio texts
ltems
Objective To assess the candidate’s ability to understand different opinions about a

work-related topic

Intended operations

Listening for gist

Type of task

Matching items

Number of items

Three (items 18-20)

Channel Text: spoken
Instructions and items: written
Type of text Monologue: Radio programme with people stating their opinions on a

particular topic.

Nature of information

Short statements reflecting the speakers’ feelings, attitudes or opinions
about a particular topic.

Speakers

Number of speakers: one per statement (five altogether, including the
presenter)

Text length

350-400 words in total

Test items

= The candidate hears a radio programme with four people giving their
opinion on a topic.

= The recording is played once.
= Each item is a short statement (one sentence).

= There are a total of six statements: three items, two distractors and one
example.

= The task is to identify the items that correctly summarise the comments
made by three speakers.

Topics

See Inventory T — Topics

Lexical Range

See Inventory V — Vocabulary

Level

The language in both the texts and the items should be at level B1

Weighting

1 point per item (O for incorrect response)
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Test Specifications

Reading

Reading, Part 1

The task is concerned with reading to select required information. Thus it is a question of spotting
relevant information in a medium-sized list without having to read and understand the whole list. Possible
situations of language use reproduced in this task include:

= Travellers to a foreign country needing orientation in a shopping centre turn to the store guide
written in English.

= Readers who would like to find specific information look quickly through English websites,
catalogues or other printed matter.

Structure Instructions (have to be adapted to the situation chosen)
Example
Text
ltems

Objective To assess the candidate’s ability to locate relevant information in a listed
format

Intended operations Selective reading and reading for detail

Type of task Multiple-choice items with three options

Number of items Five (items 21-25)

Channel Written

Type of text Authentic or semi-authentic signs and lists sorted into several sections

Nature of information Lists and signs at trade shows, conferences, airports, in catalogues, on the
Internet, etc.

Text length 100-120 words in total

Test items The task is to find the appropriate entry in the given list for each of five
situations. For each situation, there is one multiple-choice item with three
options. Only one option is correct.

Topics See Inventory T — Topics

Lexical Range See Inventory V — Vocabulary

Level The language of the relevant parts should be mostly at level A2.

Weighting 1 point per item (O for incorrect response)
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Test Specifications

Reading, Part 2

The aim of this task is to test the candidate’s ability to grasp the main content of entries in Internet
forums, and subsequently to read those texts which are relevant for the required solutions and to

understand them in detail.

The situation of language use which this task reproduces is relevant for people who wish to use the
Internet to research questions of interest to them, eliciting information and advice from Internet forum

messages.
Structure Instructions
Texts
ltems
Objective To assess the candidate’s ability to understand relevant questions and

answers from an Internet forum

Intended operations

Selective reading

Type of task Matching items

Number of items Five (items 26-30)

Channel Written

Type of text Messages posted on an Internet discussion forum.

Nature of information

Questions and answers about issues in a business context: work, travel,
colleagues, etc.

Text length Approximately 500 words in total

Test items The task is to identify which item matches which text, and which item has no
match.

Topics See Inventory T — Topics

Lexical Range

See Inventory V — Vocabulary

Level The vocabulary and grammar in the texts and items may range between
levels A2 and B1
Weighting 1 point per item (O for incorrect response)
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Test Specifications

Reading, Part 3

In this task candidates can demonstrate that they are able to deal with different text types. They are
required first to understand the gist of varying short texts and subsequently the details pertaining to the
solution of the corresponding items. The texts diverge from one another by narrowing down their target
readership: The first text is an informative and promotional one aimed at a wider audience, the second

one is a newsletter for a select readership united by a common interest, and the third a formal email
directed at one individual. The texts may be relevant in a work or a tourist context.

Structure Instructions
Texts
ltems
Objective To assess the candidate’s ability to understand the gist of formal or semi-

formal texts and in addition specific details contained in them

Intended operations

Reading for gist and selective reading

Type of task

True/false items and multiple-choice items with three options

Number of items

Six (items 31-36)

Channel

Written

Type of text

The candidate has to read three texts:
Text 1: Advertising material

Text 2: Internet newsletter

Text 3: Official email

Nature of information

Business related activities, buying and selling, office procedures, public
services, etc.

Text length

100-120 words per text

Test items

There are two items for each text: one true/false item and one multiple-
choice item.

For each text, the task is to decide whether the statement is true or false
and to choose the correct answer from three options. Only one option is
correct.

Topics

See Inventory T — Topics

Lexical Range

See Inventory V — Vocabulary

Level The vocabulary and grammar in the texts and items may range between
levels A2 and B1.
Weighting 1 point per item (O for incorrect response)
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Test Specifications

Reading, Part 4

In this task, candidates are required to demonstrate that they are able to read a medium-sized text with
formal or technical features. The text deliberately contains some complex structures and language
elements that are above the level tested in the examination, in order to make the candidate tackle
language which might appear rather difficult. Possible situations of language use which the task
reproduces are finding and understanding relevant information in the instructions for taking medicine or
for the use of appliances, or in written agreements and similar documents.

Structure Instructions
Text
ltems

Objective To assess the candidate’s ability to understand relevant passages in
informational brochures

Intended operations Selective reading

Type of task True/false items

Number of items Three (items 37-39)

Channel Written

Type of text The candidate has to read a relatively long text that includes some complex
language and structures.

Nature of information Leaflets, instructional manuals, guarantees, regulations, contracts

Text length Approximately 250 words

Test items Each item is a short sentence (one statement).

The task is to decide whether the statements are true or false according to
what is said in the text.

Topics See Inventory T — Topics

Lexical Range See Inventory V = Vocabulary

Level All items should be level B1. In parts of the text that are not relevant for the
items, the vocabulary and language complexity may on occasion be above
level B1.

Weighting 1 point per item (O for incorrect response)
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Reading, Part 5

Test Specifications

This task bridges the gap between understanding a text and actively engaging with it. The candidates
are required to select lexical, grammatical and structural elements in order to complete a reading
passage. The text is a formal or semi-formal letter or email with the typical characteristics of the genre.

Structure Instructions
Example
Text
ltems
Objective To assess the candidate’s understanding of text logic, grammatical

structures and vocabulary in formal or semi-formal business correspondence

Intended operations

Completing a letter or email (gap-filling)

Type of task

Multiple-choice items with three options

Number of items

Six (items 40-45)

Channel

Written

Type of text

Short letter or email in a public or work-related context

Nature of information

Letters/emails of complaint, requests, reminders, etc.

Text length 70-100 words

Test items The task is to choose the correct word or phrase for each gap.
The items should not just test grammar and vocabulary, but also the
candidate’s contextual understanding of the communicative situation as a
whole.

Topics See Inventory T — Topics

Lexical Range

See Inventory V — Vocabulary

Level

The language for the text and items should be at level B1.

Weighting

1 point per item (O for incorrect response)
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Test Specifications

Details: Writing

Writing

In the Writing subtest, the candidates are put in a position to demonstrate their written communication
skills.

Candidates can choose one of two options. Each task consists of a brief description of a situation and
four jumbled guiding points. The candidates are expected to write a semi-formal email, appropriate in
content and form, based on the situation and the guiding points. They should address all four guiding
points in the order that they think is best.

Candidates are encouraged to demonstrate the best of their writing abilities, and the way in which they
do so will be reflected in the score they attain and the CEFR level they are deemed to have achieved.
While some candidates may take a concise approach that fully addresses the guiding points, others may
choose to elaborate on the required information. Both writing styles are equally acceptable, and for this
reason, no word count is specified.

Structure Instructions
Situation
Four guiding points

Objective To assess the candidate’s ability to communicate in writing
Intended operations Writing an email that is appropriate in content and form
Type of task Semi-formal email in everyday business situations

Number of writing tasks | One (out of a choice of two)

Channel Written

Input text Each task consists of a brief description of the situation and four guiding
points.

Nature of information Both situations should relate to an aspect of business life. These might

include emails to colleagues, clients, supervisors, business partners, etc.

Output text Short semi-formal email in a work-related context

Nature of information Candidates are expected to write an email based on the situation described.
In their email, they should cover all four guiding points. They may include
additional information related to the topic.

Topics See Inventory T — Topics

Lexical Range See Inventory V — Vocabulary

Level The input text should be at level A2.
Weighting B1: 16-20 points

A2: 7-14 points
Below A2: 0-6 points
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Speaking

Speaking, Part 1

Test Specifications

In this part of the Oral Examination, candidates can demonstrate their ability to give personal information
on topics such as family, place of residence, work, hobbies, etc.

In Part 1A, candidates are invited to talk about themselves. They receive a task sheet with several
guiding points which can be used as a source of inspiration.

In Part 1B, the examiner then asks each of the candidates follow-up questions based on the information

he or she has just given.

Structure Seven guiding points
Examiner questions
Objective To assess the candidate’s ability to give information about him-/herself

Intended operations

Talking about oneself and answering follow-up questions

Type of task Part 1A: monologue (the candidate briefly introduces him-/herself)
Part 1B: dialogue (the candidate reacts to examiner's questions)
Time Approximately two minutes per candidate
No preparation time
Channel Written and spoken
Part 1A

Input: task sheet

Task sheet with guiding points: Name — Family — Where you live — Job —
Company — Languages — Other ideas

= Both candidates receive identical task sheets

= The guiding points listed on the task sheet are designed to help the
candidate; not all of them need to be covered.

= The guiding points are the same in each version of the examination.

Task

The candidate should briefly talk about him-/herself using some of the
guiding points on the task sheet as a point of departure.

Part 1B

Input: examiner

The examiner asks one or two follow-up questions based on the information

questions the candidate has given.
Task The candidate should respond to the question(s) in an appropriate manner.
Topics See Inventory T — Topics

Lexical Range

See Inventory V — Vocabulary

Level Guiding points are at level A2, examiner’s questions should be at level A2 or
B1, depending on the candidate’s performance.
Weighting B1: 70-100 points

A2: 35-74 points
Below A2: 0-34 points
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Test Specifications

Speaking, Part 2

In this part of the Oral Examination, candidates can show that they are capable of communicating on
everyday work-related topics. They are expected to describe a picture connected with the topic, express
their opinions on it, give reasons for them and talk about their personal experiences.

In Part 1A, the examiner will give each candidate a picture to talk about. The candidates should
comment on the situation in the picture; people’s roles, their actions, their clothes, etc. They may
speculate about the picture and state their personal reaction to it. It is acceptable to use paraphrasing to
describe unfamiliar words.

In Part 1B, the examiner then asks each of the candidates some follow-up questions encouraging them

to talk about their opinions and their personal experience with the topic.

Structure Image (visual stimulus)
Examiner questions
Objective To assess the candidate’s ability to talk about his/her personal experiences

with a particular topic

Intended operations

Talking about experiences based on the information seen in the picture and
answering follow-up questions

Type of task Part 1A: monologue (the candidate briefly describes what he/she sees in
the picture)
Part 1B: dialogue (the candidate reacts to examiner’s questions)

Time Approximately three minutes per candidate
No preparation time

Channel Visual and spoken

Part 1A

Input: task sheet

Each candidate receives a different picture relating to the same topic.

Task

The candidate should briefly describe what he/she sees in the picture.

Part 1B

Input: examiner

The examiner invites the candidate to talk about his/her personal

questions experiences with the topic and asks one or two follow-up questions.
Task The candidate should respond to the question(s) in an appropriate manner.
Topics See Inventory T — Topics

Lexical Range

See Inventory V — Vocabulary

Level The examiner's task sheet includes three questions at level A2 and three at
level B1 from which the examiner chooses the ones appropriate to the
candidate’s performance.

Weighting B1: 70-100 points

A2: 35-74 points
Below A2: 0-34 points
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Speaking, Part 3

Test Specifications

In the last part of the Oral Examination, the candidates can demonstrate their ability to plan an activity
together, such as a business trip. They should exchange ideas until they achieve a consensus on the
details; for example, where to meet, what to bring, how to travel, etc.

The candidates receive identical task sheets with a brief description of the situation and several guiding
points. During this part of the examination, the examiner speaks as little as possible, thus allowing
maximum communication between the candidates.

Structure Situation
Instructions
Six guiding points
Objective To assess the candidates’ ability to plan an activity together

Intended operations

Making suggestions, reacting to your partner’s suggestions, asking and
answering questions, coming to an agreement

Type of task

Dialogue (the candidates talk to each other)

Time Approximately six minutes for both candidates
No preparation time
Channel Written and spoken

Input: task sheet

Task sheet with a brief description of the situation and six guiding points
= Both candidates receive identical task sheets.

= The guiding points do not have to be addressed in the order they are
listed on the task sheet.

Task The candidates should plan an activity together (e. g. a business trip) using
the guiding points on the task sheet. They should share ideas, make
suggestions and react to each other’s suggestions.

Topics See Inventory T — Topics

Lexical Range

See Inventory V — Vocabulary

Level

Guiding points should be at level A2.

Weighting

B1: 70-100 points
A2: 3574 points
Below A2: 0-34 points
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Inventories

3.1 Inventory T — Topics

This list of topic areas is primarily designed for item writers and test constructors. For classroom work
and test preparation, this list of topics will merely form a “common-core” basis and will need to be further
developed and extended to meet the individual needs and interests of the learners.

All the topics in this inventory may be used for test purposes. When selecting texts and test items, the
editing team takes care to include only such materials that are likely to reflect the learner’s range of
experience. Candidates are not required to have specialised knowledge in any of the topic areas. They
are neither tested on their general knowledge of history, geography, politics, etc. nor are they expected
to demonstrate any specialized job-related skills.

Topic Sub-topic

Personal information = Name, address and telephone number
= Age, date, and place of birth

= Nationality

= Physical appearance

= Family

= House and home

Work = Jobs

= Vocational qualifications

= Daily work routines

= Clothes and dress code

= Working hours, conditions of work, pay

= Unemployment

= Communicating with employers, colleagues, clients, etc.
= Small talk

Travel and transport = Travelling by road, rail, air or ship
= Timetables and connections

= Travel arrangements

= Accommodation, luggage

= Customs

= Communicating with travel agents, receptionists, etc.

Places = Countries and cities

= Migration

= Public spaces and buildings (street, airport, hotel, etc.)
= Type and location of place

= Giving directions

= Relationships with other cultures

= Native language, other languages
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Inventories

Private and public services

Post office, banks, insurance companies, lost property office
Obtaining private and public services
Buying and selling things

Prices, sizes, quantities, measurements

Food and drink

Business meals
Food and drink choices

Communicating with waiters

Media and communications

Telephone conversations
Office equipment

Business correspondence
Meetings and presentations
Trade fairs and conferences

Press, radio, television, computers, Internet, multimedia

Education

Language training
Adult education
Vocational training
e-learning

Communicating with teaching staff, fellow students, etc.

The natural environment

Plants, animals
Landscape, countryside, seaside
Weather and climate

Protecting the environment

Leisure time

Personal relationships and social networks
Hobbies and interests

Cultural activities (cinema, music, theatre, etc.)
Sports and games

Public holidays and festivals

Vacation

Health

Body

Health- and bodycare, fitness
lliness, accidents, drugs
Medical treatment

Using medical services
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3.2 Inventory V — Vocabulary

A

a/an

abbreviation

able
ability
unable
disabled
about
above
above-
mentioned
abroad
absence
absent
absolute
absolutely
abuse
abuse
academy
accelerate
accent
accept
acceptable
access
accident

They have a new office in London.

He works for an international
company.

ASAP is the abbreviation for as
soon as possible.

Mr Green might be able to help you.

[ like his ability to solve problems
quickly.

They were unable to come due to
the bad weather.

[ think the government should do
more for disabled people.

Have you got any information
about the meeting?

My office is just above the
conference room.

Please find attached the above-
mentioned document for your
reference.

His company has sent him abroad.

His absence was very quickly
discovered.

He was absent from the meeting.

Michael has absolute trust in his
co-workers.

Absolutely right!

The police officer abused his
position of power.

How serious is alcohol abuse
among young people?

She studied at a music academy.
The car accelerates very quickly.

She's been living in England for
almost ten years now, but she
hasn't lost her Spanish accent yet.

They do not accept credit cards.

Mistakes like that are just not
acceptable.

You now have full access to all the
information.

He wasn't injured in the car
accident.
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accommodate

accommodation

accompany

according

account

accountant

accounting

accurate

accuracy

accuse

ache

achieve

acknowledge

acquire

acquisition

across

act

active

activity

action

action plan

The conference room can
accommodate 40 people.

What was the accommodation like
on your last business trip?

The assistant will accompany you
to the manager’s office.

According to the weather report,
it's going to be sunny and dry
tomorrow.

Where do you have your bank
account?

He is an accountant.

The company wants to hire a new
person for the accounting
department

His description of the sales trends
was very accurate.

In this technical field, we demand a
high degree of accuracy.

Nobody has accused you of
stealing the documents.

| woke up this morning with a
terrible toothache.

He has achieved his childhood
dream.

Please acknowledge receipt of this
email.

The group will acquire another
company soon

The acquisition was very expensive
but certainly worth it.

The restaurant is just across the
street.

Our boss has been acting strangely
recently.

My father-in-law leads a very active
life.

Our club offers a number of
spare-time activities for people of
all ages.

Our numbers are down. It's time for
action.

We will send you the minutes of
the meeting together with an action
plan.



actor
actress
actual
actually
acute
ad
advert

advertisement
advertise
advertising
agency
adapt
add
additional

addict

address

adequate

adhesive tape

adjust

administer

administration

admire

admission

admit

adult

advance

He dreams about being an actor.

Do you know her? She's a famous
actress.

The actual cause of the
development is still unknown.

Actually, I'd rather spend the day at
home.

He suffers from an acute illness.

I'm running an ad in the paper and
| have to stay near the phone.

The weekend papers are usually
full of adverts.

| am writing in response to your
advertisement for a receptionist.

He advertised in the Sunday paper.

My neighbour runs a small but quite
successful advertising agency.

He managed to adapt very easily
to his new job.

They want to add another member
to the marketing team.

We need additional material for this
project.

| think she's addicted to her work
— she's a workaholic.

I've included her address and
phone number in case you need to
contact her.

Are the parking facilities adequate
for 50 cars?

The more current name for
adhesive tape is Scotch tape.

Have you adjusted to your new job
yet?

The new program is difficult to
administer.

Please talk to the lady at the
administration on the second floor.

| have always admired my
colleague’s work ethic.

The admission fees are very high.

He has admitted to committing the
crime.

In many poor countries, children
hardly reach adult age.

We must advance more quickly
if we want to finish the project by
September.

advanced
advanced
payment
advantage
disadvantage

adventure

advice

advise

advisory

airplane (A.E.)

affair

affect
afford

afraid

afraid of

Africa
after

after-sales
service

afternoon
again

against

age

agenda

agency

agent

A.G.M.

aggressive

ago

Inventories

For her new job, she must have an
advanced level of English.

We must ask new clients for
advanced payment.

This job has many advantages.
And what are the disadvantages?

We were preparing to go on
a jungle adventure.

| need some advice.

Who would be the best person
to advise us?

For legal questions, you should
contact an advisory service.

David has always been fascinated
by airplanes.

Jayne was having an affair with her
boss.

The layoffs affected many people.

We can't afford to travel first class.
It's far too expensive.

I'm afraid | won't be able to come
to the meeting.

You are not afraid of dogs, are you?

The World Cup was held in
South Africa in 2010.

Let's meet after lunch.

Their after-sales service for their
products is very good.

Good afternoon. Can | help you?
Can you say that again, please?

Thousands of people
demonstrated against the war.

At this age, some men are worried
about having a heart attack.

Peace talks were on the agenda
at this year's conference.

Why don't you ask a travel agency
to book your flight?

He's working as our agent in
Madrid.

Our Annnual General Meeting
(AGM) will be held in May.

Aggressive driving often leads to
accidents.

| went to Amsterdam two weeks
ago.
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agree
agreement
disagree

disagreement

agriculture

ahead

ahead of time

aid
aim
air
aircraft
airforce
airline
airport
airmail

air conditioning

aisle

alarm

album

alcohol

alcoholic

non-alcoholic

alike

all

at all
all right

all the same

| don't quite agree with you.

We came to an agreement.

| quite often disagree with my boss.

What's the reason for the
disagreement?

About 30% of the population work
in agriculture.

We had to prepare a speech ahead
of the ceremony.

A good leader should always be
a little bit ahead of time.

Following the earthquake, Haiti
received a lot of international aid.

My daughter aims to finish her
studies next year.

Let's get some fresh air.

The aircraft was a lot smaller than
I thought it would be.

He is a pilot in the American
airforce.

I'm not sure I'd ever fly with that
airline again.

Can you take me to the airport
tomorrow morning?

Please send the letter to Hongkong
by airmail.

All our new offices are equipped
with air conditioning.

Would you like a window or an
aisle seat?

His alarm clock did not ring.

The band doesn't have plans for a
new album at the moment.

Alcohol is bad for your health.

This bar does not sell alcoholic
drinks.

Are there any non-alcoholic
drinks? | have to drive home.

The two companies are very much
alike.

| haven't read all the documents
yet.

That shouldn’t be any problem at all.

Don't worry. It'll be all right.

All the same, | think you'd better
take a taxi.

HANDBOOK ENGLISH BUSINESS tele A2-B1

allergy

allow

almost

alone

along

alongside

alphabet

already

also

alter

alternative

although

altogether

aluminium

always

a.m.

amazed

amazing

ambassador

ambition

ambitious

ambulance

amendment

America

among

amount

Sandra has a nut allergy.

I'm afraid smoking is not allowed
in the restaurant.

They were almost at the airport
when Helen realised she had
forgotten her ticket.

Her colleague is ill, so she is alone
in the office.

| saw two men walking along the
road.

We worked alongside Tom to finish
the project.

Can you read the Russian alphabet?

When we finally got to the station,
the train had already left.

| speak French and English fluently,
but | also have a working
knowledge of Spanish.

He wanted to alter the spelling of
his name on official documents.

Do you know a good alternative to
running in the park?

Although we complained at
reception every evening, nothing
changed.

We lost the sale altogether.
The can is made out of aluminium.

He always checks his emails first
when he comes to the office.

The train leaves at 8.00 a.m.

They were amazed at the speed
with which he finished the project.

His performance is just amazing!

His career goal is to be an
ambassador one day.

Her ambition in life was to become
a doctor.

He has always been an ambitious
person.

Somebody called an ambulance.

| would like to make a few
amendments to the draft
agreement.

America is far away from Europe.

There were two people from
Canada among the visitors.

The thief stole a large amount of
money from the office.



ampere

analyse

analysis

analyst

and

anger

angry

animal

anniversary

announce

announcement

annoy

annual

anonymous

another
answer

answering
machine

anti

anti-virus

antibiotic

anxiety

anxious

any

anyone
anything

anytime

anyway

Electrical current is measured in
amperes.

He has to analyse the data before
he can come to a decision.

We need a detailed analysis of the
costs we will have.

He is our new systems analyst.

For the meeting, | need my laptop,
my files and a pen.

Her anger towards her co-worker
was justified.

My boss is angry with me because
| have damaged the company car.

He likes all kinds of animals.

The company is celebrating its
B50™ anniversary.

Hurry! They've just announced the
arrival of the train from Paris.

The announcement was made
today at two o'clock in the
afternoon.

He manages to annoy even the
most patient people.

The conference is an annual affair.

| received an anonymous letter. Do
you know who may have sent it?

Would you like another cup of tea?
I got no answer from him.

Please leave a message on the
answering machine.

This is an anti-smoking campaign.

We urgently need a new anti-virus
software for the office.

The doctor prescribed Laura some
antibiotics for the infection.

She has suffered from anxiety
attacks since she was little.

We are all anxious to find out
Sam'’s results.

Have you got any information
about these places?

Has anyone seen my car keys?
Is there anything | can do for you?

We can go out anytime you want.
| am free for the next two days.

He probably won't mind anyway.

anywhere
apart
apartment
apology
apologise
apparent
apparently
appeal
appear
appendix
appliance
applicable
apply
applicant
application

application form

appoint

appointment

appreciate

appreciation

apprentice

apprenticeship

approach

appropriate

approve

approximate

Inventories

Is there a supermarket anywhere
in this area?

Apart from the bad weather,
we had a good holiday.

My new company promised to help
me find an apartment.

They accepted our apology.
| apologise for the mistake.

It was apparent that she was
uncomfortable during the meeting.

Apparently, the accident was due
to the cold weather.

The design doesn't appeal to me at
all.

He suddenly appeared around the
corner.

You must also read the appendix of
the agreement.

| had to buy new kitchen appliances.

This new software is unfortunately
not applicable for our hardware.

Have you applied for a new job?

There were more than 50 applicants
for the new job.

He sent off his letter of application
at the weekend.

Please fill out our online application
form.

He's been appointed to the position.

| have an appointment at three
o'clock this afternoon.

We really appreciated your help on
the project.

My boss never shows any sign of
appreciation for my work.

A new apprentice will be starting
here next month.

He started his apprenticeship in
September.

They called me when they were
approaching the border.

Is it appropriate to answer your
mobile while at dinner?

She has to approve the guest list
before the invitations are sent.

The approximate cost is $ 50,000.
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approximately

April

architect

architecture

archive

area

area code
argue

argument

arm

armed forces

arms
army
around
arrange
arrangement
arrest
arrival
arrive
art
artist
article
artificial
as
as ... as
as if
as well

[t'll take approximately two weeks
to complete the project.

| started my new job in April.

He studied really hard so that he
could become an architect.

| have always been fascinated by
Roman architecture.

Go to the city archive to find the
information.

The company is located in an
industrial area.

The area code is 06732,
Don't argue with him!

She’s had an argument with one
of her colleagues.

He's broken his arm.

He joined the armed forces two
years ago.

We must stop delivering arms
to countries in civil war.

He decided to join the army after
college.

I'll be at your office around five
o'clock.

I've arranged to meet her after work.

Have you made any travel
arrangements for next month?

The man was arrested outside the
bank.

After his unexpected arrival,
everybody was very nervous.

When do we arrive in Paris?
Do you like modern art?

He's a great artist. Have you seen
his paintings?

Did you read the article in the
newspaper this morning?

They bought artificial flowers for
the wedding. They don't look very
good.

| have worked as a receptionist at
hotels in France and Germany.

[t's not as difficult as it seems.
He looks as if he is ill.

We are going to Glasgow now as
well.
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as soon as
possible

Asia

aside

ask

asleep

aspect

assemble

assembly

assembly line

assess

assessment

asset

assign

assignment

assist

assistance

assistant

associate

assume

assure

at
at all

at once

at @

ATM (Automatic
Teller Machine)

The sales list must be ready as
soon as possible.

He travelled to Asia on business.

| have put your report aside
because | want to read it last.

Can | ask you a quick question?

People will fall asleep during this
presentation because it's much too
long.

There are many aspects to this
issue. It is not that simple.

When there is a fire, people should
assemble outside the building.

Our general assembly takes place
once a year.

Working at an assembly line can
be very boring.

It's difficult to assess your own
language skills.

According to his assessment,
the project plan is very good.

The company assets amount
to 2.5 million dollars.

My boss has assigned me to a new
project.

| have an important assignment
to finish by Monday.

Many blind people have dogs to
assist them when they go outside.

Please don't hesitate to ask if you
need assistance.

Ask an assistant to help you.

Many businesses have an associate
who often acts as the second-in-
command.

| assume their train was late.

| can assure you that no animals
were harmed in the making of this
movie.

She has to stay at home today.
Don't worry. It's no problem at all.

Can I do it month by month or do
I have to pay for it all at once?

His email address is info@aurora.
com

Do you know where the next ATM
is?



atmosphere

attach

attached

attachment

attack

attempt

attempt

attend

attendant

attention
attitude

attorney

attract

attractive

attribute

audience

audit

auditor

August

Australia

Austria

author

authorise

authorisation

authority

There was a relaxed atmosphere
at the meeting.

You can attach the document to
the email by clicking on this button.

Please find the report attached.

He sent his application for the job
as an email attachment.

Rottweilers have been known to
attack people if they feel provoked.

He didn't even attempt to do the
translation.

In the attempt to have his work
finished very quickly, he messed up
the whole thing.

He attended a computer training
course last week.

Why don't you ask the flight
attendant for a glass of water?

Can | have your attention, please!
He has a great attitude about work.

John has finished his law studies
and wants to be an attorney.

The stand at the trade fair
attracted lots of visitors.

[t used to be an attractive area.

Many great men attribute their
success to the women in their lives.

The audience was silent during
the play.

Our company will have an external
audit in May.

The auditor has just arrived.
Get your documents ready.

Many people go on holiday in
August.

We're planning to go to Australia
this summer.

Vienna is the capital of Austria.

He's the author of several finance
books.

She has been authorised to come
into this part of the building.

You can't do this without having
the authorisation.

He doesn't have the authority to
make that decision.

automatic

automobile

autumn

available

availability

avenue

average

avoid

avoidable

unavoidable

awake

award

aware

unaware
away

awful

awkward

B&B

baby
babysit

babysitter

babysitting

Inventories

That shop entrance has automatic
doors.

They bought an old automobile at
an auction. It's a collector’s piece
really.

The trade fair always takes place
in autumn.

The next available appointment is
at 2 o'clock.

Can you check his availability for
me, pleasel!

Their office is on 5" Avenue.
It's an average-sized company.

On average, men still earn more
than women.

You should try to avoid high costs.

Some mistakes are actually
avoidable.

The accident was unavoidable,
I'm afraid.

I'm so tired, | just can't stay awake
any longer.

He has won the award for
Best Actor in a short movie.

I'm aware of these problems.

| was unaware that there was
anybody in the building.

The airport is about five miles away.
The economic climate in a

recession is awful because many
people don't have jobs.

The atmosphere in the room was
very awkward. John couldn’t wait
to leave.

| prefer to stay in a small B & B
instead of a big hotel chain.

The baby is now five months old.

She used to babysit when | was a
student.

| will have to find a babysitter for
tonight.

My children earn a few pounds
each month babysitting for the
neighbours.
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back

backache

background

backup

backwards

bacon

bad

worse — worst

bag
badge
baggage
bake
baker
bakery
balance

balance sheet

ball

balloon

ban

bandage

bang

bank

bank account

bank charges

She’s going back to England next
week.

| get backache when | have to pick
up heavy things.

[t's good to have some background
knowledge.

Don't forget to save a backup copy
of your work.

Please don't park your car
backwards.

For breakfast we had eggs and
bacon with toast.

That's not a bad idea.

Last year was the worst summer
| can remember.

I've left my purse at home in my
shopping bag.

Please always wear your badge
while you are in the conference
centre.

Please go to the baggage claim
area to pick up your suitcase.

Do you know how to bake a real
Black Forest cake?

Bakers have to get up very early
in the morning.

I was so happy to find a German
bakery in Australia.

I need to check the balance in my
bank account.

Our balance sheet is published on
our website.

She bought a ball for her children
to play with.

You can fly over the city in a balloon.

Smoking is banned in all public
places.

While at the hospital, Laura got a
bandage for her injury.

There were loud bangs coming out
of the room.

Excuse me, where's the nearest
bank?

| have opened a new bank account
for my job.

Bank charges are very high at the
moment.
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bank clerk

banknote

bank statement

bank transfer

bankrupt

bar

bar chart

bare

bargain

bark

barn

barrel

barrier

base

based

basement

basic

basin

basis

basket

bat

batch

bath
bathe

bathroom

She never wanted to work as a
bank clerk, but the job came in
handy.

The country has printed new
banknotes.

| check my bank statements online.

Please pay by bank transfer.
We can't accept credit cards.

If you don't stop spending so much
money, you will end up bankrupt.

Let’s go and have a beer. There's a
bar just around the corner.

As you can see from the yellow bar
chart, sales are rising.

The walls of the house are still bare
because we've only just moved in.

There are many bargains to be had
during the January sale.

That dog's bark is more painful
than his bite.

All the animals on the farm live in
a barn.

Whiskey is stored in big wooden
barrels.

The barrier was down while the
train passed by.

Their base of operation was in
Berlin.

Our main business operations are
based in London.

Our files are all stored in the
basement.

| have basic knowledge in
programming.

He had to wash his face in a basin.

Trust is the basis for our
cooperation.

The picnic basket was full of
appetising foods.

Chuck hit the baseball hard with
his bat.

An updated batch of catalogues
has come back from the printer.

I'm going to have a bath.

Is the babysitter expected to bathe
the baby, too?

The house has three bathrooms.



battery
battle

bay
be

am,is

was, were
beach

beam

bean
beat

beat, beaten

beauty

beautiful

because

because of

become

became, become

bed

bedroom
bee
beef
beer
before
beg
begin

began, begun

beginning

beginner

| need a new battery for my camera.

The battle was decisive for winning
the war.

The ship just anchored in the bay.
Be carefull

| am your new colleague.

This is beautiful!

This table was made in France.
Brighton is located on the coast.

The experiment needed a beam
of light to be shot at the moon.

She was just beaming with
happiness after she found out she
got the job.

| do enjoy beans on toast.

We must beat our competitors
if we want to survive.

Our football team hasn't been
beaten yet this season.

The girl's beauty enchanted the
entire audience.

It's a beautiful area where you live.

She didn't go to work yesterday
because she had to take her son
to the doctor's.

We couldn't deliver on time
because of an airline strike.

She wanted to become a lawyer.

Food has become much more
expensive in the last few years.

We tried out various bed and
breakfast places on our holiday.

This house has four bedrooms.

| am very afraid of bees.

Would you like beef or pork?

Do you prefer beer or wine?

| don't think I've seen her before.
| beg your pardon!

When does the meeting begin?

The new team began the work
in April.

| missed the beginning of the
presentation.

I've joined the French for beginners
class.

behalf

behave

behaviour

behind
belief

believe
bell
belong
below
belt

bench

benchmark

bend

beneath

benefit

beneficial

beside

besides

bet

betray

between

beverage

beyond

bicycle

bike
bid

Inventories

On behalf of our president, | would
like to welcome you to the meeting.

Children must learn how to behave.

Your behaviour tonight was not
acceptable.

| guess the crisis is now behind us.

My belief is that our sales figures
will rise next year.

| believe you.

For service, please ring the bell.
Who does this book belong to?
It's ten degrees below zero.

These leather belts were produced
in India.

After several complaints, they
finally repaired the benches in the
park.

We set some important benchmarks
at our sales meeting last week.

Go round the left-hand bend.

You can find the magazine beneath
that pile of books.

He receives a lot of benefits in his
new company.

Speaking Chinese can be very
beneficial for this new position.

The desk is right beside the coffee
table.

[t's too late. Besides, we haven't
got the time anyway.

He was going to bet on the horse
but his wife made him reconsider.

She could not believe her
colleague had betrayed her.

What's the difference between a
two-star and a three-star hotel?

At the conference, we provide food
and beverages.

| have seen things that are beyond
your imagination.

The company produces bicycles
for children and adults.

He went for a ride on his bike.

After he saw the house, he had to
put a bid in for it.

HANDBOOK ENGLISH BUSINESS tele A2-B1



Inventories

big

bilingual

bill

billboard

billion

bin

bind

bound, bound

binder

binding

biography

bird

birth

birthday

biscuit

bit

bite

bite

bit, bitten

bitter
black

blame
blank

blank cheque

blanket

Cambridge itself is not a very big
town.

Are you truely bilingual or did you
learn your second language at
school?

Can | have the bill, please?

The company advertises on
billboards.

The new roadwork project cost
one billion dollars.

| think | have asked you three times
already to take the bins out.

He was bound by contract to make
public appearances.

| can't find my yellow binder with
the sales statistics in it.

The agreement is binding for
a period of one year.

The president has published his
biography.

| could hear the birds singing in the
garden.

The birth of his first child was
properly celebrated.

We always celebrate our birthdays
at the office.

There are no more biscuits in
the meeting room.

The new project is a bit tricky,
but we will manage.

| wanted to have a bite of that
apple.

Don't bite off more than you can
chew.

The postman was bitten by our
dog, I'm afraid.

[t left a bitter taste in my mouth.

Waiters should always wear black
shoes.

Nobody blames you for the failure.

He had a blank sheet of paper in
front of him.

His boss has given him a blank
cheque for the purchase of new
office material.

| will ask for an extra blanket at the
reception of the hotel.
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bless
blind
blind copy
block
blood
blow
blew, blown
blue
board
board of
directors
boardroom
full board
half board
boat
body

body language

boil

bold

bolt

bond

bone

bonus

book

book

bookkeeper

bookkeeping

Bless youl!
He's been blind since he was born.

Please put me on blind copy when
you send emails to our customers.

The hotel is two blocks down on
the left.

After the fight, there was some
blood on the floor.

There's a cold wind blowing today.

The rebels have blown up a whole
apartment block.

The sky is really blue today.

We need a new white board in the
meeting room.

The Board of directors will meet
next week.

Important meetings take place in
the boardroom.

[t's £ 45 for full board.
The hotel doesn't offer half board.

The company produces very
expensive boats.

Yoga is a traditional Indian
technique for relaxing your mind
and body.

Body language is one subject in
our intercultural seminar today.

I'd like to have a boiled egg for
breakfast.

He felt very bold when he asked
his boss for more money.

There is no bolt on the garden
shed, so we can't lock it.

The company is selling its shares
and bonds at a very high price.

My dog likes to chew on bones,
so we always keep them for him.

She gets a bonus on top of her
salary.

Don't forget to return the book
to the library.

I've booked a table for eight.

He is a good bookkeeper, he always
knows the standing of the company.

Our bookkeeping department is
actually very small, just one person.



booking

booking office

boost

boot

booth

border

bored

boring

born

borough

borrow
boss
both
bother
bottle

bottleneck

bottom

bottom line

boundary

bow

bowl

box

boxed in

bracket

brain

| am sorry | can't find your booking
for tonight on our system.

Please contact the booking office
to change your tickets.

The government is trying to boost
the economy by helping small
businesses.

| have my cases in the boot of my
car.

Please visit our booth at the trade
fair in Paris.

It took hours to get across the
border because the custom officers
were on strike.

We were so bored, we left the
presentation after an hour.

It was a really boring meeting,
wasn't it?

She was born in 1960.

She lives in the Borough of
Chelsea.

Can I borrow your files, please?
What's the new boss like?

Both websites look good.

The noise doesn’t bother me at all.

We drank two bottles of wine with
our meal last night.

Our negotiations have come to
a bottleneck. Let's start again
tomorrow.

It's at the bottom of the page.

The bottom line is that we are very
close to bankruptcy.

See that black fence over there?
[t's the boundary between the two
properties.

When in the presence of royalty,
remember to bow.

Can you pass me the bowl? It's just
on the counter.

Is there anything in this box?

His new office was so small, he felt
boxed in.

| don't fit into any of the age
brackets stated on this form.

The task isn't that difficult.
You just have to use your brain.

brainstorm

brake

branch

brand

brand awareness

brave

bread
break

broke, broken

break-even

breakdown

breakfast

breast

breath

breathe

brew

brewery

bribe

brick
bride

bridge

brief

briefing

brigade

bright

Inventories

This is just a first brainstorming
session before we look into the
project in detail.

The new car has excellent brakes.

Our company has a branch in
Frankfurt.

The company has developed a new
brand.

Brand awareness is especially
important with young people.

He was very brave trying to stop
the fight.

| prefer white bread.
Let's have a break now.

The thieves broke into the office
and stole all the equipment.

The start-up company has finally
reached the break-even point.

There was a breakdown in
communication.

We usually have breakfast at seven
o'clock.

| am thinking of making stuffed
chicken breast for dinner.
What do you think?

It took him a while to catch his
breath.

Breathe, just keep breathing.

Would you like some coffee, I'm
just about to brew some?

The tour guide will show us the
most famous brewery of Ireland.

He is suspected of accepting a
bribe.

The house is made of brick.

Kate was such a lovely bride.
She looked amazing in that dress.

Cross the bridge, and Farm Lane’s
on your right.

| was in a hurry, so our encounter
was very brief.

The briefing was very short. | don't
have enough information to start
the project.

The fire brigade got to the
warehouse in record time.

The weather will be bright and
sunny until the weekend.
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Inventories

brilliant

bring

brought, brought

bring forward

bring up

Britain

British

broad

broadcast
broadcast,
broadcast

brochure

broker
brother
brown

brownie

browse

browser

bruise
brush
bucket
budget

buffet

bug

build

built, built

building

bulk
bull

His presentation was brilliant.
We have learned a lot.

Bring it back when you're done,
will you?

She brought her laptop with her.

We have to bring the meeting
forward to 10 a.m., I'm afraid.

It's not easy to bring up a family
today.

She is flying to Japan via Britain.

Some people admire British
humour.

The subject area is very broad. You
might think about narrowing it down.

The programme was broadcast at
11 p.m. yesterday.

Don't forget to take our new
brochure to the client meeting.

He works as an insurance broker.
My brother works in engineering.
Do you like brown bread?

Can | please have a brownie with
my coffee as well?

Can I help you with something?
- No, thank you. | am just browsing.

Our browser is down. | have to
re