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Part of English for specific purposesBusiness English is a part of English for specific purposes and can be considered a specialism within English language learning and teaching or a variant of international English. Many non-native English speakers study the subject with the goal of doing business with English-speaking countries or with companies
located outside the English-speaking world but which nonetheless use English as a shared language or lingua franca. Much of the English communication that takes place within business circles all over the world occurs between non-native speakers. In cases such as these, the object of the exercise is efficient and effective communication.[1] The
strict rules of grammar are sometimes ignored in such cases when, for example, a stressed negotiator's only goal is to reach an agreement as quickly as possible. (See linguist Braj Kachru's theory of the "expanding circle".)Business English means different things to different people and is used differently in different organization according their own
needs and services. For some, it focuses on vocabulary and topics used in the worlds of business, trade, finance, and international relations. For others, it refers to the communication skills used in the workplace and focuses on the language and skills needed for typical business communication such as presentations, negotiations, meetings, small talk,
socializing, correspondence, report writing, and a systematic approach. In both of these cases, it can be taught to native speakers of English, for example, high school students preparing to enter the job market. One can also study it at a college or university. Institutes around the world have courses or modules in BE available, which can lead to a
degree in the subject.[2]International Association of Teachers of English as a Foreign Language”™ "English Grammar Lesson - Polite Business English! - ELC". ELC - English Language Center. 2017-07-11. Retrieved 2017-11-21.” International Business English (Non-native Speakers) - BA (Hons) - Anglia Ruskin UniversityBusiness English at Wikipedia's
sister projectsDefinitions from WiktionaryMedia from CommonsNews from WikinewsQuotations from WikiquoteTexts from WikisourceTextbooks from WikibooksResources from WikiversityProfessional English Online from Cambridge University PressBusiness English case studiesOnline Journal on English for Specific PurposesEnglish for Business
CoursesHow to Write Briefing Notes and Briefing BooksBusiness English Writing: The Golden StandardRetrieved from " February 8, 2025 Oliver Weisner Business English Dialogues are at the heart of confident workplace communication, my dears. Whether youre scheduling meetings or resolving customer complaints, having a reliable set of phrases
and expressions can make all the difference. Today, Id love to share seven essential scenarios where you can use your newly sharpened skills. Well explore how these dialogues fit real-life situations, and by the end, youll feel more at ease participating in office conversation examples or practicing with dialogue practice worksheets. Lets begin, shall
we?When stepping into the corporate world, you quickly realize how important it is to communicate with clarity, precision, and a gentle toneespecially when dealing with customer service phrases. From negotiating a contract to discussing performance reviews, effective communication sets the stage for smoother outcomes. So, lets take a closer look
at the top seven scenarios:First Impressions at the Reception DeskPicture walking into an unfamiliar office. Reception is the first point of contact. A well-structured greeting such as, Good morning! My name is [Your Name]. I have an appointment with Mr. Smith at 10 AM, conveys both respect and readiness. The receptionist might respond politely,
guiding you to the right floor or meeting room. This scenario lays the groundwork for how youll present yourself in future professional settings.Setting Up a MeetingCoordinating schedules often involves juggling tasks and aligning calendars. A typical dialogue might look like, Hi Sarah, could we schedule a meeting next Tuesday to discuss the sales
report? To which Sarah might respond, Certainly! Im available at 10 AM. Does that suit your schedule? Simple as it seems, these interactions are pivotal in maintaining strong workplace relationships and ensuring tasks get done promptly.Discussing Performance FeedbackTalking about performance can be nerve-wracking. Still, well-chosen words can
turn tension into a positive, constructive conversation. For instance:Manager: Youve shown great initiative in handling client inquiries. However, I believe you can further improve your response time.Employee: Thank you for your feedback. I appreciate your guidance and will focus on streamlining my replies.This respectful exchange fosters growth
rather than fear.Resolving ConflictsConflicts arise when deadlines clash or expectations arent met. Good communication skills help defuse tension. You might say, I understand your concerns about the project timeline. Lets brainstorm a solution together. Encouraging collaboration and empathy paves the way to swift resolution.Negotiating Sales
TermsWhen presenting a proposal to a potential client, clarity and politeness matter. A sample dialogue:You: We can offer a 15% discount on orders above 100 units. Does this align with your budget?Client: That sounds promising. Lets talk about shipping timelines next.Here, your open-ended question invites further discussion rather than closing the
door prematurely.Dealing with Customer ComplaintsUsing the right customer service phrases can ease tension and build trust:Customer: Ive been waiting for my delivery for two weeks. This is unacceptable!Representative: Im truly sorry for the delay. Let me check the status of your order right away and ensure we expedite shipping if possible.A
calm, solution-focused approach reassures the customer.Project Updates and DelegationRegular updates keep teams aligned. For example, Team, Id like a quick update on where we stand with the marketing campaign. Please let me know your progress by tomorrow morning. This clear request gives colleagues a tangible timeline and objective.Each
of these Business English Dialogues showcases how respectful language and a well-chosen tone can transform ordinary work interactions. They also mirror many typical office conversation examples, ensuring youre well-prepared for real life. If youd like to boost your vocabulary further, you can explore 10 Advanced Business English Vocabulary
Words to Know. Expanding your word bank will only empower you to engage in more nuanced discussions and heighten your professional presence.Above all, try to practice these scenarios through role-plays or dialogue practice worksheets with a friend or colleague. Not only will this build your fluency, but it will also give you a chance to refine your
tone and pacing. Remember, genuine warmth and professionalism go hand in hand. And never underestimate how a little kindness in your words can open doors to bigger opportunities.Finally, dont forget: customer service phrases, when used sincerely, can turn a neutral or even negative experience into a memorable and positive one. Whether youre
building client relations or streamlining processes within your team, these top seven Business English Dialogues will help you navigate the modern workplace with confidence. Now, lets continue on to our next topic and learn even more ways to refine our professional communication skills. Creating a supportive office environment goes hand in hand
with mastering Business English Dialogues. You might be wondering, Why focus on office conversation examples? Well, my sweet learners, daily interactionsfrom a quick greeting in the hallway to a formal presentationshape workplace morale and productivity. By understanding how to adapt your tone, word choice, and body language, youll find it
easier to build trusting relationships with colleagues and superiors alike.Lets dive into some practical ways you can incorporate Business English Dialogues in your routine:Casual Greetings and Small TalkYou: Good morning, Alex! How was your weekend?Colleague: It was great, thank you! I spent time hiking with friends. How about yours?Engaging
in a little small talk fosters camaraderie. It sets a warm tone for the rest of the day. Remember, simple questions can open the door to meaningful connections.Team Meeting Dialogues for Project UpdatesUsing a structured approach during team gatherings will help everyone stay on track. Heres an example:Team Lead: Thank you for joining todays
meeting. Lets start with our project status updates.Colleague: Were at 70% completion. I anticipate finishing the design phase by next Wednesday.This approach, reminiscent of formal discussion examples, ensures clarity. Everyone knows the projects progress and next steps.Reporting and Problem-SolvingOffice conversation examples can also
include a quick check-in to address minor hiccups:You: Theres a slight issue with the document formatting. Could we collaborate to fix it before the deadline?Teammate: Absolutely! Lets spend 10 minutes after lunch to resolve it.Notice the positive, can-do attitude, which keeps everyone feeling cooperative rather than stressed.Handling Sensitive
FeedbackConstructive feedback is a cornerstone of professional growth. In Business English Dialogues, its crucial to be both honest and empathetic:Manager: Ive noticed some errors in the recent financial report. Lets review your process so we can avoid similar mistakes in the future.Employee: Thank you for pointing that out. Ill make sure to
double-check each calculation next time.This balanced tone encourages learning and improvement without damaging confidence.Formal Discussion Examples for Policy ChangesSometimes, changes in company policies require a formal tone. You might say:HR Representative: Id like to announce a new remote work policy. Starting next month,
employees may work from home twice per week.Employee: Thank you for clarifying. Will there be any impact on team meeting dialogues or scheduling?This gentle approach keeps the atmosphere respectful and receptive to questions.Social Interactions During BreaksEven a simple chat over coffee can strengthen bonds. Hi there, mind if I join you?
invites inclusive conversation. These informal chats can later evolve into deeper brainstorming sessions.After-Work Gatherings and NetworkingAttending networking events or casual company get-togethers presents a wonderful opportunity to polish your conversation skills. You can mention a recent project success or share an interesting insight,
leading to more engaging discussions.As you incorporate these office conversation examples into your day, observe how they enhance team dynamics. Practice them regularlyalone, with a friend, or through group role-plays. If youre keen to expand beyond daily chatter, consider exploring How to Improve Business English: 5 Practical Steps. This
resource offers tried-and-true methods for developing fluency and confidence.Moreover, if your organization is investing in ongoing language development, Corporate English Training in 2025 | Boost Workplace Communication can be a valuable avenue. Leveraging professional training builds a more cohesive team, as everyone learns the same
standards for clarity and politeness. Together, these Business English Dialogues will become second nature, making your office a more harmonious place.So, my dear learners, remember that every little conversation counts. Whether its about the weather or the details of a major project, your tone and choice of words can bring people together. Stay
gracious, attentive, and open to feedback. Your commitment to improving your communication skills will shine through in every interaction. When it comes to nurturing client trust, mastering Business English Dialogues can be your greatest ally. The way you respond to a distressed customer or guide a potential client through a purchase often sets
the tone for long-term loyalty. In many ways, carefully chosen words can transform a challenge into an opportunityan opportunity to show empathy, professionalism, and competence.Lets examine some common situations where customer service phrases can work wonders:Greetings and AcknowledgmentA simple greeting that includes the clients
name can make them feel valued from the start. For example:You: Hello, Ms. Johnson! Thank you for contacting our support team. How may I assist you today?Notice the courteous, direct, and warm tone. Such an opening can diffuse tension right away, especially if the customer has a complaint.Active ListeningIn effective Business English Dialogues,
truly listening to a customers concern is half the battle. Incorporate short phrases like, I understand how frustrating this must be for you, or I see why youre disappointed. This validation shows that you respect their feelings.Offering SolutionsAfter listening, propose actionable steps.Customer: I received the wrong product, and its already late.You: Im
so sorry for the inconvenience. Lets get this sorted out right away. May I confirm your order details to expedite the replacement?By focusing on solutions, you exemplify a can-do approach that customers appreciate.Providing Clear ExplanationsIf the problem is complex, break it down into simpler terms. This technique is especially important when
dealing with team meeting dialogues behind the scenes to ensure everyone is on the same page, but its equally vital for customers. Remember to adapt your language to their level of familiarity with the product or service.Personalized Follow-UpIn many dialogue practice worksheets, youll see examples of sending follow-up emails or making calls to
confirm resolution. A quick note such as, Hello again, Ms. Johnson! I just wanted to confirm that your replacement order has arrived and everything is now in order, showcases your attention to detail and genuine care.Turning Negative Feedback AroundNobody likes receiving negative comments. However, when a customer is displeased, use the
opportunity to glean valuable insights. Keep the communication open by asking, Could you share more details about what specifically disappointed you? Then respond with actionable solutions or an apology if necessary. This earnest approach often transforms criticism into a positive brand interaction.Going the Extra MileWhether its a special
discount on a future order or expedited shipping, small gestures can leave a lasting impact. These gestures also highlight your companys readiness to accommodate customer requests, reinforcing a sense of trust and reliability.All these scenarios come alive more vividly when you practice through dialogue practice worksheets. By simulating real
client interactions, youll feel more confident when those situations arise in your day-to-day job. Constantly refining your approach also ensures youre using the right customer service phrases at the right timeturning a simple conversation into a memorable experience for the client.And if youre eager to delve deeper into negotiation tactics, consider
exploring 15 Business English Negotiation Phrases for Closing Deals. Incorporating negotiation skills into your customer communication not only helps with tough situations but also empowers you to better understand client needs and offer suitable resolutions.Indeed, well-crafted Business English Dialogues directly influence customer satisfaction,
brand reputation, and even revenue growth. When your words reflect empathy, expertise, and genuine support, clients are much more likely to returnand to tell others about their positive experience. So, practice these techniques, stay open to feedback, and watch your customer relationships flourish.Team Meeting Dialogues: A Closer Look at
Business English DialoguesAh, team meetings! A place where plans are laid out, ideas are born, and challenges are tackled. Mastering Business English Dialogues in these settings can greatly enhance a projects success and a teams overall morale. To help you navigate these sometimes intimidating discussions, lets explore how you can make your
team meeting dialogues more productive and positively charged.Setting the Agenda with ConfidenceMeetings can become scattered without a clear agenda. By stating, Thank you all for coming. Today, well be discussing the project timeline, budget constraints, and next steps, you provide direction from the start. This approach mirrors formal
discussion examples, guiding participants to stay on topic.Encouraging ParticipationTeam leaders can foster inclusivity by inviting input: Sam, Id love to hear your thoughts on the new design layout. Could you share your perspective? Such open-ended questions ensure that quieter team members also have a voice. In many office conversation
examples, youll notice that inviting various viewpoints leads to richer discussion and fewer misunderstandings.Addressing Challenges with CompassionlIts natural for roadblocks to arise. Perhaps theres a budget shortfall or a looming deadline. Heres how a productive dialogue might sound:Team Lead: Were running over budget. Does anyone have
suggestions on where we can cut costs without affecting quality?Team Member: We could reduce the frequency of supply shipments. Ive created some dialogue practice worksheets to help us streamline internal processes, too.Notice how a calm, solution-focused tone keeps the atmosphere professional and constructive.Summarizing and Delegating
TasksToward the end, its crucial to restate key points. For instance, To summarize: Mark will handle the supplier negotiations, and Anna will revise the marketing plan. Lets reconvene next Monday for updates. This ensures accountability and clarity, reducing the risk of miscommunication. These Business English Dialogues serve as a roadmap for the
team to follow.Resolving Conflicts QuicklyIf disagreements emerge, address them promptly. Suppose two team members have differing opinions on a design concept:Mediator (Team Lead): Emily and John, thank you for sharing your viewpoints. Both ideas have merit. Lets list the pros and cons of each approach and decide which best meets our
project goals.Steering the conversation towards factual evaluation helps maintain respect while finding the best solution.Follow-Up MethodsAfter the meeting, reinforce next steps in writing. An email summarizing decisions or distributing tasks helps everyone stay aligned. You can also attach any relevant dialogue practice worksheets or supporting
documents that clarify responsibilities. This method is particularly effective in bridging any communication gaps that may linger after verbal discussions.Incorporating Growth and DevelopmentA well-structured meeting is also an opportunity to encourage professional growth. You might say, Well spend the last five minutes discussing any training
needs. Perhaps we can learn from some Free Business English PDF Downloads: Top 5 Resources. Directing your colleagues to helpful materials encourages self-improvement and a shared learning culture.And if youd like to deepen your knowledge on how these dialogues fit into the broader scope of Business English, youll find that meetings are
merely one piece of the puzzle. Yet theyre a very important pieceteam meeting dialogues can define how efficiently work gets done and how appreciated each member feels.Remember, the strength of a team often lies in open, respectful communication. By mastering Business English Dialogues, you equip yourself and your team with the tools
necessary to address issues head-on, celebrate successes, and keep projects moving forward. With practice, youll notice your confidence growing, and that will undoubtedly reflect in your leadership and collaborative efforts. In the business world, there comes a time when informal chats and quick updates simply wont suffice, my lovely learners. This
is especially true when high-stakes deals or strategic decisions are on the line. Thats where more structured Business English Dialogues step in, particularly those used in professional negotiations. Lets dive into some formal discussion examples that will give you the edge you need to walk away with successful outcomes.Setting a Respectful
ToneOnce you enter a negotiation, showing respect for the other party is paramount. A good opener might be, Thank you for meeting with us today. We appreciate the opportunity to discuss our proposal in more detail. Notice how this sets a calm, courteous foundation that can help keep the exchange civil and forward-moving.Establishing Common
GoalsBefore presenting demands or offers, its wise to align on shared objectives.You: We both aim to foster a long-term partnership. Lets discuss ways to create a mutually beneficial arrangement.Emphasizing common ground fosters trust, making it easier to approach delicate matters such as pricing or contract terms.Detailing Your ProposalDuring
formal discussion examples, clarity is your best friend. Using visuals or structured bullet points helps present your case. For instance:You: Here is our proposed pricing model, broken down by monthly and annual costs. We believe this offers a fair balance between affordability and quality. Transparent explanations prevent misunderstandings,
enabling a smoother path to an agreement.Responding to ObjectionsIn negotiations, youre bound to encounter some pushback. When you do, remember your refined Business English Dialogues:Other Party: The initial setup fee is higher than we expected.You: I understand your concern. Lets explore alternative payment plans or potential discounts
that could make this more comfortable for you.This approach is not only empathetic but also solution-oriented.Using Customer Service Phrases in a Negotiation ContextWhy customer service phrases? Because showing empathy and understanding can be just as vital here as when soothing a customer complaint. I see where youre coming from or
Thank you for sharing your perspective can help calm tensions and encourage open dialogue.Tackling Team Meeting Dialogues During NegotiationsWhen internal teams gather to prepare for a negotiation, employing team meeting dialogues that highlight roles and responsibilities is key. For example:Team Lead: John, please gather all legal
documents. Maria, focus on the market analysis. We need those insights to strengthen our position.This ensures everyone is aligned and well-prepared before stepping into formal discussions.Closing the DealOnce both sides find common ground, formalize the agreement. It appears weve reached an understanding. I will draft the contract and send it
over within 24 hours for your review. Maintaining a clear timeline for next steps keeps momentum and assures the other party youre committed.In such high-stakes exchanges, formal discussion examples remind us that words matterboth in what we say and how we say it. Adopting professional language and a friendly, cooperative tone can make all
the difference between securing a successful deal or walking away empty-handed.If youre curious about professional pathways where you can use these dialogues daily, you might explore Top 5 Business English Teacher Jobs and How to Apply. Teaching others how to negotiate with poise can be a fulfilling career, especially if youre already passionate
about cultivating strong communication skills in others.Ultimately, effective Business English Dialogues empower you to present your ideas confidently, challenge objections respectfully, and inch closer to mutually beneficial outcomes. From customer service phrases to team meeting dialogues and formal discussion examples, each element plays a
role in shaping how negotiations unfold. The more you practice, the more natural these dialogues will feel, elevating your professional presence in every aspect of your career.Boost Fluency with Practical Dialogue Practice WorksheetsMy dears, theres something wonderfully empowering about seeing your own progress in black and white. Thats why
using dialogue practice worksheets can be such a game-changer in perfecting Business English Dialogues. These worksheets provide structured scenarios where you can role-play, reflect, and refine your communication skills in a low-pressure environment.Why Worksheets?Many of us learn best by doing, and practical worksheets force us to translate
theory into action. By filling in blanks or crafting responses for various office conversation examples, you strengthen both your vocabulary and your ability to think on your feet.Customized Scenarios for Real WorkplacesGood worksheets go beyond generic conversation topics. Instead, they delve into realistic office scenarios: greeting new colleagues,
addressing project delays, or using customer service phrases to handle an upset client. This targeted approach accelerates your readiness for real-world challenges.Guided Role-PlaysSome dialogue practice worksheets include scripts for both parties in a conversation, allowing you to practice out loud with a friend or colleague. For instance, you might
have a line like, I understand your frustration and Id like to propose a quick resolution, to master your tone and pacing. The more you rehearse, the more these phrases become second nature.Critical Thinking and ReflectionWorksheets arent just about repetition; they often encourage you to think critically. For example, What alternative phrases
could you use to apologize to a client? or How might you address a colleague who repeatedly arrives late to team meetings? Such questions prompt you to explore multiple approaches, enriching your ability to adapt on the fly.Building Confidence through RepetitionEach time you fill out or review a worksheet, youre reinforcing your language skills.
Even advanced speakers benefit from repeated practice. Regularly revisiting fundamental expressions and structures keeps your communication precise, ensuring that your Business English Dialogues stay polished and effective.Integrating TechnologyToday, there are countless online platforms that provide digital worksheets, quizzes, and exercises.
Feel free to print them out or complete them onlinewhichever mode makes you most comfortable. Whether its a quick fill-in-the-blank activity or a detailed case study requiring multiple paragraphs, these tasks help solidify your learning.Office Challenges and BeyondThese worksheets also prepare you for unexpected office conversation examples.
Imagine a scenario where your usual elevator is under maintenance. You might suddenly find yourself escorting a visiting executive up multiple flights of stairs. In such an instance, your well-practiced small talk and tactful inquiries will help maintain an air of professionalism (and good humor).One of the best parts about dialogue practice worksheets
is their flexibility. You can use them to sharpen your use of customer service phrases when dealing with complex client issues, or you can focus on more internal communication, like delegating tasks or managing conflicts. By choosing or designing worksheets that align with your personal or professional goals, you ensure that every practice session
propels you forward.As you might guess, consistent practice is the secret ingredient here. Incorporate a new worksheet into your routine once a week, or tackle one whenever you notice a gap in your communication skills. By actively engaging with these exercises, your competence and confidence will soar, making your Business English Dialogues
smoother, more nuanced, and more impactful.Never underestimate how structured learning can fast-track your progress. Worksheets are a tangible way to measure improvement, and they keep you accountable to your goals. So go ahead, immerse yourself in varied dialogue practice worksheets, and watch how your workplace interactions transform
for the better. Keep at it, and soon enough, these once scripted lines will emerge naturally in your everyday professional conversationsjust like a gentle friend guiding you to your next step.Empower Your Career with Essential Business English DialoguesMy dearest learners, if theres one thing I hope you take away from todays lesson, its that
confident communication has the power to open countless doors. By regularly practicing Business English Dialogues, youre actively nurturing a skill set that can elevate your professional life in remarkable ways. Whether youre a seasoned executive or just starting out, the right words can inspire colleagues, reassure clients, and demonstrate your
leadership potential.Lets reflect on a few aspects:Team Meeting Dialogues as Stepping StonesHaving a strong handle on team meeting dialogues doesnt just keep projects on trackit also spotlights your capabilities as an organized, thoughtful contributor. Over time, your colleagues will see you as someone who leads discussions efficiently while
ensuring everyone feels heard.Formal Discussion Examples for C-Level ConnectionsAs you climb the corporate ladder, youll find more and more opportunities to engage with higher-ups or industry leaders. Being able to offer clear, compelling input in formal discussion examples displays a level of professionalism that can greatly influence career
advancement. Your calm demeanor and precise language will make a lasting impression on decision-makers.Blog Title: and Personal BrandingOh, and never forget the value of sharing your expertise through writing as well! When youre comfortable with Business English Dialogues, even your written contentlike a blog post or internal memocarries
more authority. Consider drafting pieces under a Blog Title: that speaks to your knowledge, whether its about workplace strategies, industry trends, or innovative solutions.Staying AdaptableEach industryand even each companyhas its own nuances. But if youre well-versed in fundamental business expressions, you can quickly adapt to new
environments. From mastering the basics of a financial pitch to negotiating a service contract, your communication skills will serve as the foundation for success.Leveraging Global OpportunitiesIn our interconnected world, you might find yourself collaborating with international teams or even relocating abroad for a new role. High-level
communication skills ensure you can navigate cultural differences with grace, further underscoring your value as a global professional. Remember, dear ones, your journey with Business English Dialogues doesnt have to be a solitary endeavor. If you ever need personalized advice or youd simply like to explore more resources, feel free to Contact Us.
Additional guidance or structured programs could be just what you need to reach that next milestone in your career.The point is, effective communication is a lifelong asset. Whether in a small startup or a multinational corporation, being the person who can clearly articulate ideas under pressure makes you indispensable. Opportunities will often find
you, because in the modern workplace, clarity is currency. So embrace the tips, worksheets, and examples weve discussed, and apply them consistently. Before long, youll notice how naturally these dialogues roll off your tongue, and how positively people respond.You have all the tools at your disposalpractice, persistence, and a genuine desire to
learn. Combine these, and the sky is truly the limit. May your words always reflect your brilliance, and may you continue to grow in confidence and skill. Im rooting for each and every one of you as you empower your career with essential Business English Dialogues. Go forth, my wonderful learners, and make those office hallwaysand
boardroomsshine with your vibrant, articulate presence! In the following, we present dialogues and key phrases for English business small talk. You will also find lists with useful phrases from these examples that will help you in future conversations. Introducing yourself and others in English In the first two conversations, you will find useful phrases
for introductions and situations in which you meet people again. This is the setting for our fictional English business small talk: Jason, Susan, Gesine, Fridtjov and Ben are all at a conference, where they are making new contacts and reconnecting with old ones. 1. Starting a conversation: introducing yourself Jason: I dont think weve been introduced.
Im Jason. Jason Horn.Susan: Nice to meet you. Im Susan.Jason: Pleased to meet you, Susan. How are you enjoying the conference so far?Susan: Its been great. Ive met so many interesting people. And its a nice break from the office, to be honest.Jason: I know what you mean. Have you been to one of these conferences before?Susan: Yes, I was at the
one in Glasgow a couple of years ago. What about you?Jason: Thats funny, I was there, too. I dont think weve been introduced. Im ... . You must be ... . Im ... . Nice to meet you. Im ... . Pleased/Good to meet you. Could you say your name again for me? ... . Is that how you say it? Business small talk tip: Whats in a name? People from English speaking
countries usually use their first names at work and in business situations. If someone says their last name first, however, they probably expect you to use it. Ask the person to say their name again if its unclear. Its important to get it right. 2. Introducing someone else in English Jason: Susan, this is my Norwegian colleague, Fridtjov. We work in the
same department. Fridtjov, this is Susan.Fridtjov: Good to meet you.Susan: Its nice to meet you, too. Em, could you say your name again for me?Fridtjov: Its Fridtjov. Dont worry. Everyone has difficulty pronouncing my name.Susan: Fridtjov. Is that how you say it?Fridtjov: Yes. Perfect! Susan, this is my colleague, ... . Ill introduce you to my
colleagues. Starting a conversation with someone you already know If you already know the other person, you wouldnt start the conversation by introducing yourself. The following dialogues represent business small talk situations in which people meet again, speak for the first time in person or remind somebody that they have met before. 3.
Reconnecting with someone Susan: Gesine? Hi, its Susan. Susan Christie.Gesine: Oh, hi, Susan! I thought I recognized you. How are you?Susan: Im great, thanks. And you?Gesine: Im fine. Fancy meeting you here! What are the chances?Susan: [laughs] I know. You wouldnt have time for a quick coffee, would you?Gesine: Sure. That would be lovely. 4.
Starting a conversation: Meeting in person Jason: You must be Gesine. Im Jason. Its good to meet you at long last.Gesine: Ah, Jason. Its great to meet you. Weve been talking on the phone for years its funny that this is the first time weve actually met.Jason: I know! Come on, Ill introduce you to my colleagues. 5. You dont remember me Jason: Ben? Hi,
Im Jason. You dont remember me, do you?Ben: Im sorry. Can you jog my memory?Jason: Jason Horn. We met last year in Bristol. At the conference.Ben: Oh, right. I remember now. We met at one of the evening events, right? Was it the one in the town hall?Jason: Yes, thats the one.Ben: Goodness, Im so sorry. Its good to see you!Jason: No worries. I
thought I recognized you. So, are you still with the same company? You dont remember me, do you? Im sorry. Can you jog my memory? (if you dont remember someone) Its good to meet you at long last. (if you meet someone for the first time in person)In professional situations that involve some sort of travel, this is usually a good topic for business
small talk. Breaking the ice in small talk situations After you have started the conversations, youll want the small talk to go on for some time and avoid awkward pauses. Its never wrong to ask your conversational partner how they are. The answer to this question, however, is usually very short in English conversations. Detailed recountings of your
health issues or marital problems are not the best small talk topics. Its a lot more innocuous to ask how your conversational partner likes the event at which youve met. Other quite universal small talk topics are the weather, travel, accomodationor your background. In the following dialogue extracts, youll find how you can get a conversation with a
business partner going using these small talk topics. 6. Travel small talk Jason: How was your trip, Gesine? Not too arduous, I hope.Gesine: [laughs] No, it wasnt arduous at all. The plane was almost empty, so I had three seats all to myself. And I took the tram here. The venue is very central, isnt it?Jason: You can say that again! Now, how about we
grab a coffee before we get down to business?Gesine: That would be great. Thanks. How was your trip? The venue is very central, isnt it? 7. Small talk about your background Susan: Jason said youre from Norway. How long have you lived here?Fridtjov: I moved here in 2007.Susan: Oh, thats quite a while. Ive always wanted to go to Norway.
Whereabouts are you from?Fridtjov: Im from Trondheim. Have you heard of it?Susan: Yes, I have. A friend of mine lived there, actually. The worlds biggest sundial is in Trondheim, isnt it?Fridtjov: [laughs] Yes, thats right! The Trondheim Torg. Thats funny that you know about that. Business small talk tip: Things in common Small talk is about finding
a connection with the person you are talking to. Listen carefully to the information people share with you in a conversation and try to follow with a question to find out more. When someone asks a question, offer a little more information than they asked for. As soon as you find a topic on which you both have plenty to say, youll be off to a good start. 8.
Asking someone where they come from Fridtjov: And what about you, Susan? Where are you from? I cant quite place your accent.Susan: Im from Northern Ireland. But I moved here when I was a teenager, so my accent isnt as strong as it used to be.Fridtjov: Oh, right. Ive never been to Northern Ireland before. Are you from Belfast?Susan: No, Im
from Portstewart. Its about 60 miles north of Belfast. Whereabouts are you from? Are you from ... ? Im from ... . Have you heard of it? Its about ... miles north/west/south/east of ... . How long have you lived here? 9. Small talk about your accommodation Susan: So, where are you staying while youre here?Gesine: At the inn bythe park. Do you know it?
Susan: Ive never stayed there, but Ive only heard good things about it. Its very handy for the conference venue.Gesine: It is, and its very comfortable. I dont travel much in my job, so its a bit of a treat to stay in a nice hotel and not to have to worry about my kids and so on.Susan: [laughs] I bet. So, where are you staying while youre here? Ive never
stayed there. Its very handy for the conference venue. 10. Small talk about the weather Ben: I cant believe the weather weve been having rain, rain, rain. Its so depressing.Jason: Yeah, I know. I heard that its supposed to get better by the end of the week.Ben: Really? Isnt that what they said last week?Jason: Yeah, well, you cant really trust the
weather forecast. Its the time of year, though, isnt it? Its always miserable in January. I cant believe the weather weve been having. I heard that its supposed to get better by the end of the week.Being able to tell entertaining stories is a great small talk skill Keeping the conversation going Lets keep the conversation going. Once youve started off with
a general and rather unpersonal topic, you might want to lead over to a somewhat more personal topic. Small talk is all about finding out what you have in common with other people. If you can find a topic that you are both interested in, conversation should flow quite easily. 11. Small talk about your family Susan: I think I remember you said you had
three kids. Is that right?Gesine: Yes, just the three.Susan: Just three? Sounds like a bit of a handful to me.Gesine: Its getting easier, now that theyre older. They can even be quite good company sometimes.Susan: And you have a dog, too, dont you?Gesine: Well, we did. He passed away last year, unfortunately.Susan: Oh, dear. Im so sorry. Losing a pet
is awful.Gesine: Yeah,it is. Anyway, lets talk about something cheerier. Business small talk tip: Changing the subject You may want to change the subject because you find the current small talk topic awkward, or because you would like to start talking about business. Using the following English expressions can help make the transition smooth:
Anyway ... So, tell me Oh, by the way 12. Telling a story Gesine: Youll never guess what happened to my daughter the other day.Susan: What?Gesine: Well, shes 15 and loves entering competitions. But sometimes, you have to be 18 to enter, so I let her use my name. Well, she won. Or rather, I did.Susan: Cool! What did you win?Gesine: A luxury
holiday for two in the Maldives!Susan: Thats amazing! Are you taking your daughter or your husband?Gesine: My daughter, of course. Youll never guess what happened. Thats amazing! 13. Small talk about work Jason: So, are you still with the same company?Ben: Yeah, I am, actually. Itll be ten years next year.Jason: And everythings going well?Ben:
Things have noticeably picked up, so thats a relief. What about you? Have you been promoted yet?Jason: [laughs] I have, actually. I remember telling you about that.Ben: Good for you! Whats your official title these days, then?Jason: Principal planning consultant. And everythings going well? Whats your official title these days, then? Things have
picked up noticeably, so thats a relief. Inviting somebody along Especially if you meet at an event, you might want to ask the other person to join you for a cup of coffee or some other activity. Here is how you can do that: 14. An invitation to the pub Jason: A few of us are going to the pub. Would you like to join us?Ben: Id love to. Thanks. What time are
you going?Jason: Around 7.30 this evening.Ben: Oh, I forgot. Ive got to call the New York office at eight. Im not going to be able to make it.Jason: Why dont you come along after your call?Ben: OK,I could do that. Where are you going to be?Jason: At the Prince of Wales on Market Wynd. You wouldnt have time for a quick coffee, would you? How about
we grab a coffee before we get down to business? A few of us are going to the pub. Would you like to join us? Why dont you come along after your call? Id love to,thanks. Im not going to be able to make it. Ending a conversation Ending small talk can feel as awkward as starting the conversation. However, especially at professional events, it is
important that you dont spend the whole time talking to the same person. Its therefore important that you know how to end a conversation politely in English. 15. Saying Goodbye Susan: Is that the time? Id better get back to work. Listen, it was lovely catching up. Im so glad I bumped into you.Gesine: It was great to see you, too, Susan. It made my
day.Susan: Give me a call next time youre in London.Gesine: I will, for sure.Susan: Have a safe trip back home and a great time in the Maldives!Gesine: Thanks, I will! Take care. Is that the time? Id better get back to work. Listen, it was lovely catching up. Im so glad I bumped into you. It was great to see you, too, ... . Give me a call next time youre in
... . Have a safe trip back home. Take care. English is the language of international business. Professionals need to continuously grow their competence and fluency in order to remain competitive in the workplace. Meetings are a part of our everyday work life and individuals need to develop effective communication skills for them. Understanding the
right phrases, language, and conversational tone to use during a workplace meeting will help with career progression in our fast-paced international economy. This blog article shares essential communication skills for a business meeting, including useful phrases, vocabulary, and terminology. Youll improve your ability to lead and participate in
meetings by clearly and fluently expressing your thoughts, opinions, and suggestions. Opening the Meeting Welcome participants with a few quick phrases so you can start discussing the main points of the meeting: Good morning/afternoon, everyone. If we are all here, let's . . . get started (OR) start the meeting. (OR) . . . start. Good morning
everyone. If we're all here, let's get started. Good afternoon all. If were all here, lets start (the meeting). Welcoming and Introducing Participants If you have a meeting with new participants, make sure to introduce them before as you start the meeting. Please join me in welcoming (name of participant) We're pleased to welcome (name of participant)
It's a pleasure to welcome (name of participant) I'd like to introduce (name of participant) I don't think you've met (name of participant) Before I get started, I'd like you to please join me in welcoming Anna Dinger from our office in New York. If we want to welcome and introduce participants in a more informal way, we can use the following phrases:
Everyone, this is (name of participant) Before we begin, I want to introduce you all to (name of participant) Stating the Principal Objectives of a Meeting It's important to start the meeting by clearly stating the main objectives for the meeting. We're here today to Our aim (today) is to ... I've called this meeting in order to ... By the end of this meeting,
I'd like to have Our main objectives for todays meeting are We're here today to discuss the upcoming merger, as well as go over last quarter's sales figures. Our aim is to discuss our new digital marketing strategy for the upcoming launch. By the end of this meeting, Id like to have everyones opinions and thoughts on how we should cut our spending
in the next quarter. Giving Apologies for Someone Who is Absent If someone important is absent from the meeting, it's a good idea to let others know that they will be missing from the meeting. I'm afraid.., (name of participant) can't be with us today. She is in... I have received apologies for the absence of (name of participant), who is in (place).
Unfortunately, (name of participant) is unable to attend today. Shes asked if we can continue without her... I'm afraid Robert can't be with us today. He's in London meeting with clients but will be back next week. Unfortunately, John is unable to attend today. Hes asked if we can continue without him Reading The Minutes of The Last Meeting If you
have regular meetings that repeat, be sure to read the minutes from the last meeting to make sure that everyone is on the same level. First, let's go over the report from the last meeting which was held on (date) Here are the minutes from our last meeting, which was on (date) First, let's go over the minutes from our last meeting which was held last
Tuesday. Jeff, could you please read the notes? Here are the minutes from our last meeting, which was on 12.09. What is We Speak Business Program We Speak Business is an English course with live speaking lessons for English learners who want speaking practice with native speakers, professional teachers, and students from around the world. You
have live speaking lessons where you can join and start speaking business English every day. There's a lesson every day and also, you can review all record lessons. There is a lot of conversation practice for each level of English (A2, B1-B2, C1). There is a calendar of scheduled lessons so you can see when lessons are and at what time you can join and
start speaking. In We Speak Business program, you have 24/7 support and also you have student chat where you can speak with other students from all around the world. Before you join our program and start speaking business English, we strongly recommend you sign up for our free seminar with Andrew Smith, where you can learn: What goals you
need to have to get better results How to master business English quickly What are the strategies that will help you advance to a higher level How you can speak business English more fluently and confidently Free resources to help you learn business English Exclusive resource to improve your speech Dealing With Recent Developments Checking in
with others will help you keep everyone up to date on the progress of various projects. Jacky, can you tell us how the ABC project is progressing? Jacky, how is the XYZ project coming along? Jim, have you completed the report on the new sales figures? Has everyone received a copy of the Polo Foundation report on current digital marketing trends?
Anna, please tell us how the arrangements for the merger are coming along. Moving Forward Use these phrases below to move to the main focus of your meeting. So, if there is nothing else we need to discuss, let's move on to today's agenda. Shall we get down to business? Is there any other business that needs to be taken care of? If there are no
more points/suggestions, I'd like to move on to today's topic. Once again, I'd like to thank you all for coming. Now, shall we get down to business? Introducing The Agenda Before you get into the main points of the meeting, double-check that everyone has a copy of the agenda for the meeting. Have you all received a copy of the agenda? There are
three items on the agenda. First, Shall we take the points in this order? If you don't mind, I'd like to ... go in order (OR) skip item 1 and move on to item 3 I suggest we take item 2 last. Have you all received a copy of the agenda? Great. Shall we take the points in order? Does everyone have a copy of todays agenda? Good. There are three items on the
agenda today. First of all Allocating Roles As you progress through the meeting, it's important that people keep track of what's going on. Make sure to allocate note-taking. (Name of participant) has agreed to take the minutes. (Name of participant) has kindly agreed to give us a report on this matter. (Name of participant) will lead point 1, (name of
participant) point 2, and (name of participant) point 3. (Name of participant), would you mind taking notes today? Andy, would you mind taking notes today? Susan has kindly agreed to give us the run-down on this matter Agreeing on The Ground Rules for The Meeting If there is no regular routine to your meeting, point out the basic rules for
discussion throughout the meeting. We will hear a short report on each point first, followed by a discussion around the table. I suggest we go round the table first. The meeting is due to finish at... We'll have to keep each item to ten minutes. Otherwise we'll never get through. We may need to vote on item 5, if we can't get a unanimous decision. I
suggest we go round the table first to get everyone's feedback. After that, we'll take a vote. Introducing the First Item on The Agenda Use these phrases to begin with the first item on the agenda. Make sure to use sequencing language to connect your ideas throughout the meeting. So, let's start with Shall we start with... So, the first item on the
agenda is Pete, would you like to kick-off? Martin, would you like to introduce this item? Shall we start with the first item? Excellent. Patrick will introduce our plans for the merger and then will discuss the implications. Closing an Item As you move from item to item, quickly state that you have finished with the previous discussion. I think that covers
the first item. Shall we leave that item? If nobody has anything else to add, I think that covers the important points of the merger. Next Item These phrases will help you transition to the next item on the agenda. Let's move onto the next item The next item on the agenda is Now we come to the question of... Now, let's move onto the next item. We've
been having a bit of a personnel crunch lately. Giving Control to The Next Participant If someone takes over your role, give control to them with one of the following phrases. I'd like to hand it over to Mary, who is going to lead the next point. Right, David, over to you. I'd like to hand you over to Liam, who is going to discuss the personnel issues.
Summarizing As you finish the meeting, quickly sum up the main points of the meeting. Before we close, let me just summarize the main points. To sum up, ... In brief, In short, To summarize, ... Shall I go over the main points? To sum up, we've moved forward with the merger and expect to start work on the project in March. Also, the personnel
department has decided to hire additional staff to help us with the increased demand. Suggesting and Agreeing on Time, Date and Place for The Next Meeting As you end the meeting, make sure to arrange for the next meeting if necessary. Can we fix the next meeting, please? So, the next meeting will be on... (day), the . . . (date) of.. . (month) at...
What about the following Wednesday? How is that? So, see you all then. Before we leave, I'd like to fix the next meeting. What about next Thursday? Thanking Participants for Attending It's polite to thank everyone for attending the meeting and for their participation. I'd like to thank Marrisa and Cintia for coming over from Buenos Aires. Thank you
all for attending/coming. Thank you for your input today Thank you all for your participation and I'll see you next Thursday. Closing The Meeting You can close the meeting with a simple statement. The meeting is closed. I declare the meeting closed. Thats the end of todays meeting. Id like to close the meeting for today. Lets Wrap Up By memorizing
and practicing the key phrases weve learned today, youll be better equipped to deal with various common functions in any future business meetings. Its important to remember that you shouldnt overthink and that short and simple is always the best way to communicate. In international business, we prefer a back-and-forth approach to our
communication. I say a little bit, then you say a little bit, then I say a little bit more, and then you say a little bit more. We should avoid waffling and digressions as much as possible, and we should know before the meeting starts what our main objectives of the meeting are and how were going to communicate and express them. If speaking in business
meetings is something you find difficult, or if you constantly struggle to express yourself clearly, concisely, and professionally in English at work, then Id like to invite you to our exclusive business speaking programme - We-Speak-Business Unlimited. Everyday, students from around the world join our live speaking lessons where we discuss current
and relevant business topics as well as common business functions. We primarily focus on your speaking skills and delivery, but also give you new and better ways to express yourself by introducing important and useful vocabulary. Our professional native-speaking teachers will also correct you when you make a mistake, and give you live feedback on
practical ways to improve your business speaking skills. Every lesson is recorded, meaning you rewatch thousands of recorded lessons at a time that suits you. We also equip you with your very own study strategy and tools that you can you use to increase your vocabulary range and learn more business words much faster. Thank you for reading
todays blog article, and leave a comment with any questions you have and things you specifically struggle with when communicating in English and in international business. To your success! Boost your business English with real-world dialogues. Master professional communication in various scenarios with our ESL business dialogues. Practice these
dialogues with a friend or on your own. Business IntroductionsDialogue: Business Introductions Scenario: Two professionals meet at a networking event. Person A: Hi, Im Sarah Anderson. I work as a Marketing Manager at ABC Corporation. Nice to meet you! Person B: Hello, Sarah. Im David Smith. Im the Sales Director at XYZ Enterprises. Its a
pleasure to meet you too! Person A: So, David. How long have you been with XYZ Enterprises? Person B: Ive been with XYZ for about five years now. How about you? How long have you been at ABC Corporation? Person A: I joined ABC Corporation two years ago. Ive been enjoying my time there, working on various marketing campaigns and
strategies. Person B: Thats great to hear! Marketing is such a dynamic field. What specific projects are you currently involved in? Person A: Currently, Im leading a team on a digital marketing campaign for a new product launch. Its been challenging but exciting. Person B: That sounds interesting! Digital marketing is crucial nowadays. Were also
focusing on enhancing our online presence. Any tips youd like to share? Person A: Absolutely! Utilizing social media effectively and analyzing data to tailor campaigns has been key for us. We could exchange some ideas later. Person B: Id appreciate that, Sarah. Lets definitely keep in touch. Heres my business card. Person A: Thank you, David.
Likewise, heres mine. Looking forward to connecting and talking further. business-introductions-b2-1Download Business DinnerDialogue: Business Dinner with a Client Scenario: A business dinner between a company representative and a client. Company Representative (CR): Good evening, Mr. Johnson. Its a pleasure to have this opportunity to meet
and discuss our collaboration over dinner. Client: Good evening! The pleasure is mine. Thank you for arranging this dinner. CR: Our team is excited about the potential partnership. Shall we start by toasting to a successful collaboration? Client: Absolutely! To a successful partnership and many fruitful years ahead. CR: Cheers! So, tell me, how did you
get started in the industry youre in? Client: Well, it all began during my college years. I was always fascinated by technology and innovation. CR: Thats interesting. Our company shares a similar passion for innovation. Have you had a chance to visit our headquarters? Client: Not yet, but Ive heard wonderful things. Id love to arrange a visit in the near
future. CR: That would be fantastic. Our team would be more than happy to show you around and give you a deeper insight into our operations. Client: I appreciate that. Lets make it happen. Also, what are your thoughts on the current market trends and how they might impact our collaboration? CR: Market trends are ever-changing, and were
constantly adapting to stay ahead. I believe our collaboration will position us well to capitalize on these shifts. Client: Agreed. Its crucial to stay ahead of the curve. I look forward to navigating these trends together. CR: Likewise. Enjoy the rest of your meal, and lets continue our discussion on how we can drive our collaboration forward. Client: Thank
you. Looking forward to it. business-dinner-1Download Business NegotiationDialogue: Business Negotiation Meeting Scenario: Two companies negotiating a partnership agreement. Company A Representative (CAR): Good morning, Mr. Roberts. Im Sarah from TechGen Innovations. Thank you for joining us today. Company B Representative (CBR):
Good morning, Sarah. Im pleased to be here. Were looking forward to discussing the potential partnership. CAR: Likewise. Our companies share a common goal of innovation and growth. Lets explore how we can mutually benefit from this collaboration. CBR: Agreed. One area wed like to discuss is the scope of the partnership. What specific aspects
do you envision? CAR: Were open to exploring product development collaboration and joint marketing initiatives. However, we need to ensure a fair division of responsibilities and profits. CBR: Definitely. We propose a 50-50 division of responsibilities and profits. How does that sound to you? CAR: That seems fair. Lets also talk about the duration of
this partnership. How long should we commit to this collaboration initially? CBR: We propose an initial contract of three years, with the option to review and extend based on performance and mutual agreement. CAR: That sounds reasonable. Well need to outline the key performance indicators (KPIs) and expectations clearly in the contract. CBR:
Absolutely. We value transparency. Lets work on drafting a preliminary agreement with the discussed terms for review and approval by both parties. CAR: Agreed. Well have our legal team work on that. Thank you for your time and productive discussion today. CBR: Thank you too, Sarah. Looking forward to finalizing the details and moving forward
with this exciting partnership. business-negotiationsDownload Sales CallDialogue: Sales Call with Client Scenario: A sales representative making a sales call to a potential client. Sales Representative (SR): Good afternoon, Mr. Davis. This is Alex from BrightTech Solutions. How are you today? Potential Client (PC): Good afternoon, Alex. Im doing well,
thank you. How can I assist you? SR: I wanted to discuss our latest software solution that can significantly improve your teams productivity and streamline operations. Have you heard about our new offering? PC: Ive seen some information online, but Id appreciate a detailed overview and how it could specifically benefit our company. SR: Certainly.
Our software integrates seamlessly with your existing systems, providing a centralized platform for efficient data management. It also offers advanced analytics for informed decision-making. PC: That sounds promising. How does the pricing and licensing work for this software? SR: We offer flexible pricing options based on the size of your
organization and the specific features you need. Id be happy to tailor a proposal to suit your requirements and budget. PC: Excellent. Could you also provide references or case studies of how this software has helped other businesses? SR: Absolutely. I can share success stories and connect you with clients who have seen significant improvements
after implementing our solution. PC: That would be great. Lets schedule a follow-up meeting to dive deeper into this. Ill gather our team for a more comprehensive discussion. SR: Wonderful. How about next Wednesday at 3 PM? Does that work for you? PC: Perfect. Lets lock that in. Thank you, Alex. Looking forward to our discussion. SR: Thank you,
Mr. Davis. Looking forward to it as well. Have a great day! Branding MeetingScenario: A team meeting to discuss and strategize branding efforts for a company. Marketing Manager (MM): Good morning, everyone. Today, were here to delve into our branding strategy. Our brand identity is a crucial asset. Graphic Designer (GD): Absolutely. Our visual
elements, like the logo and color palette, need to be consistent and aligned with our brand message. MM: Right. Lets start by reviewing our brand guidelines and ensuring that all materials conform to them. Copywriter (CW): And we must maintain a consistent tone and voice across all our written content. MM: Excellent points. Now, were considering
a brand refresh. Any suggestions on how we can do this effectively? Digital Marketer (DM): A phased rollout of the new branding elements might work. We can start with the website and social media, followed by printed materials. GD: That sounds logical. We should also consider audience feedback and conduct surveys to understand how the new
branding is perceived. MM: Agreed. Feedback is essential. We should also prepare a detailed brand style guide to ensure everyone in the company is on the same page. CW: And lets not forget about training sessions for our staff to understand and communicate the new brand effectively. MM: Fantastic suggestions, team. Lets start working on this
branding refresh with a clear plan in mind. Technical IssuesDialogue: Employee Experiencing Computer Problems Scenario: An employee encounters technical issues with their computer. Employee (E): Hello. This is Laura from the marketing team. Im having trouble with my computer. IT Support (IT): Hello Laura. Im here to help. What seems to be
the problem? E: My computer is running very slowly, and Im experiencing frequent freezes while working on tasks. IT: I see. Lets start by checking your systems performance. Have you tried restarting your computer recently? E: Yes, Ive restarted it a few times, but the issue persists. IT: Alright. Lets try a few troubleshooting steps. Could you open
the task manager and check the CPU and memory usage? E: Sure. I have the task manager open. The CPU usage is high, around 90%. IT: Thats likely causing the slowness. Lets check for any unnecessary applications running in the background. Do you see any unusual processes? E: Yes, theres a process using a lot of memory that I dont recognize.
Its called XYZApp. IT: Ah, that could be the culprit. It might be a non-essential application hogging resources. Lets end that process and see if it helps. E: Okay, Ive ended the process. The CPU usage is now down to 20%. It seems to be running smoother now. IT: Great! If the issue persists or if you encounter any more problems, dont hesitate to reach
out. Were here to help. E: Thank you so much for your assistance! Islamic BankingDialogue: Explaining Islamic Banking to a Colleague Scenario: Ahmed, a financial advisor, is explaining the concept of Islamic banking to Emma, a colleague who is unfamiliar with it. Emma: Ahmed, Ive heard about Islamic banking, but Im not exactly sure how it works.
Can you explain it to me? Ahmed: Sure, Emma. Islamic banking operates based on principles derived from Islamic law, known as Shariah. Its fundamentally different from conventional banking in several ways. Emma: How so? What makes it different? Ahmed: One key principle is the prohibition of riba, which means interest. In Islamic banking,
earning or paying interest is not allowed. Emma: No interest? How do banks make money, then? Ahmed: Instead of charging interest, Islamic banks use profit-sharing models. For example, they might invest in a business and share the profitsor losseswith the borrower. Emma: That sounds interesting. What about loans? How do they work without
interest? Ahmed: Good question. Instead of traditional loans, Islamic banks use agreements like Murabaha and Ijara. In Murabaha, the bank buys an asset and sells it to the customer at a higher price, allowing them to pay in installments. [jara is similar to leasing, where the bank retains ownership of an asset and leases it to the customer. Emma:
What about other financial activities like investing or savings? Ahmed: Investments must comply with Shariah principles too. For example, Islamic banks avoid investing in industries like alcohol, gambling, or anything considered unethical. They also engage in Mudarabah, where the bank provides capital, and the entrepreneur manages the business.
Profits are shared based on a pre-agreed ratio. Emma: Thats fascinating! So, the focus is more on ethical investments and risk-sharing? Ahmed: Exactly. The system promotes fairness and transparency. It ensures that both parties share the risks and rewards equally. Emma: Thank you, Ahmed. This has been really insightful. I never realized how
different it is from conventional banking! Ahmed: Youre welcome, Emma. Im glad I could help clarify it. Shariah Islamic law governing all aspects of life, including finance. Riba Interest, which is prohibited in Islamic banking. Murabaha A type of sale where the bank buys an asset and sells it at a profit. Ijara A leasing agreement where the bank leases
an asset to a client. Mudarabah A profit-sharing investment partnership between a bank and an entrepreneur. Ethical investments Investments that adhere to moral and ethical guidelines. Profit-sharing Sharing profits or losses instead of earning interest. Risk-sharing Both parties share the financial risks and rewards.Do you think the ethical focus of
Islamic banking could be applied to conventional banking systems? Why or why not? What are the key principles that differentiate Islamic banking from conventional banking? How does Islamic banking generate profits without using interest? Why is risk-sharing an important aspect of Islamic banking? What types of industries or investments are
avoided in Islamic banking? -Business Trip-Employee Performance Review-Business Presentations-Calling in Sick-Handling a Difficult Client-Pitching to Investors-Company Audit Discussion-Going Over Expense Reports-Workplace Discrimination-Global Regulations Compliance-Budget Proposals-Discussing Market Trends With FluentU, you can learn
Spanish, French, Mandarin Chinese, German, Japanese, English, Italian, Russian, Korean, and Portuguese. For English, we provide versions tailored to Spanish, Japanese, Korean, Portuguese, Chinese, Italian, and Russian speakers. This helps learners study English with content that matches their native language, making learning easier and more
effective. You probably already know hello and how are you? in English.However, English speakers also use many other English greetings and expressions to say slightly different things.Lets learn how to use some other simple formal and informal English greetings, as well as fun slang expressions that English-speakers use to greet each
other.ContentsWhat is a Greeting in English?Greetings in English are expressions or sometimes gestures used when meeting someone. They are a way to show respect, friendliness and goodwill. Common English greetings include phrases such as hello, hi and good morning.Depending who you are with, greetings can range from formal to informal.
Knowing a good range of greetings will help you start a conversation off right with anyone, no matter what the situation is!Formal Greetings in Englishlts best to begin by using formal greetings in most business situations, and then listen to how your co-workers or business partners greet you.Its a good idea to wait until someone speaks casually with
you before you speak casually with them. You may find that people will begin to use casual greetings with you over time, as you get to know each other better.Formal greetings are also used when you meet older people.1. Good morning / Good afternoon / Good evening These are formal ways of saying hello, which change depending on the time of
day.Keep in mind that good night is only used to say goodbye, so if you meet someone late in the day, remember to greet them with good evening, rather than good night.Good morning can be made more casual by simply saying morning. You can also simply use afternoon or evening as informal greetings, but these are less commonly used.2. Its nice
to meet you / Pleased to meet you These greetings are formal and polite. If you say this to someone when you meet him or her for the first time, it will make you seem courteous (polite).Remember to only use these greetings the first time you meet someone. Next time you see the person you can show that you remember him or her by saying its nice to
see you again or simply its nice to see you.3. How have you been? This greeting question is only asked by people who have already met. If someone asks you how have you been? they want to know if you have been well since the last time the two of you met.4. How do you do? This greeting is VERY formal, and quite uncommon and old-fashioned now,
but it may still be used by some older people.The proper response is Im doing well or, as strange as it seems, some people even ask how do you do? right back as an answer.Informal Greetings in English5. Hey / Hey man / Hi You can use hey and hi to greet someone instead of hello. Both are particularly popular among younger people.While hi is
appropriate to use in any casual situation, hey is for people who have already met. If you say hey to a stranger, it might be confusing for that person because he or she will try to remember when you met before!You can also add man to the end of hey when greeting males. Some people also use hey man to casually greet younger women, but only do
this if you know the woman very well. Remember that hey doesnt always mean hello. Hey can also be used to call for someones attention.6. Hows it going? / How are you doing? These are casual ways of asking how are you? If youre trying to be particularly polite, stick with how are you? but otherwise, you can use these expressions to greet almost
anyone.The word going is usually shortened, so it sounds more like go-in. You can answer with its going well or Im doing well depending on the question.Although its not grammatically correct, most people just answer goodand you can too. Like when responding to how are you? you can also follow your answer by asking and you?7. Whats up? / Whats
new? / Whats going on? These are some other informal ways of asking how are you? which are typically used to casually greet someone you have met before. Most people answer with nothing or not much.Or, if it feels right to make small talk, you could also briefly describe anything new or interesting thats going on in your life, before asking what
about you? to continue the conversation.8. Hows everything? / How are things? / Hows life? These can be used to casually greet someone and ask how the person is doing, but most often these sentences are used to greet someone you already know. To these, you can answer good or not bad.Again, if small talk feels appropriate, you could also briefly
share any interesting news about your life, and then ask the person what about you? or another greeting question.9. Hows your day? / Hows your day going? These questions mean how are you? not just right now, but how youve been all day. You would use these greetings later in the day and with someone you see regularly.For example, you might



ask a co-worker one of these in the afternoon, or a cashier that you see at the grocery store every evening.Its going well is the grammatically correct response, but many people simply answer with fine, good or alright.By the way, notice that good, fine or not bad are perfect answers to almost any greeting question.10. Good to see you / Nice to see you
These casual greetings are used with friends, co-workers or family members that you havent seen in a while.Its common for close friends to hug when they greet each other, particularly if they havent seen each other in some time. So you might use this greeting along with a hug or handshake depending on your relationship with the person.11. Long
time no see / Its been a while These casual greetings are used when you havent seen someone in a long time, particularly if you meet that person unexpectedly.How much is a long time? It depends on how often you normally see that person. For example, you could use one of these greetings if you normally see the person every week, but then dont
see them for a few months or more.Usually, these phrases are followed by another question, like how are you, how have you been? or whats new?Slang Greetings in EnglishSlang greetings are extremely informal, and should only be used with people that you know very well, and feel very comfortable with.Keep in mind that a lot of slang is regional,
and using Australian slang in the United States, for example, can sound quite strange.Youll need to learn the local slang wherever you are, but these common examples will help you get started.12. Yo! This extremely informal greeting is common in the U.S. It comes from 1990s hip-hop slang and these days its often used both seriously and
jokingly.This greeting should only be used with very close friends, and never in a business setting.13. Are you OK? / You alright? / Alright mate? This casual way of asking both hello and how are you is common in Britain.You can respond yeah, fine, or simply alright before asking and you? to the other person.14. Howdy! This is a very informal
abbreviation of how do you do? that is common in certain parts of Canada and the U.S.Keep in mind that if you say howdy outside of these regions, you will sound like a cowboy, and it might make the other person laugh.15. Sup? / Whazzup? These greetings are abbreviations of whats up? which are common among teenagers. Like with whats up? you
can answer nothing or not much.16. Gday mate! This casual greeting is an Australian abbreviation of good day.Keep in mind that Australian greetings often use ya instead of you. So how are ya? is the same as how are you?, and how are ya going? is basically the same as hows it going? or how are you doing?17. Hiya! This greeting, short for how are
you?, is commonly used in certain parts of England. However, you dont need to actually answer this questionyou can just say hey! right back.English Greetings for Emails and LettersWhen writing an email or letter, there are specific greetings you should use to address the person you are sending it to. Here are some of the most important greetings
you should know for this context.18. Dear [recipients Name]This greeting is commonly used in formal correspondence and professional settings. It indicates respect and maintains a polite tone. Including the recipients name makes it more personal.lts suitable for emails or letters addressed to colleagues, clients, or people who you have a professional
relationship with.19. Dear Sir or Madam You can use this greeting when writing to someone whose name you dont know, or when your letter or email is directed at a more general audience.It shows respect and professionalism, making it a good option for things like job applications, formal inquiries, or letters to unknown recipients.20. To whom it
may concern To whom it may concern is a formal greeting used in business letters or emails when the sender does not have a specific recipient in mind.This greeting is appropriate when addressing general inquiries, formal complaints, or other situations where the recipients identity is unknown or irrelevant. This greeting has less of a personal touch,
so best not to use it with someone you are more familiar with!And of course, once youve nailed the introductions, theres another set of phrases you need to learn.Thats right, farewells (saying goodbye)! This video will give you a brief introduction to saying goodbye in English.I hope you enjoy trying out these new English greetings. Youll find that
greeting people in different ways will help your English sound more natural, and it might even make English greetings more fun and interesting for you.If you like learning English through movies and online media, you should also check out FluentU. FluentU lets you learn English from popular talk shows, catchy music videos and funny commercials,
as you can see here:If you want to watch it, the FluentU app has probably got it.The FluentU app and website makes it really easy to watch English videos. There are captions that are interactive. That means you can tap on any word to see an image, definition, and useful examples.FluentU lets you learn engaging content with world famous
celebrities.For example, when you tap on the word "searching," you see this:FluentU lets you tap to look up any word.Learn all the vocabulary in any video with quizzes. Swipe left or right to see more examples for the word youre learning.FluentU helps you learn fast with useful questions and multiple examples. Learn more.The best part? FluentU
remembers the vocabulary that youre learning. It gives you extra practice with difficult wordsand reminds you when its time to review what youve learned. You have a truly personalized experience.Start using the FluentU website on your computer or tablet or, better yet, download the FluentU app from the iTunes or Google Play store. Click here to
take advantage of our current sale! (Expires at the end of this month.)Business English is a highly sought-after skill that requires a special kind of classroom. As the teacher, choosing a textbook for your class is one of the most important steps to take in your preparation.Todays business English textbooks are designed to give learners techniques and
structures for specific situations while solidifying their fundamental vocabulary and grammar. Discover 20 of the best business English textbooks below, along with tips for choosing which ones are meant for you and your classroom.ContentsGeneral Business BooksMarket LeaderMarket Leader takes a four-skill approach to learning Business English
with relevant and challenging communicative activities on every page.Each unit covers a theme and includes authentic reading materials, listening activities and case studies that really put things into perspective for the reader.Students will love Market Leader if theyre at a lower-intermediate level or above and seekingto improve their overall
Business English.Business one:oneBusiness one:one is the perfect text for the student with some experience using English for business, but who want to be more fluent and natural.It provides key vocabulary, phrases and grammar for specific speaking and writing skills.The book is designed for private lessons, but it could also be used for group
lessons without much difficulty.Total BusinessThis book is designed as in introduction into English for business.It covers essential vocabulary, grammar and expressions and follows a modular structure.The modules are uniquely divided into Business Topics (focusing on discussion), Business Skills (focusing on functional practice) and Learning
Strategies (techniques to help students across several situations).Intelligent Businessintelligent Business is made for students with limited knowledge of and experience in business.Each unit explains basic business concepts such as Productivity and Etiquette and contains real-life examples and role-play activities.Intelligent Business is available in
five different levels, from Elementary to Advanced.It has a Coursebook which focuses on Business English across the four skills, and a Skillbook which is devoted to functional practice.English for Everyone: Business English Course BookThis is a complete self-study guide for learning business English that is meant for all levels.You can either have
students use the guide on their own or take exercises from the book to complete them as a class.The guide is extremely visual and covers common words and phrases as well as relevant grammar. There are listening, writing and reading exercises, making the textbook extremely well-rounded.Topics covered include emails, negotiations and job
applications.ESL Business EnglishThis book is designed to help the reader achieve fluency in all areas of business English by focusing on clear communication.It includes telephone communication, how to write business emails and memos, small talk, speeches and much more.This is a great book for any students that really want to focus on the idea of
conversing in the workplace.Grammar for BusinessThis book will give students the chance to learn proper business English grammar and put it in to practice.Grammar is a very important part of business English as good grammar will create a more professional image. This book provides plenty of examples and practice sections.Additionally, it offers
advice and tips on topics such as giving presentations and stating opinions.25 Business StoriesThis book uses real-life business stories and dialogues to help students learn more business English vocabulary and phrases.Not only will students learn more about business English, but theyll also be learning about aspects of success and failure in the
business world.This book includes notes on grammar and reading comprehension exercises and is best to use with more advanced learners.Business EnglishThis book is specifically designed for ESL students and is focused on advanced grammar and understanding of business English.This book will help students gain confidence and improve their
business English speaking abilities.It includes advanced grammar and idiomatic expressions as well as lessons on business etiquette and cultural differences. It also includes a CD with dialogues which is great for listening practice.Speak Better Business English and Make More Moneylf your students want to sound like native English speakers, this
might be the right book for you to use in your classroom.It focuses on the more casual, everyday business English used by most businesspeople in the U.S.It includes hundreds of common business idioms and expressions on topics ranging from marketing to finance to HR issues.Business Vocabulary BooksOxford Business English DictionaryThe Oxford
Business English Dictionary is specifically designed for English language learners. Its useful if you want to find a terms definition quickly.This works similar to any other dictionary but with a more clear focus on business concepts and even examples and break-downs of business processes.It comes with a CD version and there are study pages to help
you use business English vocabulary in real-world contexts.Business Words You Should KnowThis book is ideal for ESL speakers who already have a solid grasp of the English language.Its set up like a dictionary and provides over 1,000 of the most common and useful business English words and phrases.The words relate to all areas of business and
even include relevant acronyms.Business Vocabulary in Use SeriesThis is a series offered by Cambridge that shows how business English vocabulary is actually used.These books teaches business vocabulary and offers the chance to practice using it with exercises.The series offers books for the beginner, intermediate and advanced levels.Business
Phrase BooksBusiness Idioms InternationalThis book is a great resource for business English idioms as it has 200 idioms available.The idioms are present within sample texts, so you can see exactly how theyre used in natural conversation. Additionally, the book provides exercises to practice using the idioms.There is also an option to buy an
accompanying audio cassette that will allow students to hear the idioms used while they read them.505 Business English Idioms and Phrasal VerbsStudents can start to sound like a real native English speaker with this book.Theyll learn plenty of idioms as well as some of the more useful phrasal verbs found in business English.The book covers several
categories such as deal-making, hiring, firing and financing.Speak Business English Like an AmericanThis book teaches students idioms and common business expressions in American English and even comes with a CD so they can hear them!Use the book with the CD to teach new idioms and expressions and practice clear pronunciation.This is a
great choice for students that specifically aim to work in the U.S. or work with American colleagues as it is focused so much on American business English.Business English ESLThis phrase book will help teach students how to answer difficult English questions at a job.It includes phrases related to meetings, networking and delegating work.It
provides students with ways to give and receive feedback and guidance on how to conduct an interview.Perfect Phrases SeriesThe Perfect Phrases series offers books on a range of business English topics.Students can really choose whichever book they want from this series.It covers everything from speaking confidentlyto phrases for managers and
even an entire book is dedicated to meeting phrases.Business Writing BooksBusiness Writing: What Works, What WontIf students already have a good understanding of English and want to improve their writing skills, this book is a good choice. It covers how to write reports, letters, memos and emails among other things.It includes examples and
exercises as well as notes on grammar.Barrons ESL Guide to American Business EnglishThis book teaches business English writing for the U.S. It includes samples and examples of reports, proposals, resumes and more.The book also has exercises and focuses on sentence structure and different verb forms.The Characteristics of Good Business
English TextbooksWhile there are so many options for textbooks, you need to look at what you want for your students in order to choose the right on. Here are some tips when analyzing which textbooks might work for you:It needs to be relevant. The business world changes so rapidly. The best Business English textbooks are revised frequently
enough to stay either current enough or general enough that they dont fall behind the times.It needs to be four-skill focused.That is, it needs to contain activities to support speaking, writing, reading and listening.It needs to be functional. Your students arent in your class to learn about business. If they want that, they can get an MBA. Theyre there to
learn how to complete business functions in English: with the right phrases, tone and logical order.Look for books with structure.The book should have a good flow with a balance between content, examples and practice opportunities.How to Choose the Right Textbook for Your ClassFinding the right text for your class is a simple matter of following
The Three Ls: Level, Learner and Length.First, find out what the students levels are but not only their English levels. Equally important here is their Business English level. Do they use English for business on a regular basis? If so, in what capacity? For how long? All of this can tell you how difficult your chosen textbook should be and how deeply it
needs to delve into business topics.Next, find out what kind of learners your students are. What are they looking for out of their lesson? Perhaps your students want to build their business vocabulary while also reinforcing their grammar. Or they might be more interested in functional practice using discussions, role plays and case studies. Then again,
they might want a bit of both. Look at how the text is built and what kind of activities it emphasizes, and see if it matches the needs of your learners.Finally, what is their course length? Are they going to take several lessons over a lengthy period? Or are they going to do something more short-term? Some Business English textbooks are better suited
for long-term courses, while others are more flexible and could easily be customized for a shorter program.Now that you know of 20 of the best business English textbooks and how to choose the right one, you are well on your way to prepping for an amazing course!lf you like learning English through movies and online media, you should also check
out FluentU. FluentU lets you learn English from popular talk shows, catchy music videos and funny commercials, as you can see here:If you want to watch it, the FluentU app has probably got it.The FluentU app and website makes it really easy to watch English videos. There are captions that are interactive. That means you can tap on any word to
see an image, definition, and useful examples.FluentU lets you learn engaging content with world famous celebrities.For example, when you tap on the word "searching," you see this:FluentU lets you tap to look up any word.Learn all the vocabulary in any video with quizzes. Swipe left or right to see more examples for the word youre
learning.FluentU helps you learn fast with useful questions and multiple examples. Learn more.The best part? FluentU remembers the vocabulary that youre learning. It gives you extra practice with difficult wordsand reminds you when its time to review what youve learned. You have a truly personalized experience.Start using the FluentU website on
your computer or tablet or, better yet, download the FluentU app from the iTunes or Google Play store. Click here to take advantage of our current sale! (Expires at the end of this month.) Unlock the power of formal conversation in oral communication with our comprehensive guide. Dive into clear definitions, insightful examples, and effective tips to
elevate your communication skills. Whether youre navigating workplace dialogues or engaging in academic discussions, our guide is your key to mastering the art of articulate and respectful oral expression. Explore communication examples that illuminate the nuances of formal conversations and enhance your overall communication proficiency.What
is Formal Conversation in Oral Communication?In simple terms, formal conversation in oral communication refers to structured and respectful exchanges adhering to social norms. This type of dialogue follows professional etiquette, maintaining a refined tone and clear conveyance of thoughts. It involves the use of effective communication skills,
ensuring clarity and fostering a positive and respectful atmosphere.30 Formal Conversation in Oral Communication ExamplesUnleash the potential of formal conversations in oral communication with our curated guide. Explore 30 diverse examples illustrating the art of structured and respectful dialogue. From workplace scenarios to academic
discussions, master the nuances of effective communication for success in various domains. Enhance your skills with real-world examples, each accompanied by concise explanations to help you grasp the essence of formal conversation effortlessly.Job Interview: Navigate professional interviews with confidence and articulate responses.Boardroom
Presentation: Conduct impactful presentations with clear communication and persuasive language.Client Meeting: Foster positive client relationships through formal and client-focused conversations.Classroom Discussion: Engage in academic discourse with peers and instructors, showcasing depth of understanding.Team Collaboration: Collaborate
effectively by articulating ideas clearly in group discussions.Conference Presentation: Establish thought leadership by delivering a formal talk with expertise and clarity.Debate: Participate in debates, presenting arguments persuasively and respectfully.Networking Event: Build professional connections through meaningful and formal
conversations.Performance Review: Navigate performance evaluations with poise, addressing feedback and goals.Negotiation: Achieve successful outcomes by negotiating with clarity and assertiveness.Mentorship Session: Convey aspirations and seek guidance through respectful mentorship conversations.University Interview: Secure admissions by
showcasing your skills and qualifications articulately.Press Conference: Handle media inquiries with professionalism, ensuring clear and accurate communication.Legal Consultation: Navigate legal discussions with precision and articulate argumentation.Public Speaking Engagement: Inspire audiences through articulate speeches, combining clarity
and passion.Corporate Training Session: Facilitate learning through structured and engaging formal communication.Project Kick-off Meeting: Initiate projects effectively by clearly communicating goals and expectations.Diplomatic Negotiation: Handle diplomatic discussions with tact and strategic communication.Annual General Meeting: Lead AGMs
with clarity, addressing stakeholders and presenting reports.Therapist-Patient Interaction: Conduct therapeutic conversations with empathy and active listening.International Business Discussion: Navigate cross-cultural conversations by adapting communication styles.Scientific Research Presentation: Present research findings formally, simplifying
complex information for diverse audiences.Human Resources Interview: Conduct HR interviews with professionalism and adherence to policies.Government Policy Briefing: Communicate policy implications clearly in formal government discussions.Press Interview: Handle media interviews, ensuring key messages are communicated
effectively.Customer Support Call: Resolve customer issues with clarity and effective problem-solving.Wedding Toast: Craft heartfelt and formal toasts, celebrating special occasions eloquently.Executive Board Meeting: Lead executive discussions with strategic communication and decision-making.Community Town Hall Meeting: Address community
concerns formally, fostering transparency and collaboration.Virtual Team Meeting: Lead remote teams with clear and structured virtual communication.Formal Conversation in Oral Communication Examples for StudentsUnlock the art of formal conversation for students with clear, respectful exchanges. Learn by example with scenarios like
classroom discussions, where articulating thoughts and engaging peers foster a positive learning environment. Demonstrating effective communication skills in educational settings prepares students for success in both academic and professional realms.Class Presentation: Excel in class presentations by organizing thoughts coherently and addressing
queries confidently.Group Project Meeting: Collaborate effectively on group projects, ensuring each members ideas are expressed and understood.Office Hours Discussion: Utilize office hours to seek clarifications from instructors, demonstrating proactive engagement.College Admissions Interview: Ace admissions interviews by showcasing
achievements and goals with eloquence.Internship Application Call: Communicate professionalism during internship calls, expressing interest and qualifications.Extracurricular Club Planning: Lead club discussions with clarity, encouraging active participation and idea sharing.Study Group Conversation: Contribute meaningfully to study group
discussions, facilitating collective understanding.Academic Conference Participation: Engage in academic conferences with articulate questions and insightful contributions.Peer Review Feedback: Provide constructive peer feedback, emphasizing clarity and sensitivity in communication.Career Counseling Session: Navigate career counseling sessions
by articulating goals and seeking guidance effectively.Formal Conversation in Oral Communication Examples at the WorkplaceMaster workplace communication with formal conversations that enhance collaboration and productivity. From client meetings to project updates, effective communication fosters a positive and professional work
environment. Learn to navigate various scenarios by example, ensuring success in diverse corporate settings.Team Briefing: Conduct team briefings by delivering concise and clear updates, fostering team alignment.Performance Appraisal Discussion: Navigate performance appraisals with professionalism, addressing goals and areas for
improvement.Client Proposal Presentation: Present client proposals persuasively, emphasizing the benefits and value of the offerings.Job Interview Panel: Participate in job interview panels by asking relevant questions and evaluating candidates objectively.Conflict Resolution Meeting: Resolve workplace conflicts formally, emphasizing active listening
and finding common ground.Managerial Delegation: Delegate tasks effectively by communicating expectations clearly and providing necessary information.Cross-Departmental Collaboration: Facilitate collaboration across departments, ensuring smooth information exchange and project alignment.Board of Directors Meeting: Lead board meetings
with strategic communication, addressing key issues and decisions.Employee Training Session: Conduct training sessions with clarity, ensuring employees comprehend and apply new information.Client Feedback Discussion: Discuss client feedback formally, addressing concerns and strategizing improvements proactively.Formal Conversation in Oral
Communication Examples in MoviesExplore the cinematic world to understand how formal conversations unfold in various scenarios. From courtroom dramas to diplomatic negotiations, movies offer insights into effective communication strategies. Learn by example how actors articulate thoughts, convey emotions, and engage in formal dialogues,
adding depth to their characters.Legal Argument in Court: Witness compelling legal arguments in movies, where lawyers articulate cases persuasively.Diplomatic Negotiations: Observe diplomatic negotiations on-screen, highlighting the nuances of international communication.Corporate Boardroom Scenes: Movies often depict impactful boardroom
discussions, showcasing strategic communication and decision-making.Press Conference Dynamics: Explore how characters handle media inquiries in press conference scenes, managing information flow.Job Interview Portrayals: Movies provide diverse portrayals of job interviews, offering insights into effective self-presentation.Family Meeting
Conversations: Witness family discussions in movies, showcasing interpersonal communication and conflict resolution.Political Debate Scenes: Movies feature intense political debates, demonstrating the power of persuasive communication in public forums.Educational Classroom Dialogues: Observe classroom scenes for depictions of student-teacher
interactions, emphasizing effective learning communication.Scientific Discovery Announcements: Explore movies portraying scientific breakthroughs, where characters communicate findings with excitement and clarity.Historical Negotiation Sequences: Movies often recreate historical negotiations, offering insights into formal communication
strategies in pivotal moments.Types of Formal Conversation in Oral Communications Understanding the various types of formal conversation in oral communication is crucial for effective interpersonal dynamics. Heres a comprehensive guide, presented in a table with eight distinct categories:TypeDescription]Job InterviewsStructured exchanges
where candidates showcase skills and qualifications professionally.Business MeetingsFormal discussions involving team members, focusing on project updates and decision-making.Client InteractionsProfessional engagements with clients, emphasizing clear communication and understanding.Academic DiscussionsConversations in educational
settings, fostering meaningful dialogue among students and instructors.NegotiationsStrategic dialogues to reach agreements, involving compromise, and assertive communication.PresentationsFormal talks or demonstrations requiring articulate communication, often involving visual aids.Performance ReviewsStructured assessments of an individuals
work, focusing on achievements and areas for improvement.Public Speaking EngagementsAddressing an audience formally, conveying information with clarity and impactful expression.What Must Be Avoided in Formal Conversation in Oral Communication?While engaging in formal conversations, certain pitfalls must be avoided to maintain
professionalism and ensure effective communication. Here are key aspects to steer clear of:Avoid Ambiguity: Ambiguous language can lead to misunderstandings. Be precise and use clear, unambiguous terms to convey your message accurately.Minimize Jargon: Excessive use of industry-specific jargon may alienate those not familiar with the
terminology. Strive for clarity and choose language that is accessible to all participants.Steer Clear of Interrupting: Interrupting someone during a formal conversation is disrespectful. Practice active listening and allow others to express their thoughts before responding.Refrain from Emotional Outbursts: Emotional outbursts, whether frustration or
anger, can undermine the professionalism of a conversation. Maintain composure and address emotions constructively.Avoid Monotone Delivery: A monotone voice can make formal conversations dull and less engaging. Incorporate vocal variety to keep listeners attentive and interested.Limit Distractions: In formal settings, distractions like phones or
side conversations should be minimized. Focus on the conversation at hand to ensure understanding and respect.Dont Overuse Fillers: Excessive use of fillers such as um and uh can detract from your message. Practice pausing instead, allowing for a more composed and articulate delivery.Steer Clear of Over-Talking: Dominating a conversation
hinders effective communication. Encourage a balanced exchange of ideas by allowing others ample opportunity to speak.Tips for Effective Formal Conversation in Oral CommunicationsMastering the art of effective formal conversation is essential for personal and professional success. Here are practical tips to enhance your oral communication
skills:Active Listening: Actively listen to others, demonstrating genuine interest and understanding of their perspectives.Clarity in Expression: Clearly articulate your thoughts, using language appropriate for the audience to ensure understanding.Body Language Awareness: Pay attention to your body language, maintaining open and confident
postures to convey professionalism.Prepare and Plan: Adequate preparation ensures you convey your message coherently. Plan your key points and anticipate potential questions.Tailor Your Communication: Adapt your communication style to the audience, considering factors like their familiarity with the topic and level of formality
required.Encourage Feedback: Foster a culture of feedback to continuously improve your communication skills. Constructive criticism is invaluable for growth.Maintain a Professional Tone: Even in casual settings, maintain a professional tone to uphold respect and convey seriousness about the conversation.Time Management: Be mindful of time
constraints, ensuring that your communication is concise and to the point.To effectively conclude the discussion on formal conversation in oral communication, its important to recognize the broad applications and significance of this skill. Formal conversation plays a crucial role in various professional and academic settings, enabling clear, respectful,
and efficient communication. It is essential for job interviews, business meetings, academic discourse, and even diplomatic negotiations. Mastering this form of communication not only enhances professional interactions but also contributes to personal development and confidence in various social contexts.For those looking to further develop their
skills in formal conversation, exploring additional educational resources is highly beneficial. The University of Oxford offers an extensive range of courses and materials on communication skills, including formal conversation techniques. Their programs provide a blend of theoretical knowledge and practical application, making them ideal for
individuals aiming to improve their professional communication. You can find more about their courses at University of Oxford.Another valuable resource is the MIT OpenCourseWare platform, which provides free access to a wide range of courses, including those focused on effective communication. These courses, developed by one of the leading
educational institutions in the world, offer in-depth insights and practical strategies for enhancing formal communication skills. Explore their offerings at MIT OpenCourseWare.By leveraging these resources and continuously practicing formal conversation techniques, individuals can significantly improve their communication effectiveness, benefiting
both their professional and personal lives. Add Tone Friendly Formal Casual Instructive Professional Empathetic Humorous Serious Optimistic Neutral 10 Formal conversation in Oral Communication Examples in Movies 10 Formal conversation in Oral Communication Examples at the Workplace Effective interaction is essential in the fast-paced world
of business. Meetings, conference calls, and other professional encounters are the best places to see this. It takes more than simply fluency to become an expert dialoguer in business English; you also need to be able to communicate concepts, promote teamwork, and produce outcomes. We will examine methods for effective communication in various
contexts as we delve into the subtleties of business English dialogues in this extensive guide. You can even go with English online courses, English online classes and professional English courses. The Importance of Effective Business English Dialogues: A. Building Professional Relationships: Effective communication is essential for business
partnerships to succeed. Understanding and cooperation are built on the dialogues that take place during conference calls and meetings. Building rapport with coworkers, clients, and stakeholders through good communication helps improve trust and teamwork. B. Conveying Ideas and Information: In the corporate sector, its critical to accurately
communicate ideas. Whether exchanging project updates, making proposals, or coming up with solutions, having the capacity to communicate ideas clearly guarantees that information is not only shared but also understood by all participants. C. Resolving Conflicts and Navigating Challenges: In a commercial setting, obstacles and conflicts are
unavoidable. Professionals who have mastered the dialogue art are able to handle these circumstances with grace. Effective communication is essential to resolving conflicts and preserving a pleasant work environment, whether it is during negotiations, mediation, or issue resolution. II. Vocabulary and Language Skills for Business English Dialogues:
A. Professional Jargon and Terminology: Every sector has its own specific vocabulary and jargon. Team members benefit from clarity and understanding when professional language is used. This section will discuss the value of becoming proficient in industry-specific terminology and how it helps with communicating in a variety of business settings. B.
Politeness and Diplomacy: Business conversations require a great deal of tact and diplomacy. This entails speaking politely in order to argue, offer criticism, or voice opinions without offending anyone. Well talk about how to be polite and professional in various business contexts C. Tone and Intonation: The message being communicated can be
greatly impacted by the tone and intonation of speech. Effective communication is facilitated by knowing how to adjust tone for various contexts, including presentations, team discussions, and negotiations. The subtleties of tone and intonation in business conversations will be covered in detail in this section. III. Dialogues in Meetings: A. Opening and
Setting the Agenda: A meetings opening remarks often determine the direction of the conversation. The effective opening of meetings will be discussed in this part, along with methods for introducing the agenda, stating objectives, and setting expectations. B. Participating and Contributing: Effective meetings require active involvement. This section
of the manual will cover how to participate in conversations, pose pertinent queries, and constructively voice your ideas. C. Summarizing and Concluding: Its critical to efficiently summarize the main ideas and end meetings with a pleasant attitude. This section will offer advice on how to effectively summarize material, make sure action items are in
agreement, and end meetings. IV. Conference Call Dialogues: A. Technology and Etiquette: Conference calls have become a standard in business communication with the rise of remote work. The etiquette of virtual meetings will be covered in this section, along with tips on handling interruptions, promoting participation from remote members, and
technology considerations. B. Clear and Concise Communication: During conference calls, communication must be succinct and clear. The appropriate use of visual aids, preventing misunderstandings, and organizing material for distant audiences will all be covered in detail. C. Handling Challenges and Technical Issues: There are a number of
difficulties that might arise during conference calls, such as technological difficulties or participants talking over one another. This section of the manual will provide strategies for resolving typical problems and guaranteeing effective communication in online meetings. V. Business Dialogues in Emails and Written Communication: A. Crafting Effective
Emails: One of the most common forms of corporate communication is email. This part will offer advice on how to write emails that are professional, clear, and succinct. It will address subjects including formatting, tone, and subject lines. B. Negotiation and Persuasion in Writing: Written communication is a common means of negotiation and
persuasion for business professionals. This chapter of the tutorial will discuss tactics for influencing others, making appealing arguments, and obtaining desired objectives through textual dialogues. VI. Continuous Improvement and Feedback: A. Seeking and Providing Constructive Feedback: It is imperative for professionals to always be improving.
In order to promote a culture of learning and development, this section will discuss the significance of asking for and offering constructive criticism in business conversations. B. Professional Development Resources: Working professionals can use a variety of resources to improve their business English abilities. This section of the manual will identify
books, online courses, and linguistic aids that are suggested reading for ongoing corporate communication enhancement. VII. Cross-Cultural Considerations in Business Dialogues: A. Global Business Communication: Businesses nowadays typically run on a worldwide basis due to the worlds growing interconnectedness. The potential and difficulties
posed by cross-cultural communication in business will be discussed in this section. Fostering successful cross-border talks requires an understanding of cultural nuances, respect for diversity, and the ability to adjust communication techniques. B. Language Variations and Dialects: English is a universal business language that is spoken in a variety of
accents. Professionals speaking with people from other countries need to be aware of dialects and language differences. The significance of pronouncing words clearly, identifying accents, and tailoring communications to various English-speaking audiences will all be covered in this section. C. Cultural Sensitivity in Communication: To communicate
effectively in business, one must be sensitive to cultural differences. Professionals who interact with people from many origins need to be aware of cultural conventions, manners, and communication styles. This section of the handbook will give you tips on how to deal with cultural differences and establish relationships with partners, clients, and
coworkers from different backgrounds. VIII. Advanced Strategies for Business Dialogues: A. Persuasion Techniques: Persuasion becomes especially important in some commercial situations. In order to influence decisions and win support, this part will examine sophisticated persuasion approaches, including rhetorical strategies, storytelling, and
emotional intelligence. B. Handling Difficult Conversations :In the workplace, one will inevitably have to have difficult conversations. Professionals need to handle these conversations skillfully, whether they are handling performance concerns, giving feedback, or handling conflicts. This section will cover techniques for managing challenging talks
with grace, empathy, and assertiveness. C. Adapting Communication Styles: Different communication styles are required in different business contexts. It is an essential talent to modify ones approach according to the aims, audience, and circumstance. In order to optimize impact, this section of the guide will cover tactics for adapting communication
styles from formal presentations to casual team interactions. IX. Real-Life Case Studies: Real-world examples can teach us important lessons about how to have productive business conversations. Case examples demonstrating effective communication techniques in a range of corporate contexts will be provided in this area. A review of these cases will
provide professionals looking to improve their own communication abilities with useful advice and motivation. X. Technology and Business English Dialogues: A. Impact of Technology on Communication: Technology is always changing how corporate communication is conducted. This section will examine how technological developments, such as the
use of virtual reality meetings and collaborative tools, have affected professional interactions. It is vital to comprehend the ways in which technology impacts communication dynamics in order to remain relevant in the contemporary business setting. B. Virtual Collaboration and Communication: Professionals must modify their communication
techniques for use on virtual collaboration platforms as remote work becomes increasingly common. This section of the guide will offer advice on how to communicate effectively in virtual settings, including topics such as proper conduct during video conferences, how to share screens, and how to use collaboration tools to ensure smooth
communication. C. Artificial Intelligence in Business Dialogues: Communication takes on new dimensions when artificial intelligence (Al) is included into business processes. This section will examine how chatbots and other Al-powered tools might improve business communications. In the current business, knowing how to use Al for more effective
and efficient communication is becoming a valuable talent. XI. Evolving Trends in Business English Dialogues: A. Future of Business Communication: The communication landscape is dynamic and ever-changing, as is the business landscape. This part will cover new developments in corporate English discourse, such as the impact of generational shifts
on communication preferences, the rise of multimedia communication, and the influence of social media. B. Continuous Learning and Adaptation: In light of the dynamic nature of corporate communication, professionals need to make a commitment to ongoing education and flexibility. In order to stay at the forefront of productive business
conversations, this section of the guide will stress the significance of keeping up to date on industry trends, taking part in pertinent training programs, and actively looking for possibilities for skill development. In short, developing the skill of business English dialogues is a complex process that calls for commitment, awareness, and constant learning.
In the professional realm, proficient communication is essential for success, ranging from written correspondence and cross-cultural exchanges to meetings and conference calls. Through improving language proficiency, identifying cultural subtleties, adopting cutting-edge tactics and keeping up with changing fashions, professionals can boost their
communication abilities and help their organizations succeed. In todays competitive and related global business scene, the capacity to traverse varied business talks with confidence and grace is not only a skill, but a strategic advantage. Are you wondering about the reasons why you should learn Business English? Here are seven excellent reasons.
The limits of my language are the limits of my world. Ludwig Wittgenstein How will we work in 20 years? Research gives us an idea about which forces will change the way we work: Increased business automation: Artificial Intelligence (AI), robotics, and machine learningMore flexible work options, including freelancing and remote workA rise in
virtual communicationLess focus on job roles, more focus on skills However, many trends come and go. The truth is, we dont know what the future of work will look like exactly. Which skill will likely stay in demand? English communication skills. *Note: This article may contain affiliate links, which means we may receive a small commission, at no cost
to you, if you make a purchase through a link. In a survey by Kaplan, 98% of people think learning a language can help their career. And they are right. Learning a language means more opportunities. But English, especially, is a good choice. Professionals worldwide use Business English for international communication. Four main areas require
business English skills: compelling communicationeffective collaborationefficient operationsstrategic clarity Therefore, Business English skills will help you with your career. Read more: What is Business English? But when we are learning English for work, it often feels like we are behind. Learning a language is hard. It is often frustrating. Yet,
everyone makes mistakes. Even native speakers often make mistakes. You are brave for making the effort to learn a new language. Learning Business English might be the most important thing you can do for your career. How can you learn English successfully? Find an enjoyable process that works for you. What are the reasons why should you learn
Business English? Here are seven excellent reasons for continuing on this English learning journey. English is currently the most useful language. It is the international language. Additionally, within companies, English is more and more chosen as the common language. More and more companies worldwide are using English as their official
language. Some companies hire employees specifically for their language skills As careers become increasingly globalized, knowing a foreign language can present many new opportunities, make professionals more competitive, and advance careers. English is the language of global business because of global competitive pressure, the global increase
in outsourcing, remote work, and increasing collaboration between companies worldwide. Wherever you go, English will be useful. It doesnt matter whether you make mistakes. Everybody will make mistakes. What is important is that you can communicate in todays increasingly connected world. Did you know that 1/4 of the world population knows at
least some English? The fastest-spreading language in human history, English is spoken at a useful level by some 1.75 billion people worldwide. Harvard Business Review: Global Business Speaks English English is the most connected language in the world. If you know English, you will meet people and create connections with people all over the
world. Read more: Small Talk in English How to Start a Conversation in English in Business Situations Not only are English skills useful for business connections, they also help you do your daily tasks better. In fact, surprisingly, employers worldwide say that reading skills in English are most valuable. Do these problems sound familiar? How do I
write a correct email to my colleague or business partner abroad?What do I say when I talk on the phone with an important client?I would love to understand this book about Design Thinking, but I really dont.How can I give a presentation at the next industry event?I dont really understand what my colleagues said in the project meeting. Business
English skills help you with any task that involves reading, writing, speaking, or listening. Read more: What is Business English? English is the #1 language in business, research, and technology. Therefore, if you want to learn anything new, you will find information in English. English will help you understand and learn new information. Learning new
skills is an important part of your personal and professional development. Languages, especially English, give you access to knowledge and education. You can read books in English to learn something new or find free information on the Internet. Whatever you want to learn, language especially English is your key to unlock knowledge. Read more:
The Best Books for Business English Learners Business English is used by native and non-native English speakers around the world. Better English skills make teamwork more effective. English writing and speaking skills improve communication with co-workers and clients from other countries. Therefore, English skills make it easier to include more
people with different backgrounds. However, its not just the language skills that are relevant. In addition to language skills, we also need to develop a global mindset. Among countries and regions, there are vast cultural differences. These differences range from different tastes to labor laws and customs. This is what we call global competence or
business etiquette. Whether you work with people in Costa Rica or Pakistan, these rules and behaviors vary dramatically. How do you say hello and greet people in different countries?What is a formal meeting like in Japan?Is small talk essential in Germany?Do you call business partners by their first name or surname in Spain? Hence, when we do
business internationally, we need to know these business customs. Leaders with a strong stock of Global Mindset know about cultures and political and economic systems in other countries and understand how their global industry works. They are passionate about diversity and are willing to push themselves, [they are] comfortable with being
uncomfortable in uncomfortable environments, [they are] also better able to build trusting relationships with people who are different from them by showing respect and empathy and by being good listeners. Mansour Javidan, Bringing the Bringing the Global Mindset to Leadership, Harvard Business Review Learning Business English helps you deal
effectively with clients, business partners, network, and colleagues with different cultural backgrounds. Read more: Essential Business Customs Around the World What You Need to Know Languages bring opportunities. You will probably learn something new, meet new people, travel, or simply go to unknown places because of your English skills. As
a result, you will come up with new ideas. Given that English is the most published language on the Internet, you can access all this information and use it for innovation. New ideas are valuable for companies to produce knowledge, direction, and innovation. Your English skills might help you solve a problem. Maybe you will come out with a new
technology, product, or process within or outside of the company. Who knows what opportunities are waiting for you. Business English skills might lead to financial benefits, as well. Did you know that if you speak a second or third language you can earn 5-20% more on average than monolinguals? To be a global leader, you need to have good English
skills. You can take on new tasks and responsibilities: talk to more clientsvisit business partners in foreign countriestake a class to get a certificateexpand the business If you own or manage a business, your English skills will help your firm perform better in more countries. The possibilities are endless. Consequently, you might earn more and advance
your career. Read more: What is Business English? So, what are the reasons why should you learn Business English? Most international firms use English as a common language. But Business English includes global competence, as well. Cross-cultural communication prepares professionals for success in a globalized world. To summarize, you have
many good reasons why you should learn Business English. Your English skills will bring you more opportunities and connections. English helps you in all aspects of business: communicatecollaborateoperatelearninnovate Happy learning! 21/03/202417/04/2025 English Dialogues Did you know that English conversation can take you on a fun
adventure? Conversing (talking) with others in English opens up a whole new world of opportunities.Ive put together a friendly guide to English conversation for beginners filled with useful, basic phrasesfrom greetings and small talk to saying goodbyethatll take you on your first conversation adventure.ContentsStarting an English ConversationIf you
need a push to start having conversations in English, watch the clip below for motivation:Any polite conversation starts with a greeting (saying hello).There are many ways to greet someone, and your choice will depend on who youre talking to. It may be an informal conversation with a friend or an acquaintance (someone you know, but not very
well).Or you may use a more formal dialogue when having an English conversation with a colleague, a teacher, a stranger or a government employee. You can start with this lesson from our YouTube channel to learn the different ways to speak with a stranger:And now lets get this conversation started.Informal greetingsHeres how you can say hello
informally: Hello! (A universal greeting that works for every conversation.) Hi! (A neutral and friendly greeting.) Hey! (An informal and relaxed greeting.) Greetings! (This is quite formal and rare these days, but could be used humorously among friends.) Howdy! (A casual greeting thats not commonly used, but can add some flavor to your
English.)Formal greetingsFor a more formal way to greet someone, use the model good + [time of day]: Good morning! (Reserved for any time before noon.) Good afternoon! (Typically used between noon and 5-6 p.m.) Good evening! (Any time after 6 p.m.)Remember that good night normally means that youre saying goodbye. Its also commonly used
right before going to bed.IntroductionsWhat if youve never met the person youre talking to before? Then, after greeting them, itd be polite to introduce yourself and ask for their name:If you met somebody once before, but you dont remember their name, you can say this:If you want to introduce a person to someone else, you can simply say: Please
meet + [name] Please meet my friend Tom! (Formal introduction.) This is + [name] This is Tom! (Common introduction.)Now that youve introduced yourself, use one of the phrases below to respond to someones introduction: Nice to meet you! (The most common.)Making Small Talk in EnglishGreat job! Youre already having a conversation in English!
After youve exchanged names and greeted each other, you may go on to make some small talk.Small talk is common in many English-speaking countries, especially in the U.S., Canada and England. Its considered polite to add small talk to the beginning of the conversation before talking about its main subject, whether its personal or professional.The
most widespread (common) question is How are you? In fact, its so common that it becomes automatic for people to say, even when they hardly know the person!How are you is often even considered part of the greeting (i.e. Hi, how are you? ).There are several ways to ask someone how theyre doing: How are you? / How are you doing? (Neutral.)
Hows it going? (More informal.) How are things? (Informal.) Whats up? (Very informal.)An interesting thing about asking these questions is that an answer isnt really required. Unless youre very close friends with someone, theyre not expecting you to give them an honest answer about your dayas this funny video shows:Instead, a simple answer and a
how are you in return is enough for a typical conversation in English: Its going well, thank you. How are you doing? Fine, thanks. And yourself? Note that you might often hear people say Im good when they mean that theyre well and doing well.Im good is grammatically incorrect in this context, but its very common in spoken English, just like a few
other mistakes English speakers make, so be careful!Small talk can also be the primary goal of a conversation, especially when youre talking to people you dont know and are unlikely to meet again.There are many ways to use small talk successfully, even when youre still getting comfortable with English conversation for beginners. Use them
smartly!Asking and Answering QuestionsA conversation is an exchange of ideas, questions and thoughts, so the best way to keep a conversation going is by asking questions!There are two types of questions you may ask: closed-ended and open-ended questions. Closed-ended questions are also called yes/no questions, because their goal is to confirm
or deny certain information. For example: Are you having a good day? Did you just get to the office? Compare the examples above to the open-ended questions below. Theyll ask a person to elaboratei.e., to give more information instead of simply saying yes or no. How is your day going? (A perfect example of small talk!) When did you arrive at the
office? What do you think about that email I sent? Open-ended questions typically begin with who, what, where, when and why. Theyre important to make your English conversation informative and productive. See more examples here.When the person youre talking to is asking you a question, listen to the keywords and pay attention to the verb being
used. This will help you construct your answer using proper grammar.Dont worry about using difficult wordsits fine to keep things simple! And if you dont understand a certain question or word, dont be afraid to ask.As a beginner English learner, you may have trouble understanding everything being said in English. Thats okay. Youre still
learning!Asking for ClarificationYoure getting good at conversations in English, but suddenly you realize (understand, see) that youre lost.Maybe the other person is speaking too fast. Maybe they have an unfamiliar accent. Maybe you didnt hear the last thing they said. Or maybe they have a pen in their mouth and you cant understand what theyre
saying.Its perfectly normal to ask for clarification or to repeat something. Just remember to be polite!If you dont understand something, for example, a word or even some idea relating to your conversation, you could say: Im sorry, I dont understand. Could you please repeat that? Im sorry, I dont understand. Could you please explain that? or evenlIf
you simply didnt hear something, just say it like this: Im sorry, I didnt hear that. Could you please repeat? Im sorry, I didnt catch that. Could you please repeat? or even Could you say that again, please? Come again? (This is very informal, and it can sound rude to some people.)Dont be shy to ask for help. People are generally very happy to explain or
repeat something!And please, dont forget to thank them after they do.Bringing an English Conversation to a CloseSay youve got all the information you need from the person. Its time for you to go.No matter the reason, its always nice to let the person know you cant continue talking to them for much longer.There are many ways to do it depending on
the situation. For example, if youre late, say:And if you have all the information you wanted: Thank you so much for your help! (A very common and useful expression.) Got it, thanks! (Very informal and friendly.)Using Small Talk to End a ConversationSmall talk can be used at the end of an English conversation too. Before saying goodbye, its polite to
say something like: Have a good day! (This works in any situation.) Enjoy your day! (This ones a bit more formal.) Good luck! (If the person needs it; itll depend on the situation.) Talk to you soon! (This is neutral and doesnt necessarily mean that youll really talk to the person soon.) Great seeing you! / Great talking to you! (This is informal yet
common.) Catch you later! (This is very informal and fun.)And after that, the only thing left to do isSaying Goodbye in EnglishThere are many ways to say goodbye in English. You cant go wrong with just a simple bye or see you later. You can also use any small talk expression to complement your goodbye. For example: Catch you later! Bye-bye! And,
as mentioned at the very beginning of this guideTips and Resources for English Conversation Practicel. Try shadowingThe shadowing technique is basically repeating word for word some piece of native audio trying to imitate (copy the way of talking) the native speaker.This is a great way to help beginners start talking, since the main focus is not
understanding whats being said but imitating the original audio as accurately as possible.For this reason, shadowing is a fantastic tool to improve pronunciation.2. Talk to yourselfTake some time every day to talk to yourself in front of the mirror or while youre having a shower. Its better if you talk out loud, but it can also be in your mind.Even if you
dont have perfect grammar or dont know a lot of vocabulary, practicing simple conversations with yourself will get you ready for the real ones.3. Describe what you seeWhenever you have the time, describe what youre seeing to yourself or to others. If youre in a place where you cant speak out loud, do it in your mind.Describing what you see doesnt
look like a real conversation, but it helps you think fast and react to whats happening, which is exactly how conversations work.If you feel brave enough, you can also describe how your day went to your family, friends or partner, but youll need to learn the past simple and past continuous first if you want to do it properly (correctly).4. Listen to and
watch English mediaEnglish movies, series, the radio,songs There are many ways in which you can access native English media and listen to real examples of conversations.You can find native English media in places such as Netflix, HBO, Amazon Prime, Disney+ or Hulu, just to name a few. Theres also FluentU, a language learning program where
you can watch English media clips with study tools already built in, like interactive subtitles and exercises.I recommend you listen to a good native podcast and try to pay attention to the speakers pronunciation, intonation and speed/rhythm.My favorite podcast lately is Stuff You Should Know, a podcast perfect for everyone whos interested in the
world around them and wants to know more about it. In this podcast, you can learn a lot of facts about topics like speed reading, uranium, taxes, circuses, the Titanic and many, many more.A couple of awesome podcasts for English learners specifically are All Ears English, which covers IELTS and business topics as well, and Real Life English.5.
Subscribe to YouTube channelsThere are plenty of YouTube channels that focus on conversational English, and many of them release new content regularly.Daily English Conversation is a channel that, as you guessed it, focuses entirely oneveryday dialogues. Its perfect for sharpening your listening skills, improving your pronunciation and learning
important words, and the content is suitable for learners across all skill levels.My tip would be togo through their playlists. Theres one calledSpoken English Conversation with Subtitlesthats particularly useful and will give you a crash course on communicative EnglishA standalone video that Id recommend would beEveryday English Conversations
from Boston English Centre. Its just one and a half hours long and will give you an overview of how English conversations generally sound.Similarly, the video50 Daily English Conversationsby Eko Languages is a little over an hour long and covers around50 different scenariosyou might normally encounter, such as being late to work or describing an
office room.6. Use conversation appsThere are mobile apps that specialize in teaching English conversation.Some conversation apps teach you word pronunciation and sentence intonation, others give you vocabulary and examples of conversations, and there are others that even have speech recognition and allow you to record your own voice.Two
fantastic apps I really recommend are SpeakingPal (which is a perfect option for beginners) and ELSA (which is a great option if you want to improve your American pronunciation). To hone your listening skills, you can practice with English Conversation, which has over 500 dialogues that covers common topics.7. Try tongue twistersThis tip can
sound crazy, but it really works.Tongue twisters normally focus on one or two specific English sounds. These sounds can be difficult sometimes, but what makes tongue twisters challenging (difficult) is having those sounds repeat many times and very close to each other.If you practice with tongue twisters, your pronunciation will improve, and when
you have to pronounce a difficult word or talk faster during a conversation, you wont have any problem.8. Read out loudReading out loud is an excellent exercise thatll help you improve your pronunciation, accent and intonation. When you read out loud, youre going from a passive to an active activity.This means youll be more focused while doing the
activity, which will help you remember more words and grammar patterns you can later use in conversation.In addition, when you read out loud, you try to sound more like a native, so if you dont know how to pronounce a word, youll probably look for its pronunciation online. The result is an improvement in your pronunciation and speaking skills.9.
Find a language partner or a speaking tutorAnother way to get some English conversation practice is to find a language partner or a speaking tutor. Language exchange partners are normally free because youre teaching them your language and theyre teaching you theirs in return.There are many websites where you can find a language exchange
partner living in your area, although (but, however) having a language exchange online is getting more and more popular.Another option is to find a tutor who specializes in English conversation.Language tutors and teachers cost money, but their knowledge of the language and their teaching skills will normally allow you to get better and faster
results than with a language exchange partner.If you want to find a good English tutor, check out Verbling.10. Take an online speaking courseMy last tip for you is to take a conversation class or course.This type, of course, is specifically designed to make you speak and lose the fear of making mistakes. Youll be surrounded by other classmates with a
level of English similar to yours, so youll feel more comfortable talking around them.Online speaking and conversation courses are a perfect alternative to in-class speaking courses. Many of them (especially if theyre MOOCs) are completely free, so theres no valid excuse not to start improving your conversation skills today.If youre looking for high-
quality courses to start with, my recommendations are:Having a conversation in English doesnt have to be complicated. You may feel a little awkward and shy about your English speaking at first, but its okay.If youre scared of making a mistake, its understandable. But mistakes are going to happen when you get started with spoken Englishits
absolutely normal.Making mistakes is a big part of learning English conversation for beginners. This is how you get better, so just go for it. Just start talking, because now you know what to say!If you like learning English through movies and online media, you should also check out FluentU. FluentU lets you learn English from popular talk shows,
catchy music videos and funny commercials, as you can see here:If you want to watch it, the FluentU app has probably got it.The FluentU app and website makes it really easy to watch English videos. There are captions that are interactive. That means you can tap on any word to see an image, definition, and useful examples.FluentU lets you learn
engaging content with world famous celebrities.For example, when you tap on the word "searching," you see this:FluentU lets you tap to look up any word.Learn all the vocabulary in any video with quizzes. Swipe left or right to see more examples for the word youre learning.FluentU helps you learn fast with useful questions and multiple examples.
Learn more.The best part? FluentU remembers the vocabulary that youre learning. It gives you extra practice with difficult wordsand reminds you when its time to review what youve learned. You have a truly personalized experience.Start using the FluentU website on your computer or tablet or, better yet, download the FluentU app from the iTunes
or Google Play store. Click here to take advantage of our current sale! (Expires at the end of this month.) Leave a Comment / Career Advice, writing / By Julia Do you struggle when you have to write professional emails in English? Here are 5 tips to write convincing emails. When we write in English at work, we want to send positive and respectful
messages. But most of the time, writing is hectic. In our fast-paced, technical business environment, email writing can be machine-like. Leave a Comment / English Lessons, vocabulary, writing / By Julia Learn how to replace overused English words in your academic and business writing. Leave a Comment / English Lessons, writing / By Julia Are you
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given command of a brigade in Lord Wellington's Peninsular War army in 1813. Hinuber commanded his brigade at the Battle of Nivelle in 1813 and then at the siege of Bayonne the following year, when he led the response to the French counter-attack. He joined the army of the new Kingdom of Hanover in 1816. He received his last command in
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III of Sweden ("Birgersson") dies after a 15-year reign. He is succeeded by his 10-year-old son Birger ("Magnusson"). Although, Sweden is an elective monarchy, Birger had already been appointed heir to the throne in 1284.July 18 Edict of Expulsion: King Edward I of England ("Longshanks") orders all Jews (at this time probably numbering around
2,000) to leave the country by November 1 (All Saints' Day[3]). The edict was decreed on Tisha B'Av on the Hebrew calendar, a day that commemorates many calamities. They are eventually allowed back in 1656.September The 7-year-old Margaret, Maid of Norway, queen-designate and heir to the crown of Scotland, dies en route to the British Isles
in Orkney, leading to thirteen competitors for the crown of Scotland, a succession crisis.November 28 Eleanor of Castile, wife of Edward I, dies while traveling in the North. She has been suffering from illness for some time, and the cold and dampness of the winter months probably aggravate her condition.December Edward I travels with the body of
Queen Eleanor from Lincoln to London. Remembering his wife, Edward erects a series of crosses at each location that the body rests overnight. These are known as the twelve Eleanor crosses.Winter The second of the Statutes of Mortmain passed during the reign of Edward I prevents land from passing into the possession of the Church.Quia
Emptores, a statute passed by Edward I, puts an end to the practice of subinfeudations. The statute allows land to be sold according to royal approval, as long as the new owner answers directly to his lord or the king.June Genoa concludes a new commercial treaty with the Mamluks; five galleys sent by King James II of Aragon ("the Just") join the
Venetian Crusader fleet (some 20 ships) on its way to Acre. On board the fleet are Italian urban militias and mercenary forces under Seneschal Jean I de Grailly, who have fought for the Papal States in the so-called Italian Crusades.[4]August Italian Crusaders massacre Muslim merchants and peasants, and some local Christians in Acre. Some claim it
began at a drunken party others that a European husband found his wife making love to a Muslim. The barons and local knights try to rescue a few Muslims and take them to the safety of the castle, while some ringleaders are arrested.[5]August 30 Survivors and relatives of the massacre at Acre take bloodstained clothing to Sultan Qalawun ("the
Victorious") in Cairo, who demands that the leaders of the riot be handed over for trial, but the nobles refuse to send them and Qalawun now obtains legal clearance from the religious authorities in Cairo to break the truce with Crusader states.[6]October Qalawun orders a general mobilization of the Mamluk forces. In a council, it is decided that a
peace delegation be sent to Cairo under Guillaume de Beaujeu, Grand Master of the Knights Templar. However, Qalawun demands huge compensation for those killed in Acre, and sends a Syrian army to the coast of Palestine, near Caesarea.[7]November 10 Qalawun ("the Victorious") dies as the Egyptian Mamluk army sets out for Acre. He is
succeeded by his eldest son Al-Ashraf Khalil as ruler of the Mamluk Sultanate. Khalil orders his allies and tributaries in Syria to prepare for a campaign next spring. Governors and castle commanders are ordered to assemble siege equipment and armor.[8]June 13 Shamsuddin Kayumars, Mamluk ruler of the Delhi Sultanate, is murdered and
succeeded by Jalal-ud-din Khalji (or Firuz Shah I), founder of the Khalji dynasty, ending Mamluk rule and instigating the Khalji Revolution.[9]September 27 The 6.8 Ms Zhili earthquake affects the province of Zhili in China, with a maximum Mercalli intensity of IX (Violent), killing 7,270100,000 people.June 8 Beatrice Portinari, muse of the Italian poet
Dante Alighieri, dies in Florence. In his Divine Comedy (La Divina Commedia), he transforms his memory of Beatrice into an allegory of divine love.[10]"Year without winter" An exceptionally rare instance of uninterrupted transition, from autumn to the following spring, in England and the mainland of Western Europe.[11]March 1 The University of
Coimbra is founded in Lisbon by Denis I ("the Poet King"). He decrees that Portuguese is the official language of Portugal, replacing classical Latin in that capacity.The Dnyaneshwari is written in India. This holy book is a commentary on the Bhagvad Gita and is narrated by Dnyaneshwar.January 3 Constance of Portugal, queen consort of Castile (d.
1313)January 6 Otto Bodrugan, English landowner and politician (d. 1331)June 23 Jakushitsu Genk, Japanese Rinzai master and poet (d. 1367)August 4 Leopold I, Duke of Austria ("the Glorious"), German nobleman (d. 1326)October 15 Anne of Bohemia, queen consort of Bohemia (d. 1313)December 24 Khwaju Kermani, Persian poet and mystic (d.
1349)Agnes Haakonsdatter, Norwegian noblewoman and princess (d. 1319)Andrea Pisano (or Pontedera), Italian sculptor and architect (d. 1348)Barlaam of Seminara, Italian cleric, scholar and theologian (d. 1348)Beatrice of Silesia, queen of Germany (House of Piast) (d. 1322)Buton Rinchen Drub, Tibetan Buddhist religious leader (d. 1364)Daichi
Sokei, Japanese Buddhist monk, disciple and poet (d. 1366)Giovanni Visconti, Italian cardinal, archbishop and co-ruler (d. 1354)Guido Gonzaga, Italian nobleman and knight (condottiero) (d. 1369)Hugues Quiret, French nobleman, admiral and advisor (d. 1340)Jacob van Artevelde, Flemish merchant and statesman (d. 1345)Jacopo Dondi dell'Orologio,
Italian doctor and polymath (d. 1359)Johannes de Muris, French mathematician and astronomer (d. 1344)John Maltravers, English nobleman, knight and governor (d. 1364)John Parricida, German nobleman (House of Habsburg) (d. 1312)]Jyotirishwar Thakur, Indian playwright, poet and writer (d. 1350)Ke Jiusi, Chinese landscape painter and
calligrapher (d. 1343)Kitabatake Tomoyuki, Japanese nobleman and poet (d. 1332)Kuj Fusazane, Japanese nobleman, official and regent (d. 1327)Peter of Castile, Lord of Cameros, Spanish nobleman and prince (infante) (d. 1319)Pierre Bersuire (or Bercheure), French translator and encyclopaedist (d. 1362)Rabbenu Yerucham, French rabbi and
scholar (posek) (d. 1350)Richard de Willoughby, English landowner and politician (d. 1362)Rudolf Hesso, Margrave of Baden-Baden, German nobleman (House of Zhringen) (d. 1335)Sesson Ybai, Japanese Buddhist monk, priest and poet (d. 1347)Theodore I, Marquis of Montferrat ("Palaiologos"), Byzantine nobleman and writer (d. 1338)Willem van
Duvenvoorde, Dutch nobleman and knight (d. 1353)January 28 Dervorguilla of Galloway, Scottish noblewoman (b. 1210)February 3 Henry XIII, Duke of Bavaria, German nobleman, co-ruler and knight (b. 1235)March 24 John dal Bastone, Italian monk, priest and preacher (b. 1200)March 26 John Kirkby, English bishop, vice-chancellor and
statesmanApril 26 Gaston VII, Viscount of Barn ("Froissard"), French nobleman and knight (b. 1225)May 10 Rudolf II, Duke of Austria, German nobleman (House of Habsburg) (b. 1270)June 8 Beatrice Portinari, Italian muse of Dante (b. 1266)June 13 Shamsuddin II, Mamluk ruler of the Delhi Sultanate (b. 1285)June 23 Henryk IV Probus ("the
Righteous"), High Duke of Poland (b. 1258)July 10 Ladislaus IV ("the Cuman"), king of Hungary and Croatia (b. 1262)September 26 Margaret, Maid of Norway, queen of Scotland (b. 1283)November 10 Qalawun ("the Victorious"), Mamluk ruler of Egypt (b. 1222)November 28 Eleanor of Castile, queen consort of England (b. 1241)December 18Herman
I, German nobleman (House of Henneberg) (b. 1224)Magnus III (or I) ("Birgersson"), king of Sweden (b. 1240)December 21 Gerhard I, Count of Holstein-Itzehoe, German nobleman, knight and regent (b. 1232)Adelaide, Countess of Auxerre, French noblewoman and ruler (suo jure) (b. 1251)Alice de Lusignan, Countess of Gloucester, French
noblewoman (House of Lusignan) (b. 1236)Cecilia Cesarini (or Caecilia), Italian noblewoman and nun (b. 1203)Eison, Japanese Buddhist scholar-monk, disciple and priest (b. 1201)Elizabeth the Cuman, queen of Hungary (House of Arpad) (b. 1244)Fakhr al-Din Mustawfi, Persian finance minister, advisor and vizier”™ Engel, Pl (2001). The Realm of St
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at the beginning of the 12th centuryThe 12th century is the period from 1101 to 1200 in accordance with the Julian calendar. In the history of European culture, this period is considered part of the High Middle Ages and overlaps with what is often called the "'Golden Age' of the Cistercians". The Golden Age of Islam experienced significant
development, particularly in Islamic Spain.In Song dynasty China, an invasion by Jurchens caused a political schism of north and south. The Khmer Empire of Cambodia flourished during this century, while the Fatimids of Egypt were overtaken by the Ayyubid dynasty. Following the expansions of the Ghaznavids and Ghurid Empire, the Muslim
conquests in the Indian subcontinent took place at the end of the century.Main article: 1100sThe Ghurid Empire converted to Islam from Buddhism.1101: In July, the Treaty of Alton is signed between Henry I of England and his older brother Robert, Duke of Normandy in which Robert agrees to recognize Henry as king of England in exchange for a
yearly stipend and other concessions. The agreement temporarily ends a crisis in the succession of the Anglo-Norman kings.11011103: David the Builder takes over Kakheti and Hereti (now parts of Georgia).1102: King Coloman unites Hungary and Croatia under the Hungarian Crown.1102: Muslims conquer Seoro de Valencia.11031104: A church
council is convened by King David the Builder in Urbnisi to reorganize the Georgian Orthodox Church.1104: In the Battle of Ertsukhi, King David the Builder defeats an army of Seljuks.1104: King Jayawarsa of Kadiri (on Java) ascends to the throne.[citation needed]1106: Battle of Tinchebray.11071111: Sigurd I of Norway becomes the first Norwegian
king to embark on a crusade to the Holy Land. He fights in Lisbon and on various Mediterranean isles and helps the King of Jerusalem to take Sidon from the Muslims.1108: By the Treaty of Devol, signed in September, Bohemond I of Antioch has to submit to the Byzantine Empire, becoming the vassal of Alexius I.1109: On June 10, Bertrand of
Toulouse captures the County of Tripoli (northern Lebanon/western Syria).1109: In the Battle of Nako, Boleslaus III Wrymouth defeats the Pomeranians and re-establishes Polish access to the sea.1109: On August 24, in the Battle of Hundsfeld, Boleslaus III Wrymouth defeats Emperor Henry V of Germany and stops German expansion eastward.Main
article: 1110s1111: On April 14, during Henry V's first expedition to Rome, he is crowned Holy Roman Emperor.1113: Paramavishnulok is crowned as King Suryavarman II in Cambodia. He expands the Khmer Empire and builds Angkor Wat during the first half of the century. He establishes diplomatic relations with China.1115: The Georgian army
occupies Rustavi in the war with the Muslims.1115: In Java, King Kamesvara of Kadiri ascends to the throne. Janggala ceases to exist and comes under Kadiri domination, highly possible under royal marriage. During his reign, Mpu Dharmaja writes Kakawin Smaradahana, a eulogy for the king which become the inspiration for the Panji cycle tales,
which spread across Southeast Asia.[1]1116: The Byzantine army defeats the Turks at Philomelion.1116: Death of doa Jimena Daz, governor of Valencia from 1099 to 1102.c. 1119: The Knights Templar are founded to protect Christian pilgrims in Jerusalem.Main article: 1120sA Black and White Photo of the 12th century Cuenca Cathedral (built from
1182 to 1270) in Cuenca, Spain1120: On January 16, the Council of Nablus, a council of ecclesiastic and secular lords in the crusader Kingdom of Jerusalem, establishes the first written laws for the kingdom.1120: On November 25, William Adelin, the only legitimate son of King Henry I of England, drowns in the White Ship Disaster, leading to a
succession crisis which will bring down the Norman monarchy of England.1121: On August 12, in the Battle of Didgori, the greatest military victory in Georgian history, King David the Builder with 45,000 Georgians, 15,000 Kipchak auxiliaries, 500 Alan mercenaries and 100 French Crusaders defeats a much larger Seljuk-led Muslim coalition
army.1121: On December 25, St. Norbert and 29 companions make their solemn vows in Premontre, France, establishing the Premonstratensian Order.1122: The Battle of Beroia (Modern-day Stara Zagora, Bulgaria) results in the disappearance of the Pechenegs Turkish tribe as an independent force.1122: On September 23, the Concordat of Worms
(Pactum Calixtinum) is drawn up between Emperor Henry V and Pope Calixtus II bringing an end to the first phase of the power struggle between the papacy and the Holy Roman Empire.1122: King David the Builder captures Thilisi and declares it the capital city of Georgia, ending 400 years of Arab rule.1123: The Jurchen dynasty of China forces
Koryo (now Korea) to recognize their suzerainty.1124: In April or May, David I is crowned King of the Scots.1125: On June 11, in the Battle of Azaz, the Crusader states, led by King Baldwin II of Jerusalem, defeat the Seljuk Turks.1125: In November, the Jurchens of the Jin dynasty declare war on the Song dynasty, beginning the JinSong wars.1125:
Lothair of Supplinburg, duke of Saxony, is elected Holy Roman Emperor instead of the nearest heir, Frederick of Swabia, beginning the great struggle between Guelphs and Ghibellines.1127: The Northern Song dynasty loses power over northern China to the Jin dynasty.1128: On June 24, the Kingdom of Portugal gains independence from the
Kingdom of Len at the Battle of So Mamede; (recognised by Len in 1143).Main article: 1130sThe temple complex of Angkor Wat, built during the reign of Suryavarman II in Cambodia of the Khmer Era.11301180: 50-year drought in what is now the American Southwest.11301138: Papal schism, Pope Innocent II vs. Antipope Anacletus I1.1130: On
March 26, Sigurd I of Norway dies. A golden era of 95 years comes to an end for Norway as civil wars between the members of Harald Fairhair's family line rage for the remainder of the century.1130: On Christmas Day, Roger II is crowned King of Sicily, the royal title being bestowed on him by Antipope Anacletus I1.1132: The Southern Song dynasty
establishes China's first permanent standing navy, although China had a long naval history prior. The main admiral's office is at the port of Dinghai.11321183: the Chinese navy increases from a mere 3,000 to 52,000 marine soldiers stationed in 20 different squadrons. During this time, hundreds of treadmill-operated paddle wheel craft are assembled
for the navy to fight the Jin dynasty in the north.1135: King Jayabaya of Kadiri ascends to the throne.[2]11351154: The Anarchy takes place, during a period of civil war in England.1136: Suger begins rebuilding the abbey church at St Denis north of Paris, which is regarded as the first major Gothic building.1137: On July 22, the future King Louis VII
of France marries Eleanor, the Duchess of Aquitaine.1138: On October 11, the 1138 Aleppo earthquake devastates much of northern Syria.1139: in April, the Second Lateran Council ends the papal schism.1139: On July 5, in the Treaty of Mignano, Pope Innocent II confirms Roger II as King of Sicily, Duke of Apulia, and Prince of Capua and invests
him with his titles.1139: On July 25, the Portuguese defeat the Almoravids led by Ali ibn Yusuf in the Battle of Ourique; Prince Afonso Henriques is acclaimed King of Portugal by his soldiers.Main article: 1140sAverroes in a 14th-century painting by Andrea di Bonaiuto11401150: Collapse of the Ancestral Puebloan culture at Chaco Canyon (modern-day
New Mexico).1141: The Treaty of Shaoxing ends the conflict between the Jin dynasty and Southern Song dynasty, legally establishing the boundaries of the two countries and forcing the Song dynasty to renounce all claims to its former territories north of the Huai River. The treaty reduces the Southern Song into a quasi-tributary state of the Jurchen
Jin dynasty.1143: Manuel I Komnenos is crowned as Byzantine emperor after the death of John II Komnenos.1143: Afonso Henriques is proclaimed King of Portugal by the cortes.1143: The Treaty of Zamora recognizes Portuguese independence from the Kingdom of Len. Portugal also recognizes the suzerainty of the pope.1144: On December 24,
Edessa falls to the Atabeg Zengi.11451148: The Second Crusade is launched in response to the fall of the County of Edessa.1147: On October 25, the four-month-long Siege of Lisbon successfully brings the city under definitive Portuguese control, expelling the Moorish overlords.1147: A new Berber dynasty, the Almohads, led by Emir Abd al-Mu'min,
takes North Africa from the Almoravides and soon invades the Iberian Peninsula. The Almohads began as a religious movement to rid Islam of impurities.1147: The Wendish Crusade against the Polabian Slavs (or "Wends") in what is now northern and eastern Germany.Main article: 1150s1150: Ramon Berenguer IV, Count of Barcelona marries
Petronilla, the Queen of Aragon.1151: The Treaty of Tudiln is signed by Alfonso VII of Len and Raymond Berengar IV, Count of Barcelona, recognizing the Aragonese conquests south of the Jcar and the right to expand in and annex the Kingdom of Murcia.1153: The Treaty of Wallingford, ends the civil war between Empress Matilda and her cousin
King Stephen of England fought over the English crown. Stephen acknowledges Matilda's son Henry of Anjou as heir.1153: The First Treaty of Constance is signed between Emperor Frederick I and Pope Eugene III, by the terms of which, the emperor is to prevent any action by Manuel I Comnenus to reestablish the Byzantine Empire on Italian soil
and to assist the pope against his enemies in revolt in Rome.1154: the Moroccan-born Muslim geographer Muhammad al-Idrisi publishes his Geography.1154: On December 27, Henry II is crowned King of England at Westminster Abbey.1155: Pope Adrian IV grants overlordship of Ireland to Henry II of England in the bull Laudabiliter.1156: On June
18, the Treaty of Benevento is entered into by Pope Adrian IV and the Norman Kingdom of Sicily. After years of turbulent relations, the popes finally settles down to peace with the Hauteville kings. The kingship of William I is recognized over all Sicily, Apulia, Calabria, Campania, and Capua. The tribute to the pope of 600 schifati agreed upon by
Roger II in 1139 at Mignano is affirmed and another 400 shift is added for the new lands.1158: The Treaty of Sahagn ends the war between Castile and Len.Main article: 1160sThe Liuhe Pagoda of Hangzhou, China, 11651161: the Song dynasty Chinese navy, employing gunpowder bombs launched from trebuchets, defeats the enormous Jin dynasty
navy in the East China Sea in the Battle of Tangdao and on the Yangtze River in the Battle of Caishi.1161: Kilij Arslan II, Sultan of Rum, makes peace with the Byzantine Empire, recognizing the emperor's primacy.1161: In the siege of Ani, troops from the Kingdom of Georgia take control over the city, only to have it sold for the second time to the
Shaddadids, a Kurdish dynasty.1162: Genghis Khan, the founder of the Mongol Empire, is born as Temjin in present-day Mongolia.1163: The Norwegian Law of Succession takes effect.11651182: Tensions and disputes between the Pagan Empire and the Kingdom of Polonnaruwa causes the Sinhalese under Parakramabahu the Great to raid
Burma.1168: King Valdemar I of Denmark conquers Arkona on the Island of Rgen, the strongest pagan fortress and temple in northern Europe.1169: Political disputes within the Pandya Empire sparks the decade-long Pandyan Civil War.1169: On May 1, the Norman invasion of Ireland begins. Richard fitzGilbert de Clare ('Strongbow') allies with the
exiled Irish chief, Dermot MacMurrough, to help him recover his kingdom of Leinster.Main article: 1170sThe defense of the Carroccio during the battle of Legnano (1176) by Amos Cassioli (18321891)1170: The Treaty of Sahagn is signed by Alfonso VIII of Castile and Alfonso II of Aragon. Based on the terms of the accord, Alfonso VIII agrees to
provide Alfonso II with three hostages, to be used as tribute payments owed by Ibn Mardan of Valencia and Murcia.1170: On December 29, Thomas Becket is murdered in Canterbury Cathedral.1171: Saladin deposes the last Fatimid Caliph Al-'id and establishes the Ayyubid dynasty.1171: On November 11, Henry II of England lands in Ireland to
assert his claim as Lord of Ireland.1172: The Pandyan city of Madurai is sacked by the Sinhalese army due to an attempt to drive off the rival throne claimant, Kulasekara Pandyan.1173: Sinhalese king Parakramabahu the Great gains a decisive victory by invading the Chola Empire as an ally of the Pandyas in the Pandyan Civil War.1174: On July 12,
William I of Scotland is captured by the English in the Battle of Alnwick. He accepts the feudal overlordship of the English crown and pays ceremonial allegiance at York.1175: Hnen Shnin (Genk) founds the Jdo sh (Pure Land) sect of Buddhism.1175: The Treaty of Windsor is signed by King Henry II of England and the High King of Ireland, Ruaidr Ua
Conchobair.1176: On May 29, Frederick Barbarossa's forces are defeated in the Battle of Legnano by the Lombard League which results in the emperor's acknowledgment of the pope's sovereignty over the Papal States and Alexander acknowledging the emperor's overlordship of the imperial Church.1176: On September 17, The Battle of
Myriokephalon (Myriocephalum; Turkish: Miryakefalon Sava) is fought between the Byzantine Empire and the Seljuk Turks in Phrygia. It is a serious reversal for the Byzantine forces and will be the final, unsuccessful, effort by the Byzantines to recover the interior of Anatolia from the Seljuk Turks.1177: The Treaty or Peace of Venice is signed by the
papacy and its allies, and Frederick I, Holy Roman Emperor. The Norman Kingdom of Sicily also participates in negotiations and the treaty thereby determines the political course of all of Italy for the next several years.1178: Chinese writer Zhou Qufei, a Guangzhou customs officer, writes of an island far west in the Indian Ocean (possibly
Madagascar), from where people with skin "as black as lacquer" and with frizzy hair were captured and purchased as slaves by Arab merchants.1179: The Treaty of Cazola (Cazorla) is signed by Alfonso II of Aragon and Alfonso VIII of Castile, dividing Andalusia into separate zones of conquest for the two kingdoms, so that the work of the Reconquista
would not be stymied by internecine feuding.Main article: 1180s1180: The Portuguese Navy defeats a Muslim fleet off the coast of Cape Espichel.11801185: the Genpei War in Japan.1181: Parakramabahu the Great conducts a large-scale raid on Burma, after a ship transporting a Sinhalese princess to the Khmer Empire is attacked by Burmese naval
fleets.1182: Religious reformations of Theravada Buddhism in Pagan Burma under the patronage of Narapatisithu are continued with the end of the Polonnaruwa-Pagan War.1182: Revolt of the people of Constantinople against the Latins, whom they massacre, proclaiming Andronicus I Comnenus as co-emperor.1183: On January 25, the final Peace of
Constance between Frederick Barbarossa, the pope and the Lombard towns is signed, confirming the Peace of Venice of 1177.1183: On September 24, Andronicus I Comnenus has his nephew Alexius II Comnenus strangled.1184: On March 24, Queen Tamar, King of Georgia, accedes to the throne as sole ruler after reigning with her father, George III,
for six years.1184: Diet of Pentecost organised by Emperor Frederick I in Mainz.1185: The Uprising of Asen and Peter against the Byzantine Empire leads to the restoration of the Bulgarian Empire.1185: Andronicus I Comnenus is deposed and, on September 12, executed as a result of the Norman massacre of the Greeks of Thessalonika.1185: The
cathedral school (Katedralskolan) in Lund, Sweden, is founded. The school is the oldest in northern Europe and one of the oldest in all of Europe.1185: Beginning in this year the Kamakura shogunate deprives the emperor of Japan of political power.1186: On January 27, the future Holy Roman Emperor Henry VI marries Constance of Sicily, the
heiress to the Sicilian throne.1187: On July 4, in the Battle of Hattin, Saladin defeats the king of Jerusalem.1187: In August, the Swedish royal and commercial center Sigtuna is attacked by raiders from Karelia, Couronia, and/or Estonia.[3]1188: The Riah were introduced into the Habt and south of Tetouan by the Almohad caliph, Abu Yusuf Yaqub al-
Mansur, and Jochem and Acem were introduced in Tamesna.[4]1189: On September 3, Richard I is crowned King of England at Westminster.1189: On November 11, William II of Sicily dies and is succeeded by his illegitimate cousin Tancred, Count of Lecce instead of Constance.11891192: The Third Crusade is an attempt by European leaders to
wrest the Holy Land from Saladin.Main articles: 1190s and 1200sRichard I of England, or Richard the Lionheart.1190: On June 10, Emperor Frederick Barbarossa drowns in the River Salef, leaving the Crusader army under the command of the rivals Philip II of France and Richard I of England, which ultimately leads to the dissolution of the
army.1191: Holy Roman Emperor Henry VI attacked the Kingdom of Sicily from May to August but fails and withdrawn, with Empress Constance captured (released 1192).1191: On September 7, Saladin is defeated by Richard I of England at the Battle of Arsuf.1192: In April, Isabella I begins her reign as Christian Queen of the Kingdom of
Jerusalem1192: In the Battle of Jaffa, King Richard the Lionheart defeats Saladin.1192: In June, the Treaty of Ramla is signed by Saladin and Richard Lionheart. Under the terms of the agreement, Jerusalem will remain under Muslim control. However, the city will be open to Christian pilgrims. The Latin Kingdom is reduced to a coastal strip that
extends from Tyre to Jaffa.1192: Minamoto no Yoritomo is appointed Sei-i Taishgun, "barbarian-subduing great general", shgun for short, the first military dictator to bear this title.1192: Sultan Shahbuddin Muhammad Ghori establishes the first Muslim empire in India for 14 years (11921206) by defeating Prithviraj Chauhan.1193: Nalanda, the great
Indian Buddhist educational centre, is destroyed.1194: Emperor Henry VI conquers the Kingdom of Sicily.1195: On June 16, the struggle of Shamgqori. Georgian forces annihilate the army of Abu Bagar.1198: The brethren of the Crusader hospital in Acre are raised to a military order of knights, the Teutonic Knights, formally known as the Order of the
Knights of the Hospital of St. Mary of the Teutons in Jerusalem.1199: Pope Innocent III writes to Kaloyan, inviting him to unite the Bulgarian Church with the Roman Catholic Church.1200: Construction begins on the Grand Village of the Natchez near Natchez, Mississippi. This ceremonial center for the Natchez people is occupied and built until the
early 17th century.[5]Eastern Hemisphere at the end of the 12th centuryChina is under the Northern Song dynasty. Early in the century, Zhang Zeduan paints Along the River During the Qingming Festival. It will later end up in the Palace Museum, Beijing.In southeast Asia, there is conflict between the Khmer Empire and the Champa. Angkor Wat is
built under the Hindu king Suryavarman II. By the end of the century, the Buddhist Jayavarman VII becomes the ruler.Japan is in its Heian period. The Chj-jinbutsu-giga is made and attributed to Toba Sj. It ends up at the Kzan-ji, Kyoto.In Oceania, the Tui Tonga Empire expands to a much greater area.Europe undergoes the Renaissance of the 12th
century. The blast furnace for the smelting of cast iron is imported from China, appearing around Lapphyttan, Sweden, as early as 1150.Alexander Neckam is the first European to document the mariner's compass, first documented by Shen Kuo during the previous century.Christian humanism becomes a self-conscious philosophical tendency in
Europe. Christianity is also introduced to Estonia, Finland, and Karelia.The first medieval universities are founded. Pierre Abelard teaches.Middle English begins to develop, and literacy begins to spread outside the Church throughout Europe.[6] In addition, churchmen are increasingly willing to take on secular roles. By the end of the century, at least
a third of England's bishops also act as royal judges in secular matters.[7]The Ars antiqua period in the history of the medieval music of Western Europe begins.The earliest recorded miracle play is performed in Dunstable, England.Gothic architecture and trouvre music begin in France.During the middle of the century, the Cappella Palatina is built in
Palermo, Sicily, and the Madrid Skylitzes manuscript illustrates the Synopsis of Histories by John Skylitzes.Fire and plague insurance first become available in Iceland, and the first documented outbreaks of influenza there happens.The medieval state of Serbia is formed by Stefan Nemanja and then continued by the Nemanji dynasty.By the end of the
century, both the Capetian dynasty and the House of Anjou are relying primarily on mercenaries in their militaries. Paid soldiers are available year-round, unlike knights who expected certain periods off to maintain their manor lifestyles.[8]In India, Hoysala architecture reaches its peak.In the Middle East, the icon of Theotokos of Vladimir is painted
probably in Constantinople. Everything but the faces will later be retouched, and the icon will go to the Tretyakov Gallery of Moscow.The Georgian poet Shota Rustaveli composes his epic poem The Knight in the Panther's Skin.Shahab al-Din Suhrawardi founds his "school of illumination".In North Africa, the kasbah of Marrakesh is built, including the
city gate Bab Agnaou and the Koutoubia mosque.In sub-Saharan Africa, Kente cloth is first woven.In France, the first piedfort coins were minted.The city of Tula burns down, marking the end of the Toltec Empireln West Africa the Ife Empire is established.See also: Timeline of historic inventions 12th century1104: The Venice Arsenal of Venice, Italy,
is founded. It employed some 16,000 people for the mass production of sailing ships in large assembly lines, hundreds of years before the Industrial Revolution.1106: Finished building of Gelati.1107: The Chinese engineer Wu Deren combines the mechanical compass vehicle of the south-pointing chariot with the distance-measuring odometer
device.1111: The Chinese Donglin Academy is founded.1165: The Liuhe Pagoda of Hangzhou, China, is built.1170: The Roman Catholic notion of Purgatory is defined.[9]1185: First record of windmills.Wikimedia Commons has media related to 12th century.” Soekmono, R, Drs., Pengantar Sejarah Kebudayaan Indonesia 2, 2nd ed. Penerbit Kanisius,
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permissions necessary for your intended use. For example, other rights such as publicity, privacy, or moral rights may limit how you use the material. The ability to communicate well is very important in business. You could have the best idea in the world but There are times that you will hit a wall (stop seeing improvement) when learning a language.
That just means that If youre an English learner who will be taking international business trips, having the right vocabulary is crucial. Learn the We are really excited to share some good news.The wait is over!Now anyone can sign up for FluentU Phrasal verbs are formed by linking one verb toanother word (typically a preposition or an adverb). The
result is Did you know that the verb is the most frequently used English verb?Thats probably not surprising, sinceas youre about Countable nouns are specific items that can be counted individually, such as apples or dogs. Uncountable nouns, on the other Many English learners are confused about the difference between the past tense and past
participle verb forms.Its easy to The more you study and expose yourself to theEnglishlanguage, the better youll becomebut you dont have to spend Do your English skills need some work?Not quite ready to meet with a native speaker face to face?I How do you know what the best way to learn English is? You can always choose the language learning
methods One thing thats strange about English is that words dont always sound like how theyre spelled. Wednesday sounds like Wenzdei. Have you ever felt sure about which English words you want to say in your head but then youre Have you thought about what makes native English speakers sound so fluent?What exactly is fluent, and what do you
New learners often forget about English writing as they are usually focused on topics like vocabulary and grammar.When you Writingwill improve your vocabularyand grammar, help you become a better readerand teach you toexpress yourself clearly Whether you need to pass a test, complete an assignment or write an email to a co-worker, knowing
how to When it comes to learning English, intermediate students have a unique set of problems.They do not receive as much You probably look forward to going to a restaurant in your hometown.But when you visit a restaurant where you If its hard for you to find time to read books in English, audiobooks can help.And if you do Speaking English can
be a bit challenging sometimes. One reason is because of something known as a consonant cluster. This Peter Piper picked a peck of pickled peppers.Tongue twisters like the one above are a lot of fun to English is the worlds , a common language that people with different native languages use to communicate with one another. Learning spoken
English can feel like an uphill climb, especially when youre practicing alone. Fortunately, there are a lot of One of the hardest parts of English is mastering common English words you hear almost everywhere.The good news is In the United States, theres a whole holiday about showing (the state of being thankful): Thanksgiving.Like many holidays in
If there is one kind of word that you will always be learning in English, it would be an abbreviation We know how important effective telephone communication is, so we have prepared a great list of business English phone calls dialogues exercises for you. This guide provides easy to follow up dialogues, practical examples and targeted exercises to
help you feel comfortable in your business telephone conversations.Telephone Practice Exercises in English1l. Making Contact: Dialogues and ExamplesFormal Setting: Initial ContactExample Dialogue:Receptionist: Good afternoon, this is Linda from Easton Enterprises. How may I assist you today?Caller: Good afternoon, Linda. My name is David
Collins, and Im calling from Global Tech. Id like to speak with Ms. Emily Banks regarding our recent proposal.Receptionist: Let me check if shes available. Could you please hold for a moment?Caller: Of course, take your time.Practice Tip: Role-play different formal scenarios by changing company names and call purposes. This helps learners adapt
the dialogue to various professional settings.Informal Setting: Casual Check-InExample Dialogue:Caller: Hey Ben! Its Karen. Do you have a minute to talk?Receiver: Karen, hey! Yeah, Ive got a few minutes. Whats up?Caller: I just wanted to check in about the plans for this weekend. Are we still on for Saturday?Practice Tip: Modify the dialogue to
include various informal topics like planning a party or a trip, and practice continuing the conversation.Business English Phone Call Exercises2.Telephone Practice Exercises Taking a CallBusiness ContextExample Dialogue:Receptionist: Good morning, Star Logistics. Youre speaking with Angela. How can I assist you today?Caller: Hello Angela, this is
James from L&P Shipping. Im calling to confirm the details of our next shipment.Receptionist: Thank you, James. Let me pull up your records. Could you please provide your shipment ID?Caller: Of course. Its 7X22-34.Practice Tip: Role-play both sides of the call, focusing on gathering and verifying specific information, such as shipment IDs or account
numbers.3. Putting Someone on Hold: Extended DialoguesHandling a TransferExample Dialogue:Receptionist: Good afternoon, Premier Financial Group. This is Lisa. How may I direct your call?Caller: Hi Lisa, Im Paul Stanton from Stanton Solutions. I need to speak with your HR department.Receptionist: Certainly, Mr. Stanton. Ill transfer you to our
HR team now. Please hold the line.HR Rep: Good afternoon, this is Rachel from HR. How can I assist you today?Caller: Hi Rachel, Id like to discuss an issue regarding the payroll for one of our recent hires.Practice Tip: Practice smooth transfers and extend conversations by resolving issues or gathering additional information.4. Taking a Message: In-
Depth PracticeFormal Message TakingExample Dialogue:Caller: Hi, this is Sarah from MTR Consulting. May I speak with Mr. Thompson, please?Receptionist: Im afraid Mr. Thompson is currently in a meeting. Would you like to leave a message?Caller: Yes, could you let him know that Sarah called regarding our upcoming project? He can reach me at
555-1234.Receptionist: Absolutely, I1l pass on the message. Could you confirm your last name for me?Caller: Its Daniels, D-A-N-I-E-L-S.Practice Tip: Extend the dialogue by confirming and spelling out important details to ensure message accuracy.5. Telephone Problems: Practice ScenariosClarification and Wrong NumberExample Dialogue 1:
ClarificationCaller: Hi, is this the IT department?Receiver: Im sorry, I didnt quite catch that. Could you repeat the department name?Caller: Sure, Im looking for IT support.Receiver: Got it. Let me connect you to IT.Example Dialogue 2: Wrong NumberCaller: Hello, is Mike there?Receiver: I think you might have the wrong number. This is Andrews
Bakery.Caller: Oh, my apologies. Ill double-check the number and try again.Practice Tip: Create additional scenarios involving telephone problems and practice resolving them with polite language.Wrapping Up Business CallsExample Dialogue:Caller: Thank you for the update on the project. I appreciate your time.Receiver: Of course, it was my
pleasure. Well send over the final report by Friday.Caller: Perfect. Ill keep an eye out for it. If I have any further questions, Ill give you a call.Receiver: Sounds good. Have a great day!Caller: You too. Take care.Practice Tip: Practice adding more details to goodbyes, such as future plans or follow-ups, and adjust the tone based on formal or informal
settings.7. Talking for the First Time with Someone on the PhoneBusiness IntroductionExample Dialogue:Caller: Good morning, is this Mr. Robert Thompson?Receiver: Yes, speaking. Who am I speaking with?Caller: This is Susan Reed from Oakwood Insurance. Im calling to introduce myself and discuss the new policies available for small businesses
like yours.Receiver: Thank you for reaching out, Susan. Im interested in hearing more.Practice Tip: Practice introducing yourself clearly and concisely, and smoothly transition to the main purpose of the call.8. Business Exercises on the PhoneScheduling a MeetingExample Dialogue:Caller: Hi, this is Jack from Morris Consulting. Id like to schedule a
meeting with your sales team for next Thursday.Receiver: Thank you, Jack. Let me check our availability. Could we schedule the meeting for 10 AM?Caller: That works for me. Ill send over the details shortly.Resolving a ComplaintExample Dialogue:Customer: Good afternoon. I ordered some office supplies from your website, but they havent arrived
yet.Customer Service Rep: Im sorry to hear that. Can you provide me with your order number so I can look into it?Customer: Sure, its 48293.Customer Service Rep: Thanks. I see the issue here. Well expedite the delivery, and you should receive it by tomorrow.Practice Tip: Extend role-play exercises to include follow-up actions like confirming details
or providing further instructions.Telephone Practice Exercises PDFTelephone Practice Exercises PDF download business english, pdf, telephone dialogues You have probably noticed that there are many things in English that you can separate into casual and formal: clothing, events, and even relationships. Conversations are no exception. Every
English learner should master different communication styles with other people to be able to hold conversations of different levels of importance and with people of different levels of familiarity. You need to keep proper expressions in mind to be able to use them depending on the situation. Sometimes, just a few words are all it takes to turn the
conversation in a completely different direction. Choosing the right ones at the right time will allow you to show yourself as a professional at all times. Below, you will find a step-by-step guide to maintaining a formal conversation in English, along with helpful tips. Let's begin! Learn English with Readle Formal Greetings Any conversation begins with
a greeting. Formal greetings in English are appropriate when you communicate with colleagues, business partners, as well as people you meet for the first time. When meeting new people, you need to find out the person's name, give your name in response, and say that you are pleased to meet them. Here is a set of phrases for a formal greeting:
Hello! How have you been? Good morning! Good afternoon! Good evening! I am glad to see you. I am happy to see you. I am pleased to see you. Good to see you again. Nice to see you again. My name is Sarah. It is a pleasure to meet you! What is your name? Hello! How have you been? Good morning! Good afternoon! Good evening! I am glad to see
you. I am happy to see you. I am pleased to see you. Good to see you again. Nice to see you again. My name is Sarah. It is a pleasure to meet you! What is your name? Possible responses to the formal greeting: Fine, thanks, and you? Fine, thanks, what about yourself? Very well, thanks. Pretty good, thanks. Fine, thanks, and you? Fine, thanks, what
about yourself? Very well, thanks. Pretty good, thanks. If you did not hear what the other person said, ask them to repeat using one of the phrases: Sorry? Pardon? Could you repeat, please? Sorry? Pardon? Could you repeat, please? Conversation Starters After you have greeted the person, you need to continue the conversation. When talking to a
friend, you are likely to quickly find a topic of conversation. However, if you have just met a person at an official event, it is necessary to establish contact between you and your new acquaintance. We've already discussed the basic rules for running a small talk in the previous article. Although they refer to more casual chatting, they are also
applicable to a given setting, so make sure to check them as well. At a formal event (contrasting small talk or everyday conversations), you can use the following phrases to start a formal conversation in English: I've heard so much about you. How do you like the conference? Is it your first time at the workshop? So, you work in PR, right? Have you
always been in PR? How long have you been working for this firm? I am from Greece. And you? How do you like it here? How long have you been here? How are you? How are you doing? How are things? How have you been? How's your day going so far? How's it going? This is my first visit to London. What do you recommend visiting while I am here?
I've heard so much about you. How do you like the conference? Is it your first time at the workshop? So, you work in PR, right? Have you always been in PR? How long have you been working for this firm? I am from Greece. And you? How do you like it here? How long have you been here? How are you? How are you doing? How are things? How have
you been? How's your day going so far? How's it going? This is my first visit to London. What do you recommend visiting while I am here? Phrases to Express Your Opinion Once you have the persons attention, it is important to be able to keep the conversation going. Most likely, your new acquaintance will ask a question or will be interested in your
point of view on a topic. To answer them, you need to know how to express your opinion in a polite manner. Here are several phases suitable for both formal and casual speech: In my opinion... In my experience... The way I see it... From my point of view... It seems to me that... To my mind... What I mean is... As far as I'm concerned... To tell the
truth... Frankly speaking... If you ask me... Personally, I think... Speaking for myself... I'd say that... I'd suggest that... I'd like to point out that... I believe that... I guess that... My opinion is that... I hold the opinion that... It goes without saying that... In my opinion... In my experience... The way I see it... From my point of view... It seems to me that... To
my mind... What [ mean is... As far as I'm concerned... To tell the truth... Frankly speaking... If you ask me... Personally, I think... Speaking for myself... I'd say that... I'd suggest that... I'd like to point out that... I believe that... I guess that... My opinion is that... I hold the opinion that... It goes without saying that... At an official event, try to formulate
your thoughts more carefully and less emotionally than when communicating with friends. For example: It is thought that It is considered... Some people say that... It is generally accepted that... It is thought that It is considered... Some people say that... It is generally accepted that... Phrases to Express Agreement or Disagreement First of all, let's
figure out how you can agree with someone in English. All the phrases listed below are appropriate in both formal and informal settings. They are neutral: if you are at a business event or a meeting, say them in a calm tone, and at a party with friends, you can get a little bit emotional. Choose a phrase to agree with the person in a proper way: I agree
with you entirely. I totally agree with you. I agree with you one hundred percent. I couldn't agree more. You're absolutely right. Absolutely. Exactly. No doubt about it. I suppose so. I guess so. I was just going to say that. This is exactly what I think. I am of the same opinion. I agree with you entirely. I totally agree with you. I agree with you one
hundred percent. I couldn't agree more. You're absolutely right. Absolutely. Exactly. No doubt about it. I suppose so. I guess so. I was just going to say that. This is exactly what I think. I am of the same opinion. When you want to express disagreement in a professional context, you need to be very polite to avoid offending the other person, especially if
you have just met them or are at an official event. We recommend using the following expressions of disagreement in a formal English conversation: I'm afraid I have to disagree. I beg to differ. That's not really how I see it, I'm afraid. I'm sorry to disagree with you, but... Yes, but don't you think... I agree to some extent, but... On the whole, I agree
with you, but... True enough, but... Not necessarily. On the contrary... The problem is that... I doubt whether... No, I am not so sure about that. No, I disagree. What about... I am of a different opinion because... With all due respect... I see what you mean, but have you thought about... I hear what you are saying, but... I see your point, but... I'm afraid I
have to disagree. I beg to differ. That's not really how I see it, I'm afraid. I'm sorry to disagree with you, but... Yes, but don't you think... I agree to some extent, but... On the whole, I agree with you, but... True enough, but... Not necessarily. On the contrary... The problem is that... I doubt whether... No, I am not so sure about that. No, I disagree. What
about... I am of a different opinion because... With all due respect... I see what you mean, but have you thought about... I hear what you are saying, but... I see your point, but... How to (Politely) Interrupt a Person Speaking Interrupting someone without offending them is a real skill. Of course, it is important to note that you should not interrupt the
speaker and wait until they are finished to express your opinion. However, if it's necessary to intervene in the conversation, make sure to say "Excuse me!" first and then use one of the following examples: Excuse me for interrupting, but I apologize for interrupting... Sorry to interrupt, but... Can I say something here? If I might add something... Can I
just mention something? Do you mind if I come in here? Before you move on, I'd like to say something. Excuse me for interrupting, but I apologize for interrupting... Sorry to interrupt, but... Can I say something here? If I might add something... Can I just mention something? Do you mind if I come in here? Before you move on, I'd like to say something.
After you have expressed your opinion, do not forget to pass the word back to the person. To do this, you can say: Sorry, go ahead. Sorry, you were saying... Sorry, go ahead. Sorry, you were saying... How to Say Goodbye Formally After the conversation, you need to say goodbye to your new acquaintance. Of course, the standard "Goodbye!" is suitable
for almost any given setting. However, you can say goodbye with other phrases as well. Here is a list of expressions for ending a formal conversation in English: Have a good day! Have a good night! I look forward to our next meeting. It was nice to meet you. Have a good day! Have a good night! I look forward to our next meeting. It was nice to meet
you. Additional Tips As you already know, the formal style is used in an official setting when communicating at conferences and presentations, conducting business negotiations, writing documents, corporate emails, and scientific articles. You should follow several rules to make the speech sound formal: Avoid Using Contractions In formal writing,
there is no place for contractions like I'm, I'd, or I don't. Instead, use the complete forms of the words: I am, I would, and I do not. Moreover, the use of contractions is one of the primary reasons for the most common misspellings for example, confusing "their" and "they're." Misspellings can hurt the initial meaning of a sentence and make you look
unprofessional. What Does Duly Noted Mean? Speaking of misspellings, let's take a closer look at the formal go-to phrase "duly noted," which means that something is properly recorded or taken into proper consideration, i.e., in strict accordance with requirements. The word duly alone means something is done in a due manner or time, e.g., duly
elected or duly apologized. Its common misspellings include "dually noted," "dully noted," and "duelly noted." "Dually" means a double capacity, while "dully" means something is done in a boring manner. And if youll ever see duelly noted written, just know it's an incorrect spelling of duly noted. Is Duly Noted Rude? When spelled correctly, you can
use "duly noted" in a formal speech in the meaning of simple acknowledgment of an opinion or action. That's why you also don't want to confuse the word "duly" with "dully" to avoid letting someone know you barely consider what they're saying. Moreover, "duly noted" can also be used sarcastically, meaning that something is heard and ignored
rather than taken into appropriate consideration. Its not necessarily rude, but you should pay close attention to the context in which you use the phrase "duly noted." Avoid Using Slang and Phrasal Verbs When holding a formal conversation, there are a few things you should avoid to make it sound appropriate. Some of these things include: Avoiding
slang and colloquial expressions. This point is pretty obvious: it is difficult to imagine a business partner who calls you "bro."If you want to ask how the representative of the partner company is doing, it is unlikely that you will say, "What's up?" And in response, you will not receive the colloquial "Yourself?" but a polite "Thank you, very well."Avoiding
phrasal verbs. Phrasal verbs should be replaced by regular ones. For example, in an official setting, you are unlikely to hear "the inflation rate went up." Instead, it would be better to say "the inflation rate increased." In addition, avoiding phrasal verbs reduces your chances of making mistakes because they can be very confusing for non-native
speakers. Use the Passive Voice The formal English language uses not only long phrases but also complex grammatical constructions. If you have started to express an idea, make sure to develop it, support it with clear arguments, justify it and bring it to a conclusion. In addition, formal emails and oral speech allow you to use the passive voice much
more often than in casual conversation, as it is more suitable for an official setting. The reason is that the active voice personifies speech, while the passive voice has a more formal connotation, compare: You are invited to the conference.We invite you to the conference. As you can see, the first option sounds more discreet and respectful. If you want
to speak formally, do not forget to use complex sentence structures (for example, independent clause + at least one adverbial phrase), participial phrases, conditional sentences, etc. Use Special Terminology Each industry has its own specifics, so try to use the appropriate jargon or vocabulary. For example, if you work for an accounting firm and
check the financial statements of a business, it would be appropriate to say "audit" instead of "check." Try to use specific, industry-related words in an official setting and business correspondence your English speaking skills will not only benefit from this, but the person youre speaking to will also be pleasantly surprised. Avoid Speaking for Yourself If
you are writing a business letter or conducting business negotiations, try to avoid expressions such as "I think" and "in my opinion." As a rule, you should speak on behalf of the company you work for talk less about yourself and your personal opinion, and contact business partners as a representative of the company. Here are the example sentences:
We are pleased to receive your offer. Can we discuss this in further detail? It's a contribution duly noted by the board of directors, and we are looking forward to taking our partnership to the next level. If you need any additional information, do not hesitate to contact us. We are pleased to receive your offer. Can we discuss this in further detail? It's a
contribution duly noted by the board of directors, and we are looking forward to taking our partnership to the next level. If you need any additional information, do not hesitate to contact us. Be Discreet and Inclusive Last but not least. Formal speech is an example of ethical, respectful, and inclusive communication. Choose your words carefully to
avoid offending the people youre addressing. To write and speak inclusively, make sure to follow these principles: Use gender-neutral language and pronouns, such as the singular "they."Avoid gendered group language, such as "you guys."Avoid stereotyping and making neither positive nor negative generalizations.Avoid making assumptions
regarding anyones sexuality or relationship status.Avoid outdated language.If you're not sure about something, ask! The Bottom Line As you can see, to maintain a formal conversation in the English language, you need to learn some common phrases that will help you start a conversation, and youll need to be careful with your choice of words.
Fortunately, you don't have to memorize all the examples mentioned in this article you can revisit it as frequently as you need to. Furthermore, with practice, you will learn a lot of additional expressions from native English speakers and boost your English vocabulary. If you're interested in expanding your vocabulary and picking proper phrasing, you
can download our Langster app. It is full of bite-sized stories with grammar explanations for each, which will allow you to enjoy your English learning experience even more. See for yourself: Learn English with Readle Discussions in meetings and around the office are a major part of any working day. Getting familiar with different business English
dialogues that might take place in these settings can help you feel confident and communicate effectively.Lets look at some sample dialogues for various everyday business conversations.ContentsDialogues for Business MeetingsLike it or not, a lot of your time at work is probably going to be spent in business meetings. Being familiar with appropriate
business English dialogues for these situations can make all the difference in how well you present yourself to your boss and colleagues.Lets look at some sample dialogues that might take place in a business meeting situation. You can adapt these dialogues to your own company, projects and needs.Scheduling a meetingWhen scheduling a meeting,
its important to clarify when and where the meeting will take place. You might also need to consider who should be present for the meeting.Anna: Hi, John. Can we schedule a meeting to discuss the new project? John: Sure, Anna. When would be a good time for you? Anna: How about tomorrow at 10 AM? John: That works for me. Should we book a
conference room or have it online? Anna: Lets do it online. Ill send out the meeting invite. John: Great, Ill be there. Expressing opinionsWhen youre participating in a meeting, its important to show that you care about the topics being discussed by expressing your opinion. Consider this dialogue about an upcoming launch for a new product.Project
lead: What do you think about our plans for this product launch? Colleague: It looks to me like you have a lot planned before your deadline. Id suggest you push your deadline back so you have time to run a successful advertising campaign. Project lead: I respectfully disagree with you there. The priority is to launch before the holidays, so we dont
want to move this deadline. Colleague: OK, then maybe you should simplify the plan a bit so you can meet the deadline and achieve your main goals. Asking questionsIf you dont fully grasp a concept, its important to get clarification instead of pretending you understand.Presenter: Did anyone have any questions before we move on? Colleague: Im not
sure I fully understood the changes you mentioned in the report. Presenter: No problem. What part wasnt clear? Colleague: You said there will be a new process for approvals. Could you explain how that works? Presenter: Sure. From now on, approvals will go through a new software system. Each manager will receive an automatic notification to
approve tasks. Colleague: Got it. That clears things up. Thanks! Navigating negotiationsPart of doing business is knowing how to negotiate. Sometimes it involves very simple issues like when to schedule the next follow-up on a project, while other times it can be more complex, like closing a major deal.Boss: How do you think we should move forward
with this project? As you know, were expected to present it to our clients next week. Employee: How about we get in touch with Acme Corp and discuss moving the deadline out three weeks? Boss: We really need to push forward with this project to have it completed by the deadline. Theyre not interested in extensions. Employee: In that case, we
could delay completion on the Archibald Company work. Boss: I think youre right, thats the only way we can finish working on the Acme project by next Thursday. Heres a sample dialogue for negotiating a contract when doing business with someone outside your company.Client: Were interested in the proposal, but the pricing seems a bit higher than
expected. Can we negotiate? Sales Rep: I understand your concern. While our rates reflect the quality of service, we can offer a 10% discount for long-term contracts. Client: That sounds better, but we were hoping for something more in the 15% range. Sales Rep: Let me speak with my manager and see what we can do. Ill get back to you by the end
of the day. Client: Thank you. We look forward to hearing from you. Giving feedback to a colleagueln a healthy working environment, feedback is welcome. When giving feedback, its important to highlight both the positive aspects and the things that can be improved.Manager: Hi, Sarah. I wanted to give you some feedback on your presentation
yesterday. Sarah: Sure, Id love to hear it. Manager: Overall, it was great. Your data was well-researched, but I noticed the audience seemed a bit disengaged toward the end. Maybe next time, try incorporating more visuals or interactive elements. Sarah: Thanks for the suggestion. Il definitely keep that in mind for my next presentation. Heres
another sample dialogue from a business meeting:Dialogues for Conference CallsKnowing how to handle a conference call with professionalism is a very important skill to have in the business world.Beginning the callWhen you begin a conference call, its important to indicate youre on the line and to determine if everyone has shown up for the
call:Call leader: Hi everyone, this is Cassandra Stone. Im the CFO and Im joined by Mark, our CEO and Kendra, our VP of Sales. Please introduce yourself and state your position. Client: Hi, this is Dave Grossman. Im the Marketing Director here. [Other call participants introduce themselves as well.]JCall leader: It sounds like everyone is on the line, so
well get started. Asking for clarificationWhen someones speaking and you miss something because you cant hear them or theyre speaking too quickly, wait for a pause and then ask:Person 1: Sorry, I didnt catch that last part. Would you mind repeating yourself for me? Person 2: Of course. I said that I think we need to double-check the budget to
make sure we can cover the cost of the banquet. Person 1: Thank you. Yes, I agree. Lets look at the budget now. Handling a complaintIf your job involves answering phone calls from customers, you might have to deal with a complaint from time to time. Heres an example of how to successfully handle a customer complaint.Customer: Im calling
because my shipment arrived late, and several items were damaged. Support Agent: Im very sorry to hear that. Could you please provide your order number so I can look into this for you? Customer: Its 127553. Support Agent: Thank you. I see the issue. Well send replacements for the damaged items immediately, and Ill follow up with the courier
about the delay. You should receive your new shipment within two days. Customer: I appreciate the quick response. Support Agent: Youre welcome. If theres anything else, dont hesitate to contact us. Ending the calllts good practice to thank everyone and say goodbye before ending a conference call.Call leader: I believe this concludes our call. Thank
you all for joining us. Client: Thank you for setting up this call. Discussing our marketing strategy was very helpful. I look forward to being in touch on this topic again soon. Bye, everyone. To see a sample business phone conversation, check out this video:Dialogues for Casual Conversation at the OfficeBefore we get into the dialogues, here is a fun
lesson on casual office conversations from our YouTube channel:Here are some dialogues for casual conversation around your office.GreetingsGet the conversation going by saying hi when you see someone you know.Amir: Hey, Jane! Jane: Hi Amir, how are you? Amir: Im doing well, thanks for asking. How about yourself? Jane: Im great!



IntroductionsIf youre meeting someone for the first time, its a good idea to be polite and introduce yourself.Miguel: Hi, Im Miguel. Im not sure if weve metwhats your name? Stacy: Im Stacy. Miguel: Its nice to meet you. I work in the marketing department, how about you? Stacy: Its nice to meet you, too. Im in accounting. Small talkBeing able to
comfortably navigate chit-chat or small talk (casual conversation) will make your work life a more pleasant experience. Youll often find yourself talking about the time at work.Jane: What time is it? Amir: 2:30. Jane: Great, thanks. When does our afternoon meeting start? Amir: You have some time. It starts at 3:00. Another common topic of casual
conversation is the weather.Amir: Crazy weather weve been having! Jane: I know! I cant believe how rainy it has been. Amir: On top of everything, I forgot my umbrella today. Jane: Oh, no! You can borrow mine if you go out for lunch. In general with small talk, its a good idea to try and find some common ground with your colleagues. Sports, movies,
books and food are all fruitful subjects.Jane: Did you see Wonder Woman this weekend? Amir: I did! How about you? Jane: I did, too. What did you think of it? Amir: I really enjoyed it. Jane: So did I. What was your favorite part? Saying goodbyeYou can end a chat with a colleauge by saying a friendly goodbye.Jane: Its been great chatting with you. See
you later! Amir: See you soon, Jane! Here are some more sample dialogues that could take place at the office:For more English dialogues at the workplace and elsewhere, you can use an immersive language learning program like FluentU.Business English dialogues can help you navigate work with ease. Knowing what to say for each situation you
encounter helps you maintain a professional appearance regardless of whats thrown your way.If youre like me and prefer learning English on your own time, from the comfort of your smart device, Ive got something youll love.With FluentUs Chrome Extension, you can turn any YouTube or Netflix video with subtitles into an interactive language
lesson. That means you can learn from real-world content, just as native English speakers actually speak.You can even import your favorite YouTube videos into your FluentU account. If youre not sure where to start, check out our curated library of videos that are handpicked for beginners and intermediate learners, as you can see here:FluentU
brings native English videos within reach. With interactive captions, you can hover over any word to see an image, definition, and pronunciation.Just click on the word to see other example sentences and videos where the word is used in different contexts. Plus, you can add it to your flashcards! For example, if I tap on the word "viral," this is what
pops up:Want to make sure you really remember what you've learned? Weve got you covered. Practice and reinforce the vocab from each video with learn mode. Swipe to see more examples of the word youre learning, and play mini-games with our dynamic flashcards.The best part? FluentU tracks everything youre learning and uses that to create a
personalized experience just for you. Youll get extra practice with tricky words and even be reminded when its time to reviewso nothing slips through the cracks.Start using the FluentU website on your computer or tablet or, better yet, download our from the App Store or Google Play.Click here to take advantage of our current sale! (Expires at the
end of this month.)
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