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_~ With audio!

v Learn over 250 useful business
words and expressions!
» ¢ Over 20 up-to-date business topics!
v More than 50 useful business
idioms & phrasal verbs!
v Business videos and audio files to
improve your listening skills!

<

English 2

Learn 250 useful business
English words and expressions.

This book for intermediate to advanced-
level students will really improve your
knowledge of business English!

Learn better English for your future!
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Diinyanin bircok iilkesinde 2001 yilindan bu yana yayinlanan “Hot English” Dergisi, seviyelendirilmis
giincel ve popiiler konularla algi, ilgi ve motivasyonu her zaman yiiksek tutarak daha kolay 6grenmeyi; aylk
okunmasiyla da dil 6grenmede siirekliligi saglayarak, yorulmadan- zorlanmadan-farkettirmeden ingilizceyi
gelistirmektedir.

@ Sikilmadan, yorulmadan, severek okunma

@ Canl, renkli, resimli, zengin gorsel icerikli anlatim

@ Hayattan farkl, giincel, eglenceli ve ilgi cekici konular

@ Yasiyor canlihginda, rahathiginda ve pratikliginde ingilizce

DERGi ABONELIGIYLE:

® 8000 yeni kelime, deyim ifade sekli 6greneceksiniz.

® Formal ingilizceyle birlikte bir él¢iide Informal & Giinliik yagam
ingilizcesini bileceksiniz.

® ingilizce, anadili olan kisilerce hazirlandig icin, akici ingilizce
yazismalan anlayacaksimz.

® Giincel is diinyasi, miizik, film, seyahat, haber ve kiiltiir konulariyla S Wé\{%—,‘(\
. q a.q c\’&ss X E(\% wWe
diinyay: takip edeceksiniz. e S \/\O\\\J elfecty
@ Keyifli ve eglenceli okuma ve yiiksek motivasyonla na yjée“ (e? (\0\13‘\0\“
ingilizcenizi etkin ve cok hizh gelistireceksiniz. G “{‘\e g\ﬁ\g\\b KY\\’ed
® Diger metodlara gore ekonomik oldugundan, zaman & biitgenizi \ea"Nos, Fna e

daha esnek ve verimli kullanacaksiniz.

ONLINE Di)iTAL DERGi [ E-DERGi

® Dilediginiz yerden, kolayca ulagim

@ Mobil cihazlar iizerinden erisim olanag;

@ Daha ekonomik ve esnek kullanim paketleri

® Toplu kurumsal abonelikler icin pratiklik ve kolaylik

% (+90) 212 327 1565 (@ abone @ hotenglish.com.tr G www.hotenglish.com.tr
Ei www.facebook.com/hotenglish.com.tr &l www.twitter.com/hotenglishtr
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BUSINESS ENGLISH BOQOKLE L

This booklet will teach you the words and expressions you need to do business in English.

e Learn over 500 useful business English words and expressions. S
e Over 30 articles on up-to-date business topics. -

o All the latest news on business trends and business leaders.
e Learn more than 100 useful business idioms and phrasal verbs.

There are five key
features to this booklet:

Hot English Publishing has more than 10 years’ experience producing
magazines, dictionaries and language-learning material for students

Key language and teachers of English. For more information on the following
~ The language in these products, please visit our website: www.hotenglish.com.tr

booklets has been or contact abone@ hotenglish.com.tr

carefully selected so ® Our online, interactive learning method: the Web School.

you'll only learn the most ® Teaching materials for English language classes.

important words and ® Learning material for English language learners.

expressions. ® A subscription to our fantastic magazine, Learn Hot English.

® Information on teaching or learning with the Learn Hot English

Images Method®.

The photos and ® FREE material via our regular newsletter.

illustrations will help you

understand the business Follow us on Facebook: www.facebook.com/hotenglish.com.tr

idioms and phrasal verbs Or Twitter: www.twitter.com/hotenglishtr

by creating an association

between the images and Good luck!

the language. And we hope you enjoy learning lots of English with this booklet.

Up-to-date articles The Learn Hot Englush Team

" The up-to-date articles
with audio files on a
variety of interesting
business topics will
improve your reading and
listening skills, and show
you how the language is
used in context.

Definitions

? The English-language
~ definitions of the key
terms and expressions will
help you to start thinking
in English.

Exercises

The exercises on the
business topics will check
your comprehension

of the main topics, and
test your understanding
of any new language or
vocabulary. whole range
of typical situations.

[i FOLLOW HOT ENGLISH ON FACEBOOK () FOLLOW HOT ENGLISH ON TWITTER
http://www.facebook.com/hotenglish.com.tr S http://twitter.com/hotenglishtr
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©TRACK1

PHRASAL VERBS: MEETINGS

Complete the sentences (1 to 8) with the words from below.

‘ report ‘ ‘ useful ‘ ‘ remember ‘ ‘ proposals ‘ ‘ concisely ‘ ‘ idea ‘ ‘ figures ‘ ‘ fail ‘

Press on [ ahead

To continue in a determmed way, despite the difficulties.

“They pressed on with the meetmg despite knowing that it was
doomedto |

Putacross ")

— L

To communicate your ideas / feelings successfully
“She managed to put her ideas across clearly and
”

Jump in
To interrupt someone in order to
say what you want.

“Before Sandra j jumps in here, because

I know she will, I'd just like to say that
itwasn’tmy |

Speak for

To act as a representative for someone as you
say something for them.

“I think | speak for everyone here when I say that th|s
meeting has been extremely

To explain the main points of something in a few words. &
“So, just to sum up, there are three main points to
”

Hand over to someone

|
4

T W
If you “hand over” to someone during a
discussion, you invite or allow that other
person to start talking after you have finished.

“Now I'd just like to hand over to Marsha, who'll
explain the in more detail.”

Hand out

If you “hand out” something, you give each

Put together
|

If you “put something together you
organise and create it by arranging

person in the meeting a copy of that thing. N > and joining its separate parts.

“They handed out copies of the b y “They put together a series of

for everyone to look at.” p‘ . forusto consider.” e
BUSINESS ENGLISH B BOOKLET english
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Answers al the back

B Pre-reading
Think of three tips for saving
money. Make notes,

H Reading I

Read the article once and
compare your ideas from the
Pre-reading task. Were any
of your ideas similar to the
ones you thought of?

F1 Reading 11
Read the article again and
complete the information
with any words from the
article. Try to do it without
referring back to the text.
1. Avoid buying
any extended

= |}
most cases they're

never used.,
2. Always shop with
a in

order to avoid making

any snap purchases,
3. Never go shopping

for food when you're

4. Kesp your
SO yOu can return
things you don't want.

5. Lise auction sites
such as
to sell any unwanted
pOSSEssions.

6. Don't get any
expensive sporns

until

you're sure you really
like the sport.

BUSINESS ENGLISH BH BOOKLET

re you good at
A saving money?

Here are some of
our top tips.

‘When you're buying
=% something expensive,

| ask for a discount for using

cash. If you use a credit

- card, the shop has to pay

| two to four percent to the
| bank. So, if you pay cash

| {orwrite a cheque), you're
| saving them money.

In general, it never
I hurts to ask fora 1o or

| 20% discount when you're

| buying something big such

| as a TV, a refrigerator or a

| computer. Simply say that

| you might be interested in

| buying it, but aren't sure

| and only have X amount to

| spend. They can only say nol

Con't buy extended
¥ warranties. Eighty

| percent are never used, and

| they're a major profit item

| for the vendor, which is why
| they're also so desperate for

you to buy them!

Choose the times

=4 you go shopping very
carefully. For example, you'll
make a huge saving if you
buy next year's Halloween
costume on 1st November
(just after Halloween), or
your Christmas decorations
in January, right after
Christmas.

 Always shop with a

I list. That way, you'll
avoid making any snap
purchases. Depending on
what you're shopping for,
you can easily save between
10 and 15% with this tip
alone,

www.hotenglish.com.tr

Never go shopping
== for food when you're
hungry as you'll inevitably
buy more than you need.
Also avoid shopping if you're
feeling a bit depressed.
It may lift your spirits
tempaorarily, but you'll
also probably end up with
something you don't really
need.

. Keep your receipts

% and don't hesitate
to return things you don't
want. Also, bear in mind
that many shops will refund
the difference if you find an
item cheaper elsewhere after
you've bought it,

Get a store card and use
your discount coupons
whenever you get themn.

{5_ Don't pay for features
you don't need.

Fancy gadgets or extras

on everything from cars

to MP3 players are often
high-profit-margin items for
manufacturers and dealers.
Even if it only costs “a little
more”, why buy things you'll
never use? Fewer gadgets
can also mean less in repair
bills.

. Sell things you don't
Y need or use any more,

Simply register with eBay
or any other auction site.
Also, use these sites to buy
second-hand goods. Some
iterns may be as good as
new, but they're only half the
pricel

Walking or jogging in
=% your neighbourhood
is free, and fresh air is
better for you than the stuffy
atmosphere of a health club

"’I/f/}u
>
-

NEY

or gym. Also, don't buy
expensive sports equipment
until you're sure you really
need it.

Always buy second-
=2/ hand cars. Mew

vehicles lose about 50%
of their value in their first
year, but may still have
70% of their useful life left.
That's why used cars are
nearly always a better deal
than new anes. Plus, the
insurance cost is lower. &

a reduced peice on a product

extended o0

an “extended warmanty” lasts for longer than
the usual 12 months

a warranky

& wrilber) pramise by a company thal they will
repasr o neplace a prochuct i it doesn't work
& vander -

a person who sells something

huge

very big

awnap purchae

samething you buy spontansously withow
thinking about it

inevitably .«

cevtainly; surely

1o lift your epirits

ta make you feel happier

& recaipt

& piece of paper ghven 1o vou by a shop with
information about the product you have
just bought

1o hesitate

iF vou “hestitsle™, you pause of wait belode
daing sormething

1o besr in miind

o congider; to think about

a refumd

if you get a *refund”, the shop returns your
money because the product you bought
daesr™ work, ete.

& sioee card

a type of credit card produced by a shop
that allows you to bary things with the card
at that shop

& eoupsn

& part of 8 ticket with informatian en it
aboat a discount | a gift, e1c.

farcy

sophisticated, expensive, special, unusual,
daborate

& manufacturer

a company ha makes things: a cas
manufaciurer, eic

& doaler

a person whose business involves buying
and sefling things

an asction site

& ‘webdite that sells thangs in a public sale
~ the person whe alfers the most fod an
obpect can buy i

stuffy

if you describe the atmos phere in a room
as “shuffy”, you're sayang that there’s no
{resh airin it

english



B Vocabulary: prepositions
Complete the sentences with the correct
prepositions.

1. They were complaining the

service.

2. \We spent a lot of maney it.

3. I've come with another good
idea,

4. They got a bit of help _ _us,

5. They made a lot of money it,

6. Theidea clothing for dogs is
nothing new,

7. It takes it _a whole new level

8. Prices start
to over $600,

$40 and go up

9. They come two colours.

10. It's for dogs . restricted
eyesight,

n. She was squinting the sun.

. It's designed to fit the shape
adog's head.

3. They come

. They're produced
company in California.

5 They were ranked number six

a list of top 10 ideas.

£ 16. By 2004, the specs were being sold

\ 4,500 countries.

7. She invested the money
stocks and shares,

1 As part of the marketing plan, they
gave away some free,

19. It was full _good ideas.

elastic straps.
a srmall

B Parts of speech
Complete the table with the correct parts of

speech, Then, write three sentences with any
of the words.

(Nown  [Adective
1. Invest |
. 2. Complain

3. Instruct 1
_4 Explain
5. Attack

. 6. Prescribe
: 7- Restrict
8. Develop
I 9. Protect
10, Produce
. Invent

12, Sell

B Vocabulary drill

Answer the questions with full answers.
Invent where necessary.

@ Have you come up with an

hot

english

[Ty

interesting idea lately? What was it?

® Have you ever had to write an
instruction manual? What was it for?

® What's the most complicated
instruction manual you've ever
had to read? Why was it so
complicated?

@ How long did the last meeting you
went to last?

® What sort of overheads do small
businesses have?

® What are your top tips for
becoming a millionaire?

® ‘When was the last time you
complained about something?
What was it?

® How much money do you spend
on entertainment a week?

® Have you ever made any money
from something that you created?
What was it? How much did you
make?

® Have you ever invested in stocks
and shares? How much? Did you
make any money?

® Have you ever put together a sales
plan? What was it for?

A Video

Watch a video on becoming a millionaire.
Search YouTube for “The Absolute Best Ways
to Save Money™. [up to 2:26]

First viewin

Watch the video on how to become a
millionaire by the time you retire. What do
you think of the advice? [Watch the video
up to 2:26 only.]

Second viewin
Watch the video again.
questions.

1. What is the one principle in the
book The Richest Man in Babylon
{by George Samuel Clason)?

2. What percentage of your income
should you save and invest
throughout your working life?

3. How can you become a millionaire
by the time you retire?

4. What's the “latte factor”?

5. Who does the speaker say can
achieve this over their lifetime?

6. What two personal qualities does
the lifelong habit require?

7. What's the key to managing to do
this?

en, answer the

H Extension

Think of an idea for a new product. Then,
present it and answer any questions.
Include the following information: the name
of the product, who it's aimed at, what it
does, a description of the product, it's USP
(unique selling proposition), its price...
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