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accommodation /akpma'deifn/ a place to

live, work, or stay, €.9.a hotel

naccount/> kaont/a financial

arrangement with a bank or company

accounting /o kaontin/ keeping and
checking accounts

an acknowledgement ok 'nolidsmant/ a
letter or telephone call to say that
something has been received

an adjustment /> dsastmoant/a change (in
figures) to make something correct

administration admini'strei[n/ the
routine organization of a business

to advertise / wdvataiz/ to publicize, give
information to the public

an advertisement /od vitismont publicity
in newspaper, TV, etc. offering (or asking
for) a product or service; sometimes
abbreviated to advert or ad

to afford /2 13:d/ to have enough money to

a

pay for something
anagent/ cidiont/ someone who finds

customers for another person, oftenina

different country
anagreement /o grizmont/a promise or

contract between people or organizations

ananswerphone / a:nsafcon/ a telephone,
ormachine attached to one, that can
answer calls automatically and record
messages left by the caller

to apologize /> polod;aiz/ to say you are
sorry

applicable / wplikob!/ relevant

an application /wpli'kei[n/ aformal
request for something, e.g. a job, a bank
account

to apply for /> plai/ to ask for something,
e.g.ajob,aplace onacourse

anappointment /> pointmont/ ameeting
that has been arranged for a particular
date and time

approval /> pruy|
something

toapprove /> pru:v/ to say that something
isacceptable

toarrange /> 'reinds/ to organize

anarrangement /> reindsmont/ a plan, or
preparations for a future event

the asking price /'a:skin s/ the price at
which something is offered for sale; the
seller may be willing to accept less

available />'vailabl/ not busy, free to talk (of
people); ready forimmediate sale (of
products)

acceptance of

abank /bienk/ institution which holds
money on behalf of its customers

to bank /bienk/ to deposit money in a bank
account

a bargain /'bua:gin/ something that is sold
below the asking price

to bargain /'ba:gin/ to ask the seller to
lower the price

to bear (the) cost /bea 0o knst/ to be
responsible for payment

abenchmark /'bentfma:k/ a reference
point, or standard, for measuring the
quality of other items

a bill /bil/ a written list of money owed for
goods or services; see invoice

aboardroom /'bo:dru:m/aroom where
directors of a company have meetings

capital /' kepitl/ money used to start a
business or which belongs to a business

to charge /tfa:d5/ to ask for payment for
goods or a service

to chase (up) payment/ tfeis ‘peimant/to
ask the person or company which owes
money to pay

acheque /tfck/ a special printed form for
transferring money from one bank
account to another, which is signed by the
account holder

to clear /kli2/ to pay (a bill, a debt)

aclient /klaiant/ someone who buys a
service; see customer

a colleague /'knli:g/ someone who works
with you in the same organization

commerce /' komas:s/ buying and selling
goods and services, and all the activities
related to this; see trade

a commissioner /ka'mifana/ an officialina
commission (government department)

communication /komjoni'kerfan/
exchange of information between people

communications /komjoni'keifanz/
systems which allow transport of goods
and people

acompany/'kampani/ an organization that
makes, buys, or sells goods, or offers a
service for profit

to compensate /' kompanscit/ to pay
money (or goods) to someone whose
property has been damaged or lost

a competitor /kam petita/ a person (or
company) that works in the same market

to complain /kom'plemn/to say you are
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unhappy about goods or a service

acomplaint /kom plemt/ a statement from
someone who is complaining

conditions /kon'dijanz/ terms in a contract
oragreement

a conference /' konlarans/ a meeting or
series of meetings, for a group of people
with a common interest, e.g. a sales
conference in acompany

to confirm /kan'[3:m/ to say that something
is correct

a consignee /konsai'ni:/ a customer, person
receiving goods

aconsignment /kon'saimant/ a quantity
of goods sent to a customer or agent

consignment note /kon 'sammont noot/a
document sent with goods with details
about the goods and sender / consignor,
and signed by the consignee on arrival

aconsignor /kon'saima/ a person sending
goods to a customer

a container /kon'tema/ a box or bottle, etc.
in which goods are transported and sold

convenient /kon'vi:njant/ suitable, e.g. a
convenient time for a meeting

correspondence /koris'pondans/
communication in writing (letters, faxes,
etc.)

the cost /knst/ the amount of money you
pay for something

to cost /knst/ to be the price of a product or
service

costing /'kostin/ a breakdown of what
something will cost

cost price /'kpst prais/ the price you pay
when you buy goods to resell at a higher
price

a courier /'koria/ a person or company that
delivers goods quickly

current/'karont/ happening now, e.g.a
current price list has today’s prices

acv (curriculum vitae) /si: vi:/adocument
which summarizes a person’s education,
qualifications, and work experience

credit/'kredit/ an arrangement where
goods or services can be paid for later

a customer /' kastoma/ a person or
organization that buys goods or services

customer base /' kastoma beis/ regular
customers

customs /'kastomz/ (7A) habits, or
behaviour which is usual in certain
cultures; (9A) the place where goods are
examined before export or import

Glossary
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adeadline /'dedlam/ the time and date
when something must be completed
todeal with /'dial wid/to give your
attention to something or someone, often
to solve a problem; to do business with; to
discuss
adebt/dct/ money that is owed
todeduct/di'dskt/ to take away an amount
of money from a bigger amount
to deliver /di'livo/ to take goods, etc. to
where they are wanted
ademand /di'ma:nd/ a strong request e.g.
for payment; a product or service which is
wanted by the public is in demand
adeposit /di'posit/ payment of part of a
larger sum of money
adepot/'depau/ aplace where goods are
stored while being transferred from one
place to another
adesign /di'zain/ how something looks or
works; a drawing that shows this; a new
design can be a product that is given new
characteristics
adestination /desti'nei|n/ the place where
people or goods go; the end of a journey
adiscount/ diskaunt/areductionin price
to dispatch /dis px1f/ to send goods,
letters, etc. (also: despatch)
todisregard /disraga:d/ not to take into
consideration; ignore
adisplay /dis'plei/ an arrangement of
goods for sale in a place where people can
see them
adistributor /dis'tribjota/ a person or
organization that supplies goods to shops
from the producer or manufacturer
adocument/'dpkjomant/ a written or
printed paper that records an agreement
or event, or gives proof of identification or
ownership
documentary credit /dpokjo mentri
kredit/ a letter of credit to which an
exporter attaches other documents (e.g. a
Bill of Lading, an insurance certificate) to
obtain payment from a bank
adraft/dra:f1/ an early version of a letter /
document; a bank draft

to earn /3:n/ to make money by working or
from investments

efficient /i'{1/ant/ when a system, machine,
or person produces good results quickly

to employ /im'ploi/ to give work to
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someone: an employer gives work to an
employee

to enclose /in'klauz/ to include something
in an envelope with a letter

engaged /in'geid;d/ busy (on the phone)

an enquiry /i kwairi/ a question you ask
to get information (also: inquiry)

equipment /i kwipmant/ the things used
for a particular job or hobby

to estimate /'cstimeit/ to givean
approximate cost or value of something

EU /i: ju:/ the European Union

to exchange /iks tfeinds/ to give or receive
goods or money, etc. for something of
equal value

expense /ik 'spens/ money spent by
someone while doing a job

an expiry date /1k ‘spairt deit/ the date
after which something is no longer valid

an exportagency/'‘ckspo:t erdsansi/a
business that promotes the export of
goods or services

to export /ik spo:(/ to send goods or
services into another country

an exporter /ik 'spo:ta/ the person or
organization that exports goods

an extension number /ik 'stenfn namba/a
telephone number inside a company to
which you can be connected from a
switchboard

facilities /{5's1lot1z/ equipment, rooms,
services e.g. conference facilities might
include a flip-chart and an overhead
projector

faulty goods / (>:1t1 'gudz/ goods that are
damaged or imperfect

afax/fxks/ a copy of adocument sent or
received electronically through telephone
lines

afee /f1:/ money paid for a professional
service

afile /fail/ a collection of information or
documents kept in a particular place;
containers for keeping documents

tofillin/ {1l 'in/ to complete something,
often a pre-printed form

financial /{a1 n&n|l/ to do with money

aflight /flait/ ajourney on a plane

aflow chart/'floc tfa:t/ a diagram, which is
often used in business, to show the stages
of a process and how long they take

afont/fpnt/ a typeface

afortune/'f>:tfu:n/ alot of money

aforwarding company /' fo:wadm
‘kampani/ acompany that organizes the
transportation of goods

franchising /'[r@ntfaizin/ an agreement
where a franchisee buys the right to use 3
franchisor’s trade name

free /{ri:/ something which you don't need
to pay for; someone who is not busy at the
moment

free of charge /fri: ov tfa:ds/ forno
payment

freight /freit/ the transportation of goods
from one place to another by sea or air;
goods transported in this way

full-time /fo! taim/ for all the normal
working hours in a week

afunction /' fankt/n/an event

agarment/'ga:mont/ an item of clothing,
usually when talking about the
manufacture or sale of clothes

to get through/ get 'Oru:/ to make contact
with someone on the telephone

agift/qgift/ a present

to give away / giv 2'wel/ to give free
without charging

to go ahead with / goo 2'hed wid/to
continue with something

togoinwith/ goo 'm wid/todo
something with other people

goods /gudz/ manufactured products for
sale

gross /graus/ total cost/ price / weight etc.
before discount

guarantee /g:ran'ti:/ to promise (vb); a
written promise (n)

handcrafted /' hiend kra:ftid/ made by
hand

to handle /' hendl/ to deal with

handling /' hiendlin/ moving, packing,
storing goods

to hold /haold/ to wait (on the phone)

toimport /im'po:t/ to bring goods or
services into a country

animporter /im po:ta/ the person or
organization that imports things

in charge of /in 'tfa:d5 av/ responsible for

income /'inkam/ money received




words used to

incoterms/ mkoovta:mz/
describe transport and insurance costs

y the International Chamber of
mmerce), used in international trade
the incoterms used in this book

(issued b
Co
contracts;
are listed here

Air Waybill (AWB) /ca wel bil /adocument
that accompanies goods when they are
transported by air

gill of Lading /bil oV lerdin/a document

that gives details of goods that are being

transported . :
CIF /si: ai el an export price which

includes cost, insurance, and freight
ex-works / cks waks delivery takes place
atthe seller’s factory; the buyer pays for
transit costs and takes the risk
FOB /ef co bi/freeon board, an export
price that does not include the cost of
shipping
SAD /cs e1 di/ Single Administrative
Document: the customs document used
in Europe
industry / indastri/ the production of
goods or services to sell
anin-service course / 11153:Vis (Kos/a
training course in specific skills for people
who already work for acompany
insurance /in [u:rans/ a system of guarding
against loss, damage, or injury to property
and people by paying moneytoa
company that agrees to pay for repairs or
replace property that is damaged or
stolen
toinvest /in'vest/to put money into a
business with the hope of making a profit
aninvestment /i1 nt/the money
putinto a business
aninvoice /' invois/alist of goods or
services sold and of how much must be
paid for them; see bill
toinvoice /'mvais/to send or prepare an
invoice
IT /ar ti:/information technology, e.g.thelT
department of a company
anirrevocable letter of credit
/'trevakabl leta(r) ay t/aletter of
credit which can only be cancelled with
the agreement of the payee
an‘item /'aitam/a thing, e.g.items in a list
toitemize /'artomaiz/ to separate or specify
every item on a bill or list

alabel /leibl/ the name of the producer of

particular products; a piece of paper, etc,
that s attached to a product and gives
information about it

letterhead /'Ictohed/ the part of a letter
with the printed name, address, and logo
of an organization or company

layout /'lciavt/ the position and design of
words and picturesin e.g. a letter or
newspaper

aleaflet /1i:flat/ a piece of printed paper
that provides information or advertises
something

legal /'li:gl/ allowed by the law

aletter of credit /'leta(r) av ‘kredit/a letter
that is sent from one bank to another so
that a customer can get money

liable for /'laiabl/ responsible for paying a
debt or making good damage or loss

literature /'litratfs/ printed information
about a product or service, e.g. brochures,
leaflets, and catalogues

aloan /laon/money lent on condition that
it will be paid back at a later date, usually
with interest

alogo /'1augan/a symbol or design used on
products, buildings, stationery, etc. to
advertise acompany

aloss /Ins/ money lost in business; when a
company gets back less than it invests, it
makes aloss

Ltd (Limited) / limitid/ private limited
company (in the UK); a company which is
owned by its members, and which cannot
offer its shares for sale

mail order / meil '5:do/ buying and selling
by post

to manage /'manids/ to be in charge orin
control of something

amanager / manidso/ a person involved in
managing something

manufacturing industries
/manjo'fektfarm mdastriz/factories
producing large quantities of goods with
machinery

marketing /'ma:kitiy/ the activity of
identifying potential buyers for a product
and stimulating a demand

market research /,ma:kit ri:'s3:tf/ studying
amarket to discover facts about it

ameeting /'mi:tin/an organized occasion
when people get together to discuss /
decide something

amission statement /'mifn steitmant/a
statement of the objectives and policy of
an organization

amodule /'mod;ul/ part of a course

amotif /mau 'ti:f/a design

notification /nautifi'kei[n/the process of
informing somebody about something
(formal)

to notify /' navtifar/ to inform somebody
about something (formal)

on behalf of /on bi'ha:f av/for somebody /
an organization
an operator /'ppareita/ someone who
works at a telephone switchboard, or
controls a machine
an option /'np/n/the right to sell or buy
something at an agreed amount
an order /'>:da/ a request for goods to be
supplied or made; the goods supplied
to order /'5:da/to ask for something to be
supplied or made
an outcome /'avtkam/aresult
an outlet /'autlet/a place where goods are
sold to the public, e.g. a shop
outstanding /aot'stendin/unpaid
overdue /cuvadju:/late
overleaf /ouva'li:f/ on the other side of a
piece of paper
overtime /'auvatarm/work that is extra to
the usual working time
to owe /au/to be in debt to
an owner /'20na/ the person to whom
something belongs

aPA /pi: er;/apersonal assistantto a
manager

apack /pxk/things thatare sold or given
together, e.g. an information pack

to pack /pak/to putin containers to sell or
transport

a package /'pxkids/a number of things
packed together

packaging / pekidsin/ materials that
protect products during transportation

apartner /'pa:tna/ one of two or more
people who own or run a business
together

a partnership /'pa:tnafip/ an association of
two or more people whoown orruna
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125



Glossary

business together
part-time / pa:t taim/ working foronly part
of the full working week
apattern/ pxin/adesign
payable /'peiabl/ that should be paid
apayee /pei'i:/ the person who receives a
payment, e.g. a cheque or letter of credit
apayment/ peimant/an amount of money
to be paid
percentage /pa'sentids/ part of a hundred;
100% is the total amount
performance /pa'f5:mans/ the way
somethingis done
perishables /' peri[ablz/ goods, like food,
that go bad (perish) quickly
apersonal organizer/ pz:sanl 'o:ganaiza/
a kind of diary which you can add pages to
or remove pages from
aplan/plen/ adetailed drawing of a
building; an arrangement
PLC/p1: ¢l s1:/ public limited company (in
the UK); a company which can sell its
shares to the public
policy /'polasi/ a plan of action; a
description of a company’s position on an
important issue
a postal order/'poostl 2:da/ a piece of
paper bought from a post office which
represents the amount of money paid for
itand which can be exchanged for cash by
the person who receives it and is named
onit
prepaid/ pri: 'peid/ paid in advance
a presentation/ prezn'teifn/ an occasion
when someone talks about or presents
something at a meeting
a price /prais/ the amount of money that
something costs
aproduct/'prodakt/ something that is
made to sell
production /pra'dak[n/ the activity of
producing; a theatrical show

a profit/'profit/ the money made by / from
abusiness
profitable / profitabl/ making money by

selling goods or services

a proforma invoice /proo [5:ma 'mvois/an
invoice that is sent before the goods are
supplied

to promote /pra maot/ to advertise; to give
someone a more important jobina
company

a proof /pru:f/ a copy of something printed
to show what it will finally look like
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property /' propati/ things people own;
land and buildings

aproposal /'pra'pavzl/ a suggested idea or
plan for people to consider

publicity /pab'lisati/ attracting people’s
attention by giving information about
something, often with the intention of
selling it

public relations / pablik ri'lei{nz/ the job
of giving information about a company to
help maintain orimprove its publicimage

publishing /'pabli[in/ preparing and
printing books / newspapers / etc.

to purchase /'pa:tfis/ to buy something
(formal)

to put through / pot 'Oru:/ to connect two
people on the telephone

quality /'kwnolati/ how good something is;
the condition of something

aquantity / kwontati/ an amount

quarter /'kwo:ta/ three months of a year;
25% of something

aquestionnaire /'kwestfa'nea/ a list of
questions for people to answer, e.g. when
doing market research

a quotation /kwao 'ter[n/ the price given
for some work or a service before it is done

to raise cash / reiz 'k [/ to obtain money

arange /remds/ a group or collection of
similar products

areceipt/ri'si:t/ adocument that shows
that goods have been paid for; on receipt:
when you receive

arecipient /ri'sipront/ someone who
receives something

redundant /r1'dandant/ no longer needed;
a person who is made redundant loses
his / her job

areference/ reforans/ aletter froma
previous employer about the quality of
your work and personality

arefund/ ri:fand/ money given back

to regret/'rigret/ to be sorry

to reject /r1'dsekt/ to say no to something

arepayment/ri'peimant/ money given
back, e.g. because goods are faulty

areplacement /r1'plersmant/ a substitute
for something that is damaged or wrong

inreply/ in r1'plai/in answer

to request /r1' kwest/ to ask for

to require /11 kwaia/ to need; to ask for

arequirement /1 kwaiamant/ something
that is needed or asked for

areservation /reza'vei[n/ abooking

to retail /'ri:teil/ to sell to the general public

aretail chain / ri:teil tfen/ a chain of shops
owned by the same company

aretailer/'ri:teilo/ a person or company
that sells directly to the public

arisk /risk/ you take arisk when you do
something that may not be successful

arubberband/ raba 'band/ a thin circle of
elastic rubber used to hold things
together

to run /ran/ to run a company or office
means to manage it

a safe /seif/ a strong box with a key for
keeping money, etc. secure

asalary/'selori/ regular payment for work
done for a company

asales department/'seilz di pa:tmant/ the
part of acompany responsible for selling
goods or services

asample/'sa:mpl/ an example of a product

to schedule /' [edju:l/ to programme; to
reschedule is to change the time of an
arrangement

aselling point/'selin pornt/ aspecial
feature of a product that will make people
want to buy it

selling price /'sclin) prais/ the cost of
goods to the general public

aservice/'s3:vis/ the work or job thata
non-manufacturing company does; an
organization that helps with something
useful, e.g. the health service

ashare/[co/ a part; a company'’s capital can
be divided into shares, and the people
who have the shares are shareholders in
the company and can vote on important
decisions

toshare/[ca/ to divide something between
anumber of people

ashelf/[clf/ plural: shelves; a surface where
things are kept, e.g. a book shelf

toship/|ip/ to send products by sea or air

ashipment/ [ipmoant/ a quantity of goods
being shipped

ashipping company/ [ipiy kampani/an
organization that arranges for goods to be
sent to another country by sea, air, rail, or
road
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shipping documents /'[ipm dokjomants/
the documents sent by an exporter to a
bank or agentin the importer’s country,
e.g.abill of lading, an insurance
certificate, a certificate of origin, an export
licence
to shortlist /' [0:tlist/ to select a small
number of people from a large number of
people who have applied for a job
asignature / signitfa/ a handwritten name
on a letter or document
aslogan /'slaogan/amemorable
expression associated with company or
one of their products
asoletrader / soul 'treida/ a person who
owns and runs a business by him / herself
asolicitor /sa'lisita/ a lawyer (in the UK;
attorney in the USA)
speedy / spi-di/ fast
to spend /spend/ to pay money for
something you want
staff /sta:[/ the people who work for a
company
astage /steidy/ a part of an activity, e.g.a
phone conversation
astand /stend/ a stall or shop at a trade fair
tostand out/ stiend 'aot/ to be noticeable
to state /steit/ to say (formal)
astatement/'steitmont/ a list of amounts
paid and owed, that a seller sends a buyer,
usually every month
stationery
paper, envelopes, pens
statistics /1o tistiks/ information
presented in a numerical form
instock/ 1n 'stok/available for sale

steranr1/ writing materials, e.g.

astoreroom /'sto: ru:m/aplace where
goods are kept

to submit /sab'mit/ to give something to
someone for consideration or for action

asupplier /sa'plaia/ the person or company
that gives goods or services to a shop or
another company

to supply /sa'plai/ to give goods (supplies)
to a customer

support/sa po:t/ help, assistance

aswitchboard /'swit/bo:d/ equipment used
for receiving and transferring telephone
callsina company

time out /'taim aot/abreakfroma job or
activity

atip /tip/ a suggestion

tourism /'tuarizm/ the industry that
provides accomodation, transport, etc. for
people who travel for pleasure

atrackrecord/ trek ‘reko:d/ the success,
orlack of it, of a business or person in
business over a period of time

trade /treid/ buying and selling

atrade fair/'treid fea/ an exhibition where
manufacturers and sellers display their
goods to potential customers

training / tremin/ teaching people how to
do a particular job

transport /'tra:nspa:t/ movement of
people or goods from one place to
another by car/ train/ etc.

atrip /trip/ a short journey you make to
another place and back again, often for

business
unbeatable / An'bi:tabl/when no one can
do better, e.g. an unbeatable offer
unconditional / ankan'difanl/absolute
to undertake / anda'teik/to agree to do
something
unsaleable /An'seilabl/ goods which are
unsaleable cannot be sold, usually
because they are of poor quality or
damaged
up-to-date /Apta'deit/ modern, following
the most recent ideas

valid /'valid/ legally acceptable

of value /'velju:/ worth a lot

VAT /vi: e ti:/ Value Added Tax (in the UK);
tax on goods which are sold

avoucher /'vaotfs/ a piece of paper that
can be exchanged for goods or services
for the amount shown

awarehouse /'weahaos/ a large building
where goods are stored

wholesaler /'havlseila/ a person or
company that buys in large quantities
from the manufacturer and sells to the
retailer

will /wil/ a legal document that states what
must happen to someone’s money and
property after his / her death

wrapping / r&pin/ the material used for
covering or packing goods

Glossary
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