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iJ movement inavVulul 1979 Wdo51 The Plain English Movement
Sirioimisaoaisnui [Sniwnainnu lnaiawa: Business English 3310u

muinlsTulanssninidanuindaouludsoaiSonuulusalas

Mt the Plain English Movement wa181u promote :anuru:
warwanucuz nsiris1azowlEI31u E Book 1dud Ad
Use simple words - [6A1J1e v
Avoid old-fashion business jargon - walgiuaea1ldnIv
13ISSNANUUINIY

Avoid tautology - aghlsmiiidnnuKUIgBINUSUGDOU
uon3ind Is13:z1n0u slangs and idioms lanu

mwsounad I1s1ldisuisaus Business English for Success Aulag
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USE SIMPLE WORDS

1anvoJ business 10ulanikyuISs 1VIVUZI misdaaisnizinoiy
SIMI1SI nazsinJIviladig IWwolk business AaGuldla naznvivulanende
nmisldA1d1e 4 38usn AAD misismiiaudulunyAuinenu

Abundant - Plenty
» We have abundant resources to support the new project.
» We have plenty of resources to support the new project.
IsTOUSwennsuInuIeizativauulasimsiui

Aggregate - Total
» The aggregate sales for this quarter exceeded expectations.
e The total sales for this quarter exceeded expectations.
goAV19SUTUTMSLIATIRUADIUAIAKUIY

Alleviate - Reduce
e The new policy will help alleviate the workload of
our employees.
e The new policy will help reduce the workload of
our employees.
ulourglKuuzso8USSIMINISEITUVDIWUNIIUVDIIST

Cease - Stop
» We must cease production until we resolve the safety issue.
» We must stop production until we resolve the safety issue.
IsSI2IKgANISWAKAUNIUSIAzINIvTrymiAIuUaonnaln
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Circumvent - Avoid

» We need a strategy to circumvent these regulatory obstacles.

» We need a strategy to avoid these regulatory obstacles.
ISI6i2IN1IsNagmsiwoakKaniagiguassamungs:1douikail

Concur - Agree
| concur with the proposed changes to the project plan.
| agree with the proposed changes to the project plan.
auikusdenunisidasundaliaualunwulasinis

Depict - Show
e The chart will depict the company's growth over the last
five years.
e The chart will show the company's growth over the last
five years.

IWUQUIz:2SUIYNISIBIUIMVDIUSBMTIuBIIKIUMKIUL

Disclose - Tell
« We must disclose all relevant information to our stakeholders.
 We must tell all relevant information to our stakeholders.

IS IIURINE VDA IRV IMIKUATKAUKDA UlAa uIFuvVDJIsT

Encompass - Include

e The new policy will encompass all departments within

the organization.
e The new policy will include all departments within
the organization.
ulsureluaznsounaumniwunmeiuainns
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Fabricate - Make up
e The employee was accused of attempting to fabricate
sales reports.
e The employee was accused of attempting to make up
sales reports.
winJunnnadmiweiguasissisumsvisvuu i

Henceforth - From now on

e Henceforth, all communications will be conducted via email.

e From now on, all communications will be conducted via email.

guatnuiduriuldnisaoaisMikumaIzUIWIUDILA

Jeopardize - Risk
 Failing to meet the deadline could jeopardize our contract
with the client.
 Failing to meet the deadline could risk our contract
with the client.
nmsludnusinumuuanalIIikaryyrnuanAvadisimnagiu

ADIUIFAY]

Per annum - Per year

e The company offers a salary of $50,000 per annum.

e The company offers a salary of $50,000 per year.
usGuiauoiduifiou 50,000 moaaissioU
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Stipulate - Require
e The contract will stipulate that all payments be made
within 30 days.
e The contract will require that all payments be made
within 30 days.
FynyrsriwunImssissIuiakuasinriimulu 30 Su

Utilize - Use
* We need to utilize all available resources to meet our goals.
 We need to use all available resources to meet our goals.
isTindusioalduswensiikuarRGiwoussaitkuIeva s

arrive at the conclusion conclude asu

a later date later lumeural

at the present time now moul

| am of the opinion that ... | think that ... aunmd ...
inform you of the reason explain to you osuguAruIla
With the exception of Except gnidu

call your attention to the fact that remind you that  deifiourwolulfEu

in spite of the fact that although DJNuN

under circumstances in which if / when U2/ M
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AVOID
BUSINESS
JARGON

ISTAISKANIAYINSTS FIMISUTNA:
138n31 business jargon u$adudui
Un3:ldAulu business communication
Mo11:1A81B10u style msivauluosis
nsimoul Winidui3alunas 1su

Business Jargon:

Due to the fact that your agreement has lapsed, we are unable to
entertain your request.

Simple English:

As your agreement has lapsed, we cannot entertain your request.
Amda:

itioINNFryryvoianulskumo1gaIndd 1siliauisnsuisoavovoiaculs

Business Jargon:

It has come to our attention that Mr. Lee is not acting in
accordance with our human resources policies.

Simple English:

Please note that Mr. Lee is not acting according to our human
resources policies.

AmJa:
lUsamnsiuotunealulndqusinuuloviensweinsyanavolis,
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Business Jargon:

We should be obliged if you could reply to Mr. Lee for

the complaint concerning a staff member in your department.
Simple English:

Please contact Mr. Lee for the complaint concerning a staff
member in your department.

Anda:
nsouFiaMaAUUYAINdAUVDSDIISBUMInYIVDIAUWINIUTU
IWUNVDJIALU

Business Jargon:

Assuring you of our best attention at all times, and awaiting
the favor of your early response.

Simple English:

We look forward to hearing from you soon.

Amda:

I5ST153313:Ta5uMmsEnsoINAuIwS> v T

Business Jargon:

We acknowledge receipt of your payment.
Simple English:

Thank you for your payment.

Amya:

VouRANUAIKSUNISBISEITUVDIALU

Business Jargon:

Please affix your signature at the bottom of the document.
Simple English:

Please sign at the bottom of the document.

AnYda:

nseuISuAuA1IVDIIDNATS
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Business Jargon:

The report was sent by means of email.
Simple English:

The report was sent by email.

Anda:

$19J1UDN&IN1IDIUA

Business Jargon:

In the event of an emergency, please contact our support team.
Simple English:

If there is an emergency, please contact our support team.
Amda:

KINDIKKIANIAU NSUBiABiDMUAUUAUUVDIIS]

Business Jargon:

| am writing with regards to your recent inquiry.
Simple English:

| am writing about your recent inquiry.

Ada:
SuIiveuuIRIAINYIAUNISADUMUAIFAVDIA LU

Business Jargon:

Please be advised that the office will be closed on Friday.
Simple English:

Please note that the office will be closed on Friday.
Anda:

1Usausiunarininuluaiinmisiuduans
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AVOID
‘TAUTOLC

‘“Tautology’ AomisiisilgAmiianukuigsInulngliintdu u1IASI 1S
15 tautology iIwonissong1AUKUIY KSD [STunmisiuuudAIUAR 1B
nudunmisaunuid 4 TJ mis tautology nnuailaon 1Uu error malAsy

asiamula
Tawology  Moreconcseversion  mwwuig
cooperate together coperate sOuiio
the end result the result Waawu
past experiece experience Jszaunmisni
sign your name sign 1I5uBo
repeat again repeat i3nAsa
advance warning warning nisidiou
sincere thanks thanks SruifiouwolulkE

in spite of the fact that although NI1sVouAru



SLANG EXPRESSIONS

A1 slangs uinwigiag nAuluateIussnIlEAU

A=wnd1 V. look at, examine
Kwn1 check it out, check this out
Examples

e Can you look at this report for me?

e Can you check this report out for me?
grups19uUtlnKklDY

A:wmd1 N. a person who works all the time
kwni1 a workaholic
Examples

e She works all the time.

e She is a workaholic.
u1JUuIIU
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A:wnd1 V. do things that need to be done
kwmnon take care of business
Examples

| have to do things that need to be done.

e | have to take care of some business.
aurpJInNiIsJuyudlduvoiau

1:wnd1 N. a person who is a professional
kwni1 a pro
Examples

e She’s a professional.

e She’s a pro.
iImMiUsiagu:

A=wnd1 V. work all night
kwmi1 have an all-nighter
Examples

e | worked all night.

e | had an all-nighter.
aurJumIAuIaY

A=wnd1 V. make a mistake
Kwni1 screw up
Examples

e | made a big mistake.

e | screwed up big time.
auwainlunyuasiuin
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ldioms _ slangs
wDAWEIINN hg  UmsinaAvUla

slangs UAUJ 1aniolJisoni

W;IdIOmS

%

IDIOMS IN
BUSINESS ENGLISH

1570 idioms #is19133z1AglRguAulsnulu Business English uadinAu

Idioms a piece of cake
AIUKUIY U9 N
Examples

| can do this report in 10 minutes. It’s a piece of cake.
Iswis1gautiasialanmolu 10 ud J1udie v 193

Idioms better late than never
AUKLIE A IUKUDY ae1aunananNlulinnay
Examples

| finally finished the project. | know it’s passed the deadline, but hey
better late than never, right?

TuanfilusinAiasa Aga:uz310uiag deadline TUnddusinAsIUKLUDY
agunsnmandlbiasiasu:
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Idioms | have no idea.
AUKLUIY | don’t know.
Examples

A: Do you know where | can get a hard copy of this file?
B: | have no idea.

A: 1s2$08313:41 hard copy voJlwailsnluu

B: lisiay

Idioms not a chance
AUKLIY It will definitely not happen.
Examples

A: Do you think she might say yes to our deal?
B: Not a chance!

A: AnsuAnalainfuvalauaisijous

B: TudmaJ

Idioms on pins and needles
ADIUKUNY very nervous about something that is happening
Examples

She’s all on pins and needles with the current deal.
She doesn’t know how it will go.
IsoAJdaISoJAaroul (szponuInilKu
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