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INTRODUCTION

THE GRAMMAR OF BUSINESS ENGLISH

The grammar of a language is the structure of its key concepts. The gram-
mar of business English is a wider idea than traditional grammar. Not only
does it include ideas such as the present perfect or modals, it also includes

ideas such as advising, agreeing, negotiating. This book practises business
grammar in this wider sense.

WHAT IS THIS BOOK?

Build Your Business Grammar is a practice book which covers most
key structures in a business context. Each unit is based on a typical situation
found in the world of business and focuses on the key language likely to be
used in such situations. The example sentences used in the exercises are
usually part of an extended dialogue, letter, fax or report and thus provide a
complete context, rather than being isolated, unconnected examples. The
_situations used in the book represent typical areas of business communica-
tion such as telephoning, meetings, negotiations, and reports.

WHO IS THIS BOOK FOR?

This book is for learners of English working in the general area of business
and commerce at an intermediate level. It will be useful for learners wish-
ing to extend their vocabulary as well as for those wishing to practise par-
ticular structures in a business context.

SHOULD I START AT THE BEGINNING?

You do not need to work through the units systematically in chronological
order. It is better to concentrate on those areas which interest you most -
those which are most appropriate to your own area of business, and those
which cover the areas of grammar and vocabulary which present you with
the most problems.
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