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Introduction
Business Vocabulary refers to the words, phrases, idioms, expressions, and terminologies commonly used in business communication. It helps people communicate effectively in offices, organizations, meetings, negotiations, reports, emails, presentations, and other professional situations.
A strong business vocabulary enables students and professionals to:
1. Communicate clearly
1. Write professional documents
1. Participate confidently in meetings
1. Understand business reports
1. Improve employability and career growth
1. Importance of Business Vocabulary
Meaning
Business vocabulary consists of specialized words and expressions used in commerce, management, finance, marketing, banking, and workplace communication.
Importance
A. Effective Communication
Business vocabulary helps convey ideas clearly and professionally.
Example:
Instead of saying: “We lost a lot of sales.”
Use: “The company experienced a decline in sales.”
B. Professional Image
Using appropriate business terms creates a professional impression, e.g. proposal, agreement, revenue, investment.
C. Better Writing Skills
Business vocabulary improves emails, reports, memos, and business letters.
D. Career Development
Employers value candidates who can communicate professionally.
E. Confidence in Workplace
Employees with a strong vocabulary can participate in meetings, give presentations, and handle clients effectively.
2. Vocabulary in Use
Meaning
Vocabulary in use refers to the practical application of business words in real-life situations.
	Word
	Meaning
	Sentence

	Revenue
	Income earned
	Revenue increased this year.

	Profit
	Financial gain
	The company earned a profit.

	Budget
	Financial plan
	We prepared a budget.

	Investment
	Money used for future benefit
	The investment was successful.

	Customer
	Buyer of products
	Customer satisfaction is important.

	Market
	Place for buying and selling
	The market is competitive.

	Strategy
	Long-term plan
	The firm adopted a new strategy.

	Growth
	Expansion of business
	Business growth was impressive.


3. Business-Specific Terminologies
Meaning
Business terminologies are technical words used in business and management.
Frequently Used Business Terms
	Term
	Meaning

	Asset
	Property owned by a business

	Liability
	Debt or obligation

	Capital
	Money invested in business

	Dividend
	Profit distributed to shareholders

	Revenue
	Total income

	Expense
	Cost incurred

	Equity
	Ownership interest

	Stakeholder
	Interested party in business

	Entrepreneurship
	Starting and managing business

	Productivity
	Output efficiency

	Merger
	Combining companies

	Acquisition
	Purchasing another company

	Branding
	Creating business identity

	Marketing
	Promoting products

	Supply Chain
	Movement of goods

	Inventory
	Stock of goods

	Human Resource
	Employee management

	Recruitment
	Hiring employees

	Outsourcing
	Hiring outside service

	Negotiation
	Discussion for agreement


4. Business Idioms and Expressions
Meaning
Idioms are expressions whose meanings differ from their literal meanings. They are used frequently in business communication and are important for exams.
This combined list covers 67 idioms and expressions, grouped by theme for easier revision.
A. Getting Started & Strategy
	Idiom
	Meaning
	Example

	Get the ball rolling
	To start a project, process, or activity
	We need to get the ball rolling if we want to finish by Friday.

	Back to the drawing board
	To start over and redesign a plan after a failure
	The ad campaign failed, so it's back to the drawing board.

	Back to square one
	To start again from the very beginning
	After the client rejected our proposal, we were back to square one.

	From the ground up
	To start a business or project from zero
	Our CEO built this company from the ground up.

	Bring something to the table
	To contribute something of value to a team
	She brings great marketing experience to the table.

	Think outside the box
	To think creatively; look for unconventional solutions
	We must think outside the box to cut operating costs.

	Learn the ropes
	To understand how a job or company functions
	Give the new intern a few days to learn the ropes.

	Get off on the right foot
	To start a new job or relationship positively
	He prepared well to get off on the right foot with clients.

	Ahead of the curve
	More advanced than current trends
	The firm stayed ahead of the curve by adopting new technology early.



B. Managing Priorities & Details
	Idiom
	Meaning
	Example

	On the back burner
	Given low priority for now
	Let's put this research on the back burner for now.

	Put all your eggs in one basket
	To risk all resources on a single idea
	Don't put all your eggs in one basket; diversify your investments.

	Cut corners
	To save time or money by doing things incompletely
	We never cut corners in our manufacturing process.

	By the book
	Strictly according to rules or policy
	Our auditors check everything, so we work by the book.

	Cross your t's and dot your i's
	To attend to every small detail carefully
	Cross your t's and dot your i's before submitting the contract.

	Hit the ground running
	To start working energetically and succeed immediately
	She was able to hit the ground running on her first day.

	Keep your eye on the ball
	To stay focused on the task at hand
	Management must keep their eyes on the ball in this market.

	Ballpark figure
	A rough, approximate estimate
	Can you give me a ballpark figure for the upgrade cost?

	Raise the bar
	To improve standards or expectations
	The new manager raised the bar for customer service.



C. Communication & Agreement
	Idiom
	Meaning
	Example

	Touch base
	To briefly contact someone for an update
	Let's touch base on Tuesday about the project.

	On the same page
	To agree or share the same understanding
	Let's review the contract to make sure we're on the same page.

	Circle back
	To return to a topic later in a conversation
	I'll circle back to you with the figures this afternoon.

	Play it by ear
	To decide how to proceed without a strict plan
	We'll just have to play it by ear with the competitors' move.

	Hit the nail on the head
	To describe a problem perfectly; say exactly the right thing
	Your comment on our strategy hit the nail on the head.

	Face the music
	To accept unpleasant consequences
	We overspent the budget and must face the music with the board.

	The elephant in the room
	An obvious problem nobody wants to discuss
	The falling sales figures are the elephant in the room.

	Long shot
	Something highly unlikely to happen
	Beating our larger rival for the contract is a long shot.

	A win-win situation
	A situation that benefits everyone involved
	The merger turned out to be a win-win situation for both firms.

	Big picture
	The overall view, beyond the small details
	Don't get lost in details; focus on the big picture.

	Ball is in your court
	It is someone else's turn to act
	We've sent our offer; the ball is in your court now.

	Call the shots
	To be the person who makes the decisions
	As CEO, she calls the shots on every major investment.



D. Workload, Time & Stress
	Idiom
	Meaning
	Example

	Burn the midnight oil
	To work very late into the night
	The team burned the midnight oil to finish the audit on time.

	Call it a day
	To finish working for the day
	It's 8 PM — let's call it a day and continue tomorrow.

	Cut your losses
	To stop an unprofitable activity to avoid further loss
	The branch was unprofitable, so we cut our losses and closed it.

	Go the extra mile
	To do more than what is expected
	Our support team always goes the extra mile for clients.

	In the driver's seat
	To be in charge or in control
	The new management team is now in the driver's seat.

	At the drop of a hat
	To do something immediately, without hesitation
	Our IT team fixes server issues at the drop of a hat.

	No-brainer
	A decision needing no real thought; obviously correct
	Saving $10,000 a month with automation is a no-brainer.

	Time is money
	Time is a valuable resource that should not be wasted
	Finish the report quickly — time is money in this business.

	Run out of steam
	To lose energy or momentum
	The project ran out of steam after the sponsor left.

	Bite off more than you can chew
	To take on more responsibility than one can manage
	He bit off more than he could chew with three projects at once.



E. Finance, Money & Sales
	Idiom
	Meaning
	Example

	Cost an arm and a leg
	To be extremely expensive
	A storefront in the city centre will cost an arm and a leg.

	Break even
	Revenue equals expenses (no profit, no loss)
	We should break even by the end of the first quarter.

	Cash cow
	A reliable, highly profitable product or unit
	That software package is our main cash cow.

	Bottom line
	The net profit/loss, or the most important point
	What will your idea do to our bottom line?

	Corner the market
	To dominate an industry and control supply/price
	The company cornered the market on electric vehicles.

	Penny for your thoughts
	A way of asking what someone is thinking
	You've been quiet for an hour — a penny for your thoughts.

	In the black
	Operating profitably
	After a tough year, the company is finally back in the black.

	In the red
	Operating at a loss
	The new branch has been in the red since it opened.

	Close the deal
	To successfully complete a business agreement
	The sales team worked hard to close the deal before the deadline.

	Blue chip
	A large, financially stable, reliable company
	Investors prefer blue chip stocks in uncertain times.



F. Teamwork & Human Resources
	Idiom
	Meaning
	Example

	All in the same boat
	Everyone is facing the same difficulty
	All small businesses here are in the same boat during the crisis.

	All hands on deck
	A situation where everyone is needed to help
	We have a big shipment tomorrow — all hands on deck.

	Loop someone in
	To keep a colleague informed and involved
	Please loop me in on the vendor-meeting email thread.

	Keep someone in the loop
	To keep someone updated on developments
	Keep the client in the loop about any schedule changes.

	Throw under the bus
	To blame or betray a colleague to protect oneself
	The manager tried to throw his assistant under the bus.

	Step up your game
	To perform better or improve one's work
	We need to step up our game to win this contract.



G. Everyday Office Expressions
	Idiom
	Meaning
	Example

	Fifty-fifty
	Divided equally between two sides
	We split the startup costs fifty-fifty.

	Get down to business
	To stop small talk and focus on work
	Time is limited, so let's get down to business.

	Read between the lines
	To understand an implied, unstated meaning
	Read between the lines — the client is actually dissatisfied.

	Cut-throat
	Highly competitive and merciless
	The retail industry is incredibly cut-throat.

	Good to go
	Ready to proceed
	Legal has approved it; we are good to go.

	Up to speed
	Fully informed with current details
	Brief me so I can get up to speed on this project.

	In the pipeline
	Currently being processed or developed
	Several new features are in the pipeline for next year.

	Get off your high horse
	To stop acting morally superior
	Get off your high horse and accept the team's feedback.

	Take a rain check
	To politely decline now but accept later
	I can't make dinner Tuesday, but I'd love a rain check.

	Red tape
	Excessive bureaucracy that slows things down
	Getting the permit took months because of red tape.

	Up in the air
	Uncertain or undecided
	The product launch date is still up in the air.



5. Vocabulary in Communication Situations
Meaning
Communication vocabulary is used during interaction in business environments.
A. Meeting Vocabulary
	Word
	Meaning

	Agenda
	Meeting plan

	Proposal
	Suggested idea

	Discussion
	Exchange of ideas

	Decision
	Final choice

	Consensus
	General agreement


Examples:
1. Let's discuss the agenda.
1. We reached a consensus.
B. Telephone Vocabulary
	Word
	Meaning

	Hold on
	Wait

	Transfer
	Connect call

	Extension
	Internal number

	Voicemail
	Recorded message


C. Negotiation Vocabulary
	Word
	Meaning

	Bargain
	Negotiate

	Compromise
	Mutual agreement

	Contract
	Legal agreement

	Settlement
	Final agreement


6. Vocabulary in Writing Situations
Meaning
These words are commonly used in business writing.
A. Email Vocabulary
	Word
	Meaning

	Attached
	Included file

	Forward
	Send further

	Confirm
	Verify

	Reminder
	Notice again

	Schedule
	Plan


Example:
Dear Sir,
Please find the attached report.
Regards,
Manager
B. Report Writing Vocabulary
	Word
	Meaning

	Findings
	Results

	Analysis
	Detailed examination

	Recommendation
	Suggested action

	Conclusion
	Final statement


C. Letter Writing Vocabulary
	Word
	Meaning

	Reference
	Mention

	Inquiry
	Request information

	Complaint
	Expression of dissatisfaction

	Appreciation
	Praise


7. Vocabulary in Speaking Situations
Meaning
Speaking vocabulary helps communicate effectively during presentations, interviews, meetings, and discussions.
Presentation Vocabulary
	Expression
	Use

	Good morning everyone
	Opening

	Let me begin
	Starting

	Moving on
	Transition

	In conclusion
	Ending


Interview Vocabulary
	Expression
	Use

	I am responsible for
	Duties

	I have experience in
	Experience

	My strength is
	Skills

	Thank you for the opportunity
	Closing


Customer Service Vocabulary
	Expression
	Use

	How may I help you?
	Assistance

	Thank you for your feedback
	Appreciation

	We apologize for the inconvenience
	Apology


8. Ways to Improve Business Vocabulary
A. Read Business Newspapers
Examples: business news, economic reports, financial articles.
B. Read Business Books
Business books introduce professional terminology.
C. Learn New Words Daily
Learn at least 5–10 new words every day.
D. Maintain a Vocabulary Notebook
Record the word, meaning, synonym, and a sentence for each new entry.
E. Practice Speaking
Use business words during discussions and presentations.
F. Watch Business Programs
Business interviews and news channels improve vocabulary.
G. Use a Dictionary Regularly
Helps with pronunciation and correct usage.
H. Write Business Emails
Regular writing practice improves vocabulary retention.
Important Exam Questions
Very Short Questions (1–2 Marks)
1. What is business vocabulary?
1. Define business terminology.
1. What is an idiom?
1. What is meant by “in the black”?
1. What is negotiation?

Short Questions (3–5 Marks)
1. Explain the importance of business vocabulary.
1. Describe vocabulary in communication situations.
1. Explain vocabulary used in writing situations.
1. Discuss ways to improve business vocabulary.
1. Explain business-specific terminologies with examples.
1. List and explain ten important business idioms with examples.
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