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Request what is needed 169. Reply yes to an offer of help
. Suggest strongly 170. Reply no to an offer of help
. Suggest gently 171. Reply yes to a request for help
. Suggest preference 172. Reject a request for help politely
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148. Support an opinion or someone 178. Reply you’ll answer later
149. Support on condition INVITATION
150. Challenge an opinion 179 Invit - I
151. Deny support poltely 180, Invite someone lss formally
152 Denysupport less politely 181. Accept an invitation formally
RECOMMENDING 182. Accept an invitation less formally
153. Recommend a person or firm 183. Decline an invitation formally
154. Recommend an action 184. Decline an invitation less formally
DESCRIBING 185. Thank after an invitation
155. Describe a product PERMISSION
156. Describe features of a product 186. Grant permission
FINISH A SPEECH OR MEETING 187. Deny permission
157. Refer to what has been said HPOROBY
158. Summarise 188. Apologise
159. Finish a speech PROHIBITION

160. Close a meeting
161. Close a conversation

THANKING

162. Say thanks
163. Thank people for coming

189. Prohibit

CONGRATULATIONS
190. Congratulate

164. Thank for letting you speak REPRIMANDS
oL Repand
165. Use these words when you need GIVING ORDERS
time to think 192. Give a verbal order
166. Use these phrases when you need 193. Transmit a verbal order
time to think 194. Accept a verbal order
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195. Reject a verbal order

167. Offer help formally BOOKING
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197. Set a date for next meeting 217. Answer the phone formally
198. Refer to future relationship 218. Answer the phone informally
199. Express your wish to follow up 219. Ask for someone on the phone
200. Make an appointment 220. Ask for caller’s information
201. Talk about the future 221. Ask for the purpose of a call
222. Say someone is not available

. 223. Explain why someone’s not in

202 Wish good luck 224, Exglain thaza line is busy
BRINGING UP A TOPIC 225. Connect somebody

203. Bring up a serious topic 226. Ask somebody to hold on

227. Wrong number or name!

: 228. Leave a message

204. Offer something 229. Offer to take a message
CONFIRMING 230. Ask for spelling

205. Confirm 231. Ask for repetition _

232. Rectify what was said
RS 233. Explain a problem with sound

206. Notify 234. Describe other problems
EXPLAINING 235. Ask where someone is

236. Change to another subject

237. Interrupt

238. Avert interruption

239. Make an appointment

240. Place an order

241. Accept an order

OFFERING

207. Explain

208. Explain they must wait

209. Explain that somebody's not
available

210. Explain your job

242, Rejectan ocer
211. Place an order 243. Cancel an order
212. Accept an order 244. Thank someone for calling
213. Reject an order 245. Postpone a call
214. Cancel an order 246. Set a date for the next call

248. Close a phone conversation

215. Say bye formally 249. Say goodbye
216. Say bye informally 250. Say that someone phoned

You can buy the 250 Ways to Say It in Business

English e-book for $1.99 at www.words300.com/books
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