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This is a list of some of the most common words used in business. You may need to read and 
write these words. If you don’t know the meaning of a word, look it up in a dictionary or ask a 
colleague. 
 
advertisement   executive    profit 
 
availability    expenditure    promotion 
 
average    faithfully    quotation 
 
break-even    fixed costs    receipt 
 
business    formulated    recommended 
 
consumables    guarantee    reference 
 
conditions    income    replenish 
 
credit     inconvenience   sincerely 
 
debit     interview    statutory 
 
discrepancy    marketing    strategy 
 
employment    minimum    variable costs 
 
enquiry    negotiate    warranty 
 
estimate    perishables    wholesale 
 
 
Tips for remembering spellings 
 
Strategy      Example 
 
Look for insider words:    sincerely 
Link with meaning:     receipts are extra important 
Separate the sections:      gua / ran / tee 

 
Practise using words in context: 
 
Choose a word and find a way to remember the spelling. Write three sentences using the word in 
context. 
   


