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An abbreviation (verb: to abbreviate = to make shorter) is a shortened or contracted

representation of a word. Abbreviations are often found in business letters, reports

and other documents.

Here are some commonly used examples: what do they stand for?

eg. ____________________

ie. ____________________

etc. ____________________

re: ____________________

esp. ____________________

NB: ____________________

cc: ____________________

cf. ____________________

How might they be used in a written text?  Can you think of any others?

An acronym is composed of a group of initial letters that represent a group of words

with a specific meaning or reference.

Some acronyms are spoken alphabetically, others are pronounced like words.

What do these business acronyms stand for?

HRM _________________________

TQM _________________________

VAT _________________________

PR _________________________

OTC _________________________

CEO _________________________

asap _________________________

SCM _________________________

B2B _________________________

CFO _________________________

CRM _________________________

JIT _________________________

Do any other business acronyms come to mind?  NASDAQ? QUANGO?

NB: when enquiring about a new or unfamiliar acronym or abbreviation it is more

accurate to ask ‘

What does it stand for?

’ than ‘

What does it mean?

’ These

shortened forms only 

represent

 the complete words or word groups, and they only

take on meaning once they have been explained!

to stand for = to represent or indicate

to mean = to convey or express sense or meaning, semantic value
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Business English: Abbreviations and Acronyms


An abbreviation (verb: to abbreviate = to make shorter) is a shortened or contracted representation of a word. Abbreviations are often found in business letters, reports and other documents.


Here are some commonly used examples: what do they stand for?


eg. ____________________

ie. ____________________









etc. ____________________

re: ____________________









esp. ____________________

NB: ____________________









cc: ____________________

cf. ____________________









How might they be used in a written text?  Can you think of any others? 


An acronym is composed of a group of initial letters that represent a group of words with a specific meaning or reference.


Some acronyms are spoken alphabetically, others are pronounced like words.


What do these business acronyms stand for?








HRM _________________________

TQM _________________________









VAT _________________________

PR _________________________
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CEO _________________________
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Do any other business acronyms come to mind?  NASDAQ? QUANGO?


NB: when enquiring about a new or unfamiliar acronym or abbreviation it is more accurate to ask ‘What does it stand for?’ than ‘What does it mean?’ These shortened forms only represent the complete words or word groups, and they only take on meaning once they have been explained!


to stand for = to represent or indicate


to mean = to convey or express sense or meaning, semantic value



