Here's a review of the tenses in English with one example for each tense, using Business
English Examples:

1. Present Simple:
o Example: "Our company produces high-quality products.”
o Usage: Use the present simple tense for general truths, routines, and facts.
2. Present Continuous:
o Example: "We are currently working on updating our website."
o Usage: Use the present continuous tense to describe actions happening now or
around the present moment.
3. Present Perfect:
o Example: "l have just completed the market analysis."
o Usage: Use the present perfect tense to express an action that started in the past
and has a connection to the present.
4. Past Simple:
o Example: "Last year, our team implemented a successful marketing campaign.”
o Usage: Use the past simple tense for completed actions in the past.
5. Past Continuous:
o Example: "At 3 p.m. yesterday, we were conducting a team meeting."
o Usage: Use the past continuous tense to describe an ongoing action interrupted
by another event in the past.
6. Past Perfect:
o Example: "Before the presentation, | had reviewed the financial reports.”
o Usage: Use the past perfect tense to indicate an action completed before another
action in the past.
7. Future Simple (will):
o Example: "We will launch the new product next month."
o Usage: Use the future simple tense with "will" to express predictions, promises,
or decisions made at the moment of speaking.
8. Future Continuous:
o Example: "This time next week, we will be attending the industry conference."
o Usage: Use the future continuous tense to describe an ongoing action that will
happen in the future.
9. Future Perfect:
o Example: "By the end of the quarter, we will have completed the market research
project."
o Usage: Use the future perfect tense to express the completion of an action before
a specific point in the future.
10. Present Simple Passive:
o Example: "Reports are generated by the accounting department.”
o Usage: Use the present simple passive to describe general truths or actions
when the focus is on the result.
11. Past Simple Passive:
o Example: "The new policy was implemented last month."



o Usage: Use the past simple passive to describe completed actions in the past
when the focus is on the result.
12. Modal Verbs (e.g., can, could, should, would, may, might ):
o Example: "You should consider revising the proposal before submitting it."
o Usage: Use modal verbs to express ability, necessity, permission, or possibility.

Remember to adapt these examples based on the specific context of your business
communication. Consistent and appropriate use of tenses is crucial for effective and clear
communication in a professional setting. Collect examples from your daily experiences at the
office. In the long run, active learning will improve your English skills without exception.



