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How to use this book

About the authors

n Introduction

Introduction

DELTA Business Comnuunication Skills is a new series which uses a learner-centred
approach to develop key communication and language skills essential for today's
international business environment. The series is designed for learners of business
English al pre-intermediate and intermediate level, either pre-service or in-service,
and it can be used either in the classroom or for self-study.

Features of the series include:

® [ndividual Needs analysis and Learning @ Helpful suggestions for language study

journal ® Regular language reference and review
® Awareness-raising activities sections
® Extensive personalized exercises @ Photocopiable resources
® Tips for effective performance in ® An integrated audio CD

business @ Full transcripts and answer keys

Negotiating aims to develop the skills and language needed to negotiate effectively in

English, whether internally within an organization or externally with business partners;

in a team or individually. Negotiating consists of six core units, each containing:

® Context — (o raise awareness of the skills and issues (including cultural aspects)
involved in the various activities of negotiating, and to introduce different strategies
for developing these skills

® Presentation and Practice — of core language (vocabulary, functional phrases and
pronunciation) linked to these skills

® Tips (cullural or language related) — on how to be more effective when negotiating

e Consolidation - to allow you to apply what you have learned to your own work
situation.

® Reference —uselul phrases and vocabulary related (o each unit

@ Review —study suggestions and [urther practice (ideal for homework/sell-study)

The book also contains:

® Needs analysis. This encourages yvou to consider what you need to focus on in order
to get the most out of the book and your learning,

® Learning journal. This provides the opportunity to rellect and personalize what you
have studied in the book.,

® Resources section. This provides additional material such as photocopiable
frameworks and cards.

e Answer key. This is designed to enable you to work either alone or with a teacher.

® Transcripts. These detail the content of the accompanying CD.

Step |

[t is recommended that you start by

working through the Needs analysis

(page 5). This will help you to:

® think about your strengths and
weaknesses in negotiating in English;

@ identify and prioritize your immediate
and future needs lor negotiating;

@ determine the order in which you work
through the core units of this book.

We hope vou enjoy using this book.

S - Eowe < L

Susan Lowe and Louise Pile  ~——
Authors

Step 2

You should then familiarize yoursell with
the Learning journal (page 6), to which
vou are asked to reler at the end of every
core unil.

Step 3

You should work through the units in the
order they feel most appropriate to your
needs and interests.

Susan Lowe and Louise Pile have extensive general and Business English teaching and
teacher training experience. They have written and edited a range of print and

multimedia language-learning materials.



Needs analysis

LS R Ll

o

a Spend a few minutes thinking about what a negotiation is.

b Now compare your ideas with the following definition.

negotiation n. fnigou[reifan/ a discussion between two or more people with
different interests who are trying to reach agreement

B D e e NN I o e = e T e e ™, T N e e e, W e e A R Tl

Negotiations can cover a wide range of business activities, from a formal
discussion between a buyer and a supplier to agree terms, to an informal
discussion with a colleague to confirm the next stages of a project.

a Make a list of the different types of negotiation you have to take part in.

b What do you find easy or challenging about negotiating in these
situations?

Think about the following:

What skills and qualities do you think good negotiators need?
What typical phases ol a negotiation can you identify?

What are the key elements of each phase?

There are suggested answers on page 54.

Each unit of this book focuses on a different area. Look through the unit
summaries at the beginning of Units I-6 and think about which areas you
need to develop. Developing your awareness of what you already do well and
what you could do better will allow you to focus on improving those skills
you really need. Note down the units you intend to work through in order of
priority for you - in terms of the area in which you feel you are weakest, or
which is currently of most importance to you.

Priority Unit number and focus area

Before you start working through the units — starting with the one you listed as your top
priority —look at the Learning journal on pages 6 and 7.

Needs analysis H



Learning journal

Du ring the course Asyou work through each unit, summarize helpful language and tips for giving effective

presentations from each unit. An example is given, but what you note down will depend

Your Learning journal

upon your own learning pattern. You should also keep a note of areas that colleagues

and friends have said you need to improve on,

Example

Unit: 3 .
Useful language: \We are keento .../ |
An important consideration for us
Gt

Useful tips: Use the present simple
and/or present continuous when
stating interests,

Unit: 4

Useful language: | propose that ... /
| propose + ~ing

Useful tips: Diplomatic l[anquage can
soften 3 disagreement.

Unit: 1

Useful language:

Useful tips:

Unit: 2

Useful language:

Useful tips:

Unit: 3

Useful language:

| Useful tips:

Unit: 5

Useful language:

Useful tips:

Unit: 4
Usetul language:

Useful tips:

Unit: 6
Useful language:

Useful tips:




After the course Itisimportant to consolidate your lea rning —both during your course and afterwards at
work. After you have completed each unit, you should decide how you will continue to
develop your skills, e.g. which consolidation/revision exercises you will do or how you
will practise what you have learned in the workplace. Note that it is helpful to give
vourself realistic deadlines!

Make notes on developing your skills, for example using a framework like the one below.
An example is given to help you.

Example

Unit: 3

Focus area: Making proposals

I need to:

use more diplomatic language when rejecting a proposal.

To do this better, I intend to:
note down all the examples in Unit 3 and record myself saying them by
28 April. 1 will use two of the examples when | next reject 3 proposal.

Your planner
Unit:

Focus area:

I need to:

To do this better, I intend to:

This book is designed to be used during and after a course, so keep-it with you and refer
back to it whenever you need to. and keep adding to your notes!
Learning journal



Preparing to negotiate

THIS UNIT LOOKS AT:
B the importance of preparing for a negotiation

B useful phrases for asking for, giving and responding to opinions

B useful phrases for prioritizing and giving reasons

Context | a How important do you think preparing for a negotiation is?
How do you / could you prepare for a negotiation?

b Read this article extract about preparing for a negotiation. Do you agree |
with what Rupert Mack says? Give your reasons.

T —_— e e e e &

— e e

Good preparation is key to a successful negotiation, according to Rupert Mack,
Head of Management Studies at Denton College.
‘Being underprepared can mean you fail to reach agreement with the other party —
that's why it's important to spend some time beforehand thinking about what you
ideally want to get out of the negotiation, and what you are prepared to accept.
Prioritize your aims — what's your main aim? VWhat secondary goals do you have? Are
you flexible about what you want to achieve? If you can't achieve your ideal goal, what
would be an acceptable end to the negotiation for you — that is, the best alternative
to a negotiated agreement (BATNAY
‘The next step Is to consider the approach you will take — will you negotiate face to
face or on the phone? Will you be on your own or as part of a team? What will your
role be?
‘Also try and find out as much as you can about the person or team vou will be
negotiating with — who are they? What's their role in the company? What might they
want out of the negotiation? And what might their objections be to your proposals?
If the other party is from a different culture, think how their way of negotiating might
negotiation. be the same as, or different from, your own. Consider how you might try to build trust
¢ mowwﬂé and understanding, offer compromises and find common ground — crucial not just for
— the success of this negotiation but for building a long-term business relationship.
It can be useful to run through your ideas with a colleague, ask their advice, and so
on. If you are negotiating on behalf of others, perhaps a group of colleagues, take time
‘ to understand their concerns so that you can accurately represent their views,

e

Tip See Unit 5 for more
about working in feams
and involving others ind

e R G e e e e

n | Preparing to negotiate




Presentation
Opinions

|
Tip See Unit 3 for more §
about making and

responding o proposals.

PR

Tip The infinitive
wi":hom to is used after
modal verbs (should,

might, etc), eg. It

might work.

Prioritizing and giving
reasons

2 ﬂ I.1 Listen to a negotiation between a designer and a retailer and

answer these questions.

1 How satisfactory was their preparation for the negotiation? Give your reasons.

2 How successfully do they negotiate the design fees? Give your reasons.

3 Think of the last negotiation you took part in.

@ How successful were you in achieving your aim(s)?

e How did you prepare for the negotiation? How satisfactory was your preparation?

f ﬂ 1.2 Listen to two colleagues preparing to negotiate and answer

these questions.

What is their main aim?

(o TS 2 SRS~ S O5 B S

What business do the speakers work in?

Who are they going to negotiate with?

What propesals do they consider making?

What else do they hope to achieve in the negotiation?

What objections might the other party have?
7 What offer do they decide to make?

2 ﬂ 1.2 Look at these phrases. Listen again and tick the phrases you hear.

Asking for opinions

What do you think (about) ... 7
What are your thoughts (on) ... ?
How do you leel (about) ... ?
What's your view/opinion (on) ... ?
Do you think ... ?

Do you agree?

Giving opinions
I (don’t) think we should / could /
oughtto ...

You/We could (perhaps) ...

[t might be (a good idea to) ...
Don’t you think we should ... ?

[n my opinion/view, we should ...

OO0

EEEEN

Responding to opinions

+

(That's a) good idea.

That sounds good/fine (to me).
[ agree.

I (can) see what you mean /
your point, but ..,

Idon’t think (that would work).
I'm not sure (I agree),

3 a Look at these sentences for prioritizing aims and giving reasons.

Prioritizing aims

e I'd prefer to focus on trying to reduce our working hours.

ool ooo

® Making a profit is not as important as building a long-term business relationship.

Giving reasons

e Cutting staff would allow us to remain profitable,

e Offering a discount might enable us to win the contract.

| Preparing to negotiate n



Now look at the underlined phrases in the transcript on page 54. Which

ot phrase(s) are used to:
Tip See page

more abouf disugr‘ezif:rg ¢ 1 prioritize aims
. i iplomatic ¢ i .
politely / ina diplo £ 2 givereasons?
way. ;
fm‘fAW:-;Aw.—maﬁ."=>‘ﬂ‘i'-'"”‘“‘ b Check your answers in the Reference section on page |2,

Pronunciation 4 a Look at these verb/noun pairs, taken from the same transcript. Predict
which syllable is stressed in each word.

object / objection
negotiate / negotiation

agree / agreement

He b bo

prepare / preparation

b ﬂ I.3 Listen and mark the stressed syllable in each word.

Practice | Match the sentence halves.
ittty [ can see a about offering 10% off?
2 Ithink we should b good to me.
3 How do you leel ¢ what you mean.
4 That sounds d that would work.
5 I'm not e surelagree.
6 Idon't think f give a discount.,

el

a Put these sentences into the correct order to reconstruct a dialogue
between two American colleagues preparing to negotiate a contract.

a  We could ask for $60 per hour for standard courses.

b That’s a good idea, but what do you think we should do about our
specialized programs?

¢ | think we should reduce our charges so that we're more competitive.

d | agree.We're far more expensive than other training companies.
But what do you think we should charge?

e  That sounds good to me. I'll let the rest of the team know our decisions.

[ How do you feel about charging $100 — they do take longer to prepare?

b n 1.4 Listen and check your answer.

m | Preparing to negotiate




Prioritizing and giving
reasons

Consolidation

Complete these sentences appropriately.

I'dp- to hold the interviews next week rather than this week. This would

s us to have more time to prepare. | hope you have no objection.

The negotiation for the MFY contractisn'ta_ important for us as you might
thinkb it will only bring in $2.500.

It might be better to reduce our chargess_ —Shcteee T AWe Feinain
competitive, )

Our m _ aim should be to maintain current staff numbers, a ___we

will not be able to cope with the workload otherwise.

I think we should ask for cheaper fittings. T
our budget. Does anyone have any other proposals?

w__ we'll stay within

ﬂ 1.5 Listen to these words from the sentences in Exercise 3, and decide
which syllable is stressed in each word.

prefer 6 competitive
enable 7 maintain
objection 8 workload
negotiation 9 budget
contract 10 proposals

Look at the transcript for audio 1.1 (page 54). What advice would you give
each speaker for improving their negotiation skills?

Think of a negotiation you will soon be taking part in. Use the table on page
46 to help you prepare for the negotiation.

After the negotiation, take a few minutes to reflect on how successful the
negotiation was. How satisfactory was your preparation?

bl S e e

VhcANCY | e
FoR b_jis

NEGOTIATOR | =

— s

SauarY F20000 | &F
NoT NEGGTIABLE
I ——————

| —

7l

=» NOW TURN TO YOUR LEARNING JOURNAL AND MAKE NOTES ON THIS UNIT.

| Preparing to negotiate n



Reference Useful phrases

Asking for opinions
What do you think (about the offer)?

What are your thoughts (on their
proposal)?

How do you feel (about the contract)?

What's your view/opinion (on the
finances)?

Do you think we should (negotiate)?

Do you agree?

Giving opinions

I (don’t) think we should / could / ought
to (reduce the price),

You/We could (perhaps) agree to (offer a
lower price),

It might be a good idea to (give a bonus).

Don'’t you think we should (question
their figures)?

In my opinion/view, we should (find out
more information).

Responding to opinions

i

(That's a) good idea.

That sounds good/fine (to me).

I agree.

I (can) see what you mean / your point,
but (I'm not sure I agree).

I don't think that (would work).

I'm not sure (I agree).

Prioritizing

It would/might be better to (focus on
getting an earlier delivery date).

I'd prefer to (negotiate over price) rather
than (speed of delivery).

Our main aim should / ought to be to
{get a competitive deal).

(Quantity) isn't as important as (quality).

(The delivery cost for Model 34 3) is less
important than (for Model 958).

Giving reasons

because (of ) / as

so that

This would/might mean that ...

This means that ...

This would allow/enable/help us to ...

That way, we could ...

Yocabulary

Contracts

to agree/agreement

to aim/aim

to budget/budget

to charge/charges
competitive

discount

fee

to fit/fittings

issue

to lower (a price)

to negotiate/negotiation/negotiator
objective

to prepare/preparation
to quote/quote

to reduce (a price)
satisfactory

to specify/specilication

to succeed/success

Study suggestion

Keep a record of typical mistakes, together with the correct version, for instance:

Incorrect: ] should to ask ...
Correct: | should ask ...

Use this record as a checklist when reading through your written work.

n I Preparing to negotiate




Review

Skills. 1 What tips would you give someone preparing for a negotiation?

Useful phrases

2 n I.6 Listen and decide what tips you would give Karen for preparing
more effectively.

Some of these sentences contain errors. Find and correct them.
1 I'don't think we should to sign the contract.

2 How do you feel about negotiate on your own?

3 Idon't think that would work,

4 What your thoughts are on lowering the price?

5 It might be a good idea to consider their possible objections.

6 Our main aim ought be agreeing a realistic schedule.

Vocabulary Complete the table.

Pronunciation

Verb | Noun
_l.(.l S]IJ-t‘;‘..if}T : i - T - by, '
E j quote
to agree il efo 3 .-— i —_
4 _ v X2 ﬁttings— ______ .
to charge - 5 —
6 B = | nengi_ation - -

Choose five words from the vocabulary list of the Reference section. Mark the
stressed syllable(s) in each word.

1

[ 2 T S T 5

I Preparing to negotiate m



Opening the negotiation

THIS UNIT LOOKS AT:
B establishing rapport with negotiating partners and getting started
B useful phrases for making introductions and small talk

B useful phrases for setting the agenda and stating your interests

Context | Match the elements of the opening phase of a negotiation (1-5) with their
definitions (a-e).

1 Welcome

2 Introductions

3 Small talk

4 Set the agenda

5 Stale interests

a This can break the ice and help non-native speakers get used to speaking English.

b This can make visitors feel that it is worth them having travelled.

¢ Thisis to clarify what everyone hopes to achieve from the negotiation.

d This is to outline how the negotiation will proceed.

¢ This is when evervone gets to know the others' names.

2 Put the relevant number (1-6) on the line to show how often you do/would
do each element when opening a negotiation.

1 Welcome your business partner 4 Make small talk

2 Introduce yoursell 5 Set the agenda

3 Introduce your colleagues 6 State your interests

always often sometimes rarely never

3 Do you think someone from a different culture would put their numbers in
the same places on the line?

m 2 Opening the negotiation




E

Tip

Presentation
Opening the negotiation

1

Tip Some cultures use
first names earlyonina
negotiation, o‘rh_er's ;
prefer to use Tl‘rlg an :
last name. TO avoid 1
overfamiliarity, use fitle
and last name until you
are invited 1o use first

names.

The present .simp'ua

and present continuous

can be used 10 state
interests, .9 We want a
new image; We arée
looking to expand into
new markets.

! n 2.1 Listen to the beginning of a negotiation between two companies,
Leclerc Electronics and By Design. By Design is a design agency with whom

Leclerc Electronics is considering working. Decide if the following statements
are true or false.

True False

I The negotiation is taking place in the office of By Design.
Everyone knows one another already.

The two parties discuss the weather before starting business.

= e ka

The two parties had outlined the general aims of the
negotiation before the meeting,

wn

Leclerc Electronics’ interests are to find a cheap supplier.

LD OO0
LU L0

6 By Design prefer working with business partners who give
detailed information about what they want. D D

2 ﬂ 2.1 Listen again and match the two parts of the phrases used in the
negotiation.

Welcome to

1 a4 anew image.

2 My name is b been to Lyon before?

3 Ihope ¢ briel,

4 Have you d by clarifving what is needed.

5 Shall we get e down to business?

6 | suggest we start f for us is to portray the correct image.
7 Leclerc Electronics is g Leclerc Electronics.

8 An important consideration h looking to expand into new markets.
9 We want i Martin Stewart.

10 By Design is keen j to work with well-known companies.

11 We need to have a detailed k you had a good journey.

3 a Put the phrases from Exercise 2 in the correct place in the table.

Welcoming

Introducing yourself/colleagues

Small talk

Setting the agenda

Stating interests

b Look at the transcript for audio 2.1 on page 56 and add more phrases
to the table.

2 Opening the negotiation m




4 Match the informal phrases (1-7) with their equivalent formal phrases (a-g).

Informal Formal

1 Welcome to ... a Isuggest we beginby ...

2 Mynameis... b Thope you had a good journey.

3 Did you have a good journey? ¢ Itisessential that we...

4 Is this your first trip to Dubai? d Let me begin by welcoming you to ...

5 How about starting with ...7 e May I introduce myself, my name is ...
6 Weneedto... f This is your first trip to Dubai, I believe.
7 Wewant to... g Weare hoping to ...

Pronunciation 5 a n 2.2 Listen to the pronunciation of the letter o in the word to in the
following sentences. Does it sound long (/u/ as in too) or short (/o/ as in
tonight)?

Long Short
1 Welcome to Sanicare Installations.
2 T'd like to welcome you all this morning.
3 Are you looking lorward to seeing the Eiffel Tower?
4 Our company is keen to work with upcoming companies.
5 We need to decide the schedules by the end of the week.

6 He's hoping to sign the contract as soon as possible.

LOO0000
OO0

b ﬂ 2.3 Now listen to the pronunciation of the letter o in the word to in
bold in the following short dialogues.
Long Short
1 Perhaps we don't need to discuss that now.
No, I'm afraid we need to. D D

2 I'm not sure if you'd like to see some of the sights while
you are here.

Yes. I'd like to. D D

3 Monsieur Rivot hasn't really got time to get involved in
this project.

That's a shame, as he's very keen to. D D

Practice | a Complete these sentences.

e duct;on::v:r::?::ﬁ: 1 Welcome _ Brightside Datasystems.
2 Maylintroduce —, my name is Sarah Beecham.
3 is my secretary, Tim Hunt.
4 Did you __agood journey?
5 Unfortunately, therewasa  with the flight — we had to wait for two hours!
6 Thisisyourfirst _ toDubai, I __
7 I'm looking to some ol the sights.

b ﬂ 2.4 Listen and check your answers.

m 1 Opening the negotiation




Setting the agenda and
stating interests

Present tenses

Tip The present simple
is used for states and
facts. The present
continuous is us.ed for
changing si’ruajr-.uns t:ir"1 :
things happening at T
current time. Stative
verbs (e.g. want. need)
enerally use the
present simple.

Formal and informal

Pronunciation

Consolidation

2 Put the words in order to make phrases for setting the agenda and stating
interests.

business? / down / get / Shall / to / we

by / clarifying / [ / situation. / start / suggest / the / we

are / expand / looking / into / markets. / new / to / We

L S R

An / consideration / customers. / existing / for / important / is / keep / to / us

aim / business / develop / in / the / to / USA. / We

W

(o

are / high / keen / maintain / quality. / to / We

Correct these sentences. Focus on the verb tenses.

We are having a good reputation.

Our clients are needing to give us a detailed brief.

Maynard Plc currently looks to promote sales in Europe.

Our Head of Marketing launches a new campaign this month.

Is your Director wanting a decision today?

Fau S 1 TR S S S S5 S S A

Do you look lorward to visiting our city while you are here this week?

Write more informal phrases.
I'd like to introduce my colleague, Elodie Hussain.
I hope your hotel is comfortable,

May [ suggest we begin by outlining the current situation.

Hs e b =

We fully intend to launch our advertising campaign before the summer.

wn

We are hopeful of a rise in sales by the end of the year.

5 Practise saying the sentences and dialogues in Presentation Exercise 5.
Pay particular attention to the pronunciation of the o in to.

I Think of a negotiation you will take part in soon. Make some notes on the
worksheet on page 47 to help you when opening the negotiation. Note

phrases that you may use yourself or phrases you may hear your negotiating
partner use.

2 Prepare what you will say to open the negotiation, expanding on the notes

you made on the worksheet. Speak aloud.

3 After the negotiation, take a few moments to reflect on it:
@ How did the opening stage go?
e What would you do differently next time? Why / Why not?

2 Opening the negotiation



. Reference

Useful phrases

Welcoming
Welcome to ...

I'd like to welcome you to ...

Making introductions

My nameis ...

Thisis..,

These are ...

Making small talk

I hope you had a good journey.
Have you been to ... before?
[hope to see some of the sights.

Is this your first trip (o ...

Setting the agenda
Shall we get down to business?

[ suggest we start by (looking at) ...

Stating interests

... is looking to ...

An important consideration for usis to ...

We want ...
.iskeento...

We need to have ...

Vocabulary

Increasing business
contact person

detailed briel

to expand into new markets
Head of Sales

image

to launch a new campaign
Lo open up

to promote sales

to be recognized internationally
rise in sales

to sign a contract

solid client base

top-quality service
upcoming company

well-known company

Small talk

to be famous for

to look forward to (doing)
to see the sights

slight delay

Study suggestion

Record yourself saying phrases and vocabulary you are likely to use in your own

negotiation. Keep recording until you are happy with the way they sound. Listen to your

recording when preparing for a negotiation to remind yourself,

m 2 Opening the negotiation




Review

Skills  Why do people spend some time at the beginning of a negotiation making
small tall?

What else generally happens when opening a negotiation?

Useful phrases | Which phrases could you use in the following situations?

e

Welcoming your business partners to the negotiation.

I

Giving your name and yvour colleagues’ names.

Setting the agenda.

H=

Stating your interests.

[ =]

Choose the correct form of the verb in the following sentences.

| ant hoping / hepe you had a good journey.
Our competitors are having / have more experience than us.

Our director is holding / holds negotiations at this very moment.

B W N o~

Are you visiting / Do you visit the factory as well as the research centre while you are
here this week?

Vocabulary Complete the mind map with vocabulary relating to increasing business.

INCREASING
BUSINESS

Pronunciation Say the phrases you noted in Exercise | of the Useful phrases section above.
Pay attention to your pronunciation of the letter o in the word to. Should it be
a long or short sound? Record yourself so that you can check your
pronunciation.

2 Opening the negotiation m



Making proposals

THIS UNIT LOOKS AT:
B making and responding to proposals
B useful phrases for making offers, reacting and making counter proposals

B ways of making language more diplomatic

Context | Read the extract below from a book on negotiating and answer these
questions.

1 In a negotiation, when someone doesn't agree with a suggestion and they put an
alternative forward instead, what is it called?

2 What sort ol language can soften a negative reaction?

R s e

At the proposal stage of a negotiation, delegates make proposals, react to them, and if they
don't agree with the suggestion made, they may offer a counter-proposal as an alternative,
When reacting to proposas, using diplomatic language such as ‘I'm afraid that's not really
what we had in mind' instead of 'Neo, that's not good enough'’ can help you sound less direct
or negative, This can promote a good working relationship between you and your business
partner; and is more likely to lead to a successful outcome in the negotiation,

e e e e e

2 What do you think? Do you find making proposals more difficult than
responding to proposals? Why (not)?

Presentation | a n 3.1 Listen to a negotiation between a departmental boss and his
Making and responding staff. Which grouping of teams represents the boss’s original proposal?
to proposals

Grouping A

Project 1 Project 2 Project 3

John Regina Thomas Helga Paul Helga
Grouping B
Project 1 Project 2 Project 3

Jehn Thomas Helga Paul Paul

m 3 Making proposals




b Which grouping represents the final decision?

Grouping A

P 3

Project 1 Project 2 Project 3

4 X

Thomas Paul Helga Paul John
Grouping B
Project 1 Project 2 Project 3

12 22 21

John Paul Helga Paul Thomas

2 n 3.1 Listen again and complete the discussion.

Boss

Helga
John

Boss

Paul
John

Boss

So. in the meantime, ! John moves from his current project and works
with Thomas. Helga, 2 you stay where you are — Paul can help out if
need be, as he knows that client, [...|

e to me.

#___ moving from my project. I know it's nearly finished, but I propose
that I see it through to the end. 3 ~ Thomas work on his own for a while
instead?

Hm. 6 bul the project Thomas is working on is worth $250,000,
whereas yours is only $30.000.s0 7 to have just one person on that
project. 8 __ for Paul to work with Thomas and you, John, take on the
new contract just in.

9

10

Everyone clse?

Helga/Thomas ''__ |

Boss

Good, so that's settled, then ...

3 Look at the phrases below. Choose the correct heading from the box for
each group of phrases.

Making proposals  Accepting proposals  Rejecting proposals
Making counter-proposals

1 2 3 4
[ think that meets Sorry. but I'm not Instead of ..., My proposal is to
our requirements. | really sure about how about... ?
That sounds that. Rather than ..., Our idea is that
acceptable. That's not quite we might be able WE ...

whal we had in ¢ ’

mind.

I'm afraid I'm not

convinced by that.,

3 Making proposals m



Diplomatic language 4 Find phrases in the transcript for audio 3.1 (page 58) that mean the same as
2 these sentences.

1 It's a bad idea for me to move from my project.
2 1 know you don't like that.

3 It's impossible having just one person on that project.

b Diplomatic languags : 5 Match the direct phrases (1-4) with their more diplomatic equivalents (a—d).
uses not + positive wer £

rather than the negafive 1 That's totally unacceptable a I'm afraid I can’t really agree to that.
word _of Thzds?fm:ses S - 2 Icannot agree to that. b I'm not sure that idea is realistic.
?:,?;L:“%;G; m sorry 10 ¢+ 3 Thatis impossible! ¢ Tdon't think we can accept that.
start a senfence. 4 That's a stupid ideal d I'm sorry, but that's not really a possibility.
IR prapReTes

6 Complete these sentences with the phrases in the box.

moving propose suggest that we stay

1 I'd like to propose that in this team.

2 We you move to another department.
3 I'dliketo  staying in this leam.
4 We suggest to another department.

Pronunciation 7 ﬂ 3.2 Listen and match the phrases (|1-5) with the correct stress
patterns (a-e).

: 1 I propose that you stay in this team. d ce@er@ee@

T:\p \.1:.22:6 the form of H 2 We suggest postponing the project, bh ~@-@:@ase

Lf:;posefsuggesf* that* 3 lcan'tagree to that, I'm afraid. C @rec@ee@e

(verb phrase): + 4 (=ing) E; 4 Could we delay the start date instead? d se@:@:c@
P mpose}suggimﬂmv._:W © 5 Yes, we can accept those conditions, € B:e@:00:9

s P

Practice | n 3.3 Listen and respond to the proposals. Use the prompts below telling
Making and responding you whether to accept, offer a counter-proposal or reject the offer.
to proposals

Reaction Reason
1 Accept Owen has experience.
2 Reject Cause too much disruption.

3 Reject Didn't work last time,
Offer counter-proposal Promote one of team members as
development opportunity.

4 Accept They work well together.

m 3 Making proposals




Complete these sentences with suitable expressions.
I'd like to propose that ...

My colleagues and I suggest ...

We propose ...

Having considered your proposals, my boss suggests ...

Ul He =

Last time we met, we proposed that ...

Lnd

Diplomatic language Make these sentences more diplomatic.

That's out of the question.

I can't accept that.
That's not good enough!

H o b =

That’s [ar too expensive,

(¥)]

Your delivery times are extremely slow.

Pronunciation 4 a Mark the stress on these sentences.

1 We suggest starting again.
2 1propose forming a new team.
3 We suggest asking our customers what they want.
' Although there are 4 [ propose that we do some research first.
:‘f-iizzd patterns of 5 I'm afraid that's not really acceptable.
sentence 5::‘;2;;?31 5 6 How about using a new supplier?
i?;tc:‘:;‘ :g:n'd'individuu‘ 7 That's a good idea!

king styles.
Bpecid b ﬂ 3.4 Say the sentences aloud, then listen to check your pronunciation.

Consolidation | Thinkofa negotiation you will take part in soon. Note some possible
proposals that you might use yourself or hear your counterpart use. Make
notes on the worksheet on page 48.

(]

Prepare what you will say to make and respond to the proposals, expanding
on the notes you made on the worksheet. Speak aloud.

[#¥]

After the negotiation, take a few moments to reflect on it:

Did you make your proposals effectively and did you respond well?

Did you use diplomatic language?

What would you do differently next time? Why / Why not?
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Reference

Useful phrases Vocabulary
Making proposals Team organization
My proposal is to ... to agree
Our idea is that we ... client
I'd like to propose that ... contract
My suggestion is .., counter-proposal
Accepting proposals castomer
to delay the start date

I think that meets our requirements.

That sounds acceptable. todoresearch

Thot sonnds tostonubly. to move from one project Lo another

[ can accept that. tapestpone & projdce

Pisie project
= ' project leader
ejectin osals
! £ P project management
Sorry. but I'm not really sure about that.
proposal
That's not quite what we had in mind. 3
to reorganize the team
I'm afraid I'm not convinced by that. :
to see a project through
I'm afraid [ have some reservations aboul

that: to take a contract on

team
Offering counte osals
fering : i 2 to work with someone
Instead of ..., how about ... ?
Rather than ..., we might be able to ...
Could ... instead?

Perhaps a better idea would be to ...

Study suggestion

Use cards to note useful phrases and possibly take them into the negotiation with you to
help you to remember.You could use different-colour cards for different functions, or for
more diplomatic phrases.You can also mark the word stress on the phrases.
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Review
Skills Complete this paragraph about making proposals with suitable words.

If you don't agree with your business partner's proposal, youcan Ir  itand
offer a 2c -p . but it could be advisable to be 3d_ in so doing.
Your business partner mightthen*a__ your proposal.

Useful phrases | Write suitable phrases under the correct heading. Try to use diplomatic
language where appropriate.

! 4o kfﬂ% ‘ Accepting Reiecting Making counter
proposals } . i proposals

Y
L

:
j

/\

\J

o

S e

// f
\
:

-\.

R

> - -m\\ : = mx\\ \ /
/

/
\ “““m%___ = / ¥f \ /

2 Write the correct form of the verb in brackets.

1 Weproposethat __ (outsource) the project will reduce costs.
2 I'dliketosuggest  (delay) the start of the project.
3 Ipropose _ (change) the team leader.

4 We suggest __ (reorganize) the team.

Vocabulary Can you guess the words from their definitions?

To move the date when a project begins to a later date

A person who organizes a project team and takes control

1

2

3 To complete a project

4 To change the members of a team or their roles within it
5

To put forward a suggestion

6 To put forward an alternative suggestion

Pronunciation ﬂ 3.4 Listen again to audio 3.4 and repeat the sentences, paying attention
to the stress patterns.
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Reaching agreement

THIS UNIT LOOKS AT:
B persuading and bargaining
E listening skills

® useful phrases for checking and clarifying, and giving reassurance

Context n 4.1 Listen to an experienced negotiator speak about reaching
agreement. Make notes on what he says about influencing people under the
headings given.

® persuading
e listening
® checldng and clarffymg

® diving reassurance




Presentation
Reaching agreement

Read the e-mail below from the Head of Communications to the
management of Imagewise, a large PR agency, concerning the proposed
move to new offices. Which of the following are mentioned?

Need a quiet working environment u

Need catering facilities D
Need new computing equipment D
Need a lot of storage space D
Need additional lighting Ij

From: Tita Aiguillar, Head of Communications
To: Terry Norton, Head of Estates

Date: 23 November

Subj.: Office move

Following the announcement to move the Communications Team to new open-
plan offices, | would like to raise the following requests on behalf of our
members.

| know you'll agree that our productivity relies on being able to work in a quiet
environment. Also, I'm sure you'll appreciate that we require plenty of storage
space. Our members are used to working in small, individual offices, and many
have collected a great deal of paperwork over time.

If you can guarantee that quiet rooms will be made available for our members
to use as and when they want, then we will accept the proposal for open-plan
office space. Also, provided that additional storage is made available at the
end of the floor for the team as a whole, then we could accept having a
smaller cupboard by each desk, as proposed.

Regards

Tita

2 ﬂ 4.2 Listen to part of a negotiation between Tita Aiguillar and Terry

Norton, who is overseeing the move to open-plan offices at Imagewise.
Put the words in the box into the gaps to complete a summary of the
negotiation.

almost every day avoid disturbing colleagues
phone lines and Internet access the archive

Titaasksfor! _ in all rooms. This means members of staff can 2
alsoasksforanareafor3 __  Employees need access to it 4

4 Reaching agreement



Tip Skills and phrases

in i |
used in infernd
negotiafions can also be

used in external ones.

3 n 4.2 Read the e-mail on page 27 and listen to the negotiation again.
Complete these phrases.

Bargaining

— B iakuianiac it

1 If you

quiet rooms will be made available, then we will __
Mﬁ open-plan office space,

for
2 additional storage is made available, accept having a smaller
cupboard.
3 put in phone lines and Internet access to all rooms, _____useanyasa
meeting room.
4 provide additional storage somewhere on the floor, then to
a manage with a small cupboard.
. e of the >
Tip Note the us | Persuading
conditionals when ¢ o _ _ _ ;
bargaining. The first } 5 ITknow our productivity relies on being able to work in a quiet
conditional suggeST-’; 5 environment.
: e red § ; : ;
*he'"fzb'f. :Ym:; csecond § 6 I'msure we require plenty of storage space.
poss! t.l i ts the ",
condl‘nonf_ﬂ sugges ! Giving reassurance
outcome is less likely. §
(See page 61 for ¢ 7 lcan the number of rooms required is no different to the agreed plans.
forming conditionals.) 3-.5 Wil 0
TP
. .:r?‘?'ﬁm‘

vour department has the standard amount of storage.

4 Match the sentence halves.
1 If small desks are provided,

a il lifts and ramps were provided.
2 If the width of the aisle were reduced,

b we could use the it as a hot-desk

dreaqd,
Tip It is advisable to

give the condition
before the of fer
pecause Your
counterpart will have to
wait to hear what you
have To say rather than
interrupting.

3 Members of stall located on the ground

¢ we will need extra surfaces for laying
floor will be disadvantaged

oul our designs,

RO

4 Provided that overhead lighting is d it would be a fire hazard.
sufficient in the corner,

5 Disabled members ol stall and visitors

e il all the meeting rooms are located
would have easy access throughout on the first floor only.
the building

rr

|

W.‘Mm .

Listening skills 5 ﬂ 4.3 Listen again to the second part of the negotiation between Tita,

Head of Communications, and Terry, Head of Estates. Are these statements
| true or false?

Tip Learn to read | :
befween T'r\e-r_! i"‘zs - sI True False

; t Friaay
gig};f?:jogs not 1 Terry agrees to give the Communications Team more storage. D D

ea :
necessarily mean I i I 2 Terry gives a clear yes—no answer.
meet Friday’s deadline.

-
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Pronunciation 6 n 4.4 Listen to the following extract from the negotiation. Mark where it

£
Tip When speaking, ;
na?rive speakers often 3
run sounds and words %
together. “:‘;

Checking and clarifying

Practice

Bargaining

sounds as though the words run together.

a member of stall may need to phone a colleague abroad, which will take a long time. s
they could use the telephone in the room instead of at their desk, to avoid disturbing

their colleagues.

7 Read the transcript of the negotiation (audio 4.2 on page 59). Underline the

phrases used for clarifying and checking. These can be used to check you
have understood properly.

| Put this e-mail into the correct order.

a  am sure you understand that our research scientists need a quiet
and clean environment

b I am writing with reference to the construction of the new research laboratory. |

¢ Ifyou can guarantee that dust will be dampened and that noise will be kept
to a minimum,

d  in which to work.While we are looking forward to moving into new laboratories,
e then we will be able to continue our work. If you cannot guarantee this,

[ we need reassurance from you that the building works will cause as
little disruption as possible.

g we will have to reconsider the works schedule.

2 Complete the negotiation extracts below using these phrases.

can Ifyou Ifyou can guarantee that provided
then we will accept the proposal we could

We need to be able to rely on our suppliers. ! _ shipping the computer hard

drives from your factory in Eastern Europe is not going to delay the opening of our new
office, 2

We need to be sure of high quality. 3 that you can supply reliable computer
components, _ consider placing an order with you.

include a two-year warranty for each item, we 6 sign the contract.
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Complete the sentences below with the verbs from the box.

can start continue moved shared willbecome would use

Persuading and giving 4
reassurance

Listening skills 5

b

4 Reaching agreement

Ifwe ___ from an open-plan area to individual offices, we would need morc
floor space, which would be too expensive.

If management _ our open-plan area, they would realize how noisy and
consequently unproductive it can be.

If the packing crates are delivered next week, we _ emptying our cupboards
for the move the [ollowing week.

Staff restless il the office move is postponed again. They were [rustrated by
the initial delay.

More people  public transport when travelling to and from work il bus stops

were located nearby,

If a hot-desk area is provided, staff can _ to work while their computers are
set up at their new desks.

Look at the cards at the top of page 49. Respond to each of the situations on
them.

n 4.5 Listen to these statements. What does the speaker really mean?

a Dust and noise will delinitely be minimized.
b Dust and noise might be minimized.

a Research work definitely won't be delayed.
b Research work hopefully won't be delayed.

a Staff will definitely have the amount of storage space they need.

o000

b Staff should have the amount of storage space they need.




& a Read these sentences aloud, running words and sounds together as you
think a native speaker might.

1 Tam not sure if I have understood you correctly.

2 Would it be correct to say that you do not need teleconferencing facilities in all the
meeting rooms:

3 Provided you can guarantee high-quality goods, T will accept vour offer.

b n 4.6 Listen and check your answers.

Checking and clarifying 7 a Look at the cards at the bottom of page 49. Put the phrases under the
correct heading cards.

b Practise saying them.

c ﬂ 4.7 Listen and use the phrases from the cards to clarify and respond.

Consolidation | Think of a negotiation you will take part in soon. Make some notes on the
worksheet on page 50 to help you when reaching agreement.

2 Practise what you will say in the negotiation, using the notes you made on
the worksheet. Speak aloud. Take care of and sounds/words that could run
together. Record yourself.

3 After the negotiation, take a few moments to reflect on it:

@ Did you reach agreement? Why? / Why not? How did it go?
® What would you do differently next time? Why? / Why not?
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Reference Useful phrases

Bargaining

If you can guarantee that ... , then we
will accept the proposal.

Provided that ... , then we could accept ...
If you ..., we could ...

If you can ..., then we are prepared to ...

Persuading
[ know you'll agree that ...

I'm sure you'll agree that ...

Giving reassurance
I can assure you that ...

You can be sure that ...

Checking you’ve understood correctly
I'm sorry, did you say ... ?

When you said ..., did you mean ... ¢
I'm sorry, I didn't catch that,

I'm not sure if T've understood you
correctly.

Showing understanding

Yes. I sce.

Right.

OK.

A-ha, ves.

Clarifying

No, not exactly.

That's nol really what I meant.

What I wanted to say was ...

Vocabulary

Office relocation
aisle

clean environment
construction work
desk

disruption

dust

hot-desk area
individual office
meeting room

to move

noise

olfice space
overhead lighting
phone line

plans

quict room
research laboratory
storage space

surface

sounds and words together. Try to imitate them.

Study suggestion  Watch English films with subtitles and listen to the way in which native speakers run
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Review
Skills

Useful phrases

Vocabulary

Pronunciation

Write some tips for reaching agreement. Use the following headings:
persuading, listening, checking and clarifying, giving reassurance.

Unjumble these phrases,

1 correctly. /il / I'm / I've / not / sure / understood / you

14®]

agree to / disturbance / is / minimal, / next month. / Provided / starting / that / the
work / we

3 agree/1/know /that .../ you'll

4 assure/can/I/that.../vou

2 Write the correct form of the verb in brackets to complete these sentences.

1 If you can guarantee quick delivery, we _______ (order) 20,000 units.

2 If building work started next month, production _ (be delayed) and we might
lose the contract.

3 Newlighting  (beinstalled) if the existing lighting didn’t meet Health and
Safety requirements.

4 Productivity _ (drop) in summer if we don't have air conditioning,

Complete the crossword with vocabulary relating to negotiating an office
move.

6

Across

=

the intended layout of an office
2 cupboard space

place where meetings can be held

1

6 to cause disruption

Down
1 _ thatyoudeliver on lime, we can accept.
3 Disabled staff need easy __ to their desks.

4 a level in an office building

n 4.3 Mark on the transcript for audio 4.3 (page 59) the sounds and words
that you think run together. Then listen again to audio 4.3 and check your
answer.
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Involving others

THIS UNIT LOOKS AT:
B working as part of a negotiating team

B useful phrases for taking turns and keeping people informed

B useful phrases for asking and answering questions, and making
spontaneous decisions

Context Make notes on these questions.
1 What is your experience of negotiating as part of a team?

2 What are the advantages of negotiating in a team? Are there any disadvantages?
J

3 What do you think makes an effective negotiating team?

4 In what situations might it be useful to involve other people in a negotiation? At what
stage of the negotiation?

Presentation | n 5.1 You will hear members of the Communications Department at

Logitel, an international logistics company, having a teleconference. Listen

and decide if these statements are true or false.
Tip DUI‘“f""‘g ance i can 1 Three people are taking part in the negotiation.
teleconference,
be helpful fo address

2 Anna is leading the negotiation.
other people bY name 1o

avoid confusion.

ot
%".,;qmwréf— i

3 The London team will manage the production of the annual report this year.

L-O0-G-I'T-E-L

5
i

Bp—— T s -
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Taking turns 2 n 5.1 Read these phrases for involving others in the negotiation. Listen
again and tick those you hear the speakers use.

1 ....what do vou think?

2 Let'sask ... (about that).

3 Would you like to ask anything else?
4 TI'll have to check with ...
5

Perhaps vou could answer that, ...

T

I'd now like to ask ... to speak (about that).

|

..., do you have anything to add?

oo

... » could you say something (about that)?

(Vo)

I'm sure you'll all agree.
1

i

) AsI'm sure you all know, ...

] I .

Questions and answers 3 a To get information from the other people you are negotiating with, you
can ask open questions such as those below (1-4). For each one, give the
function (a-d) of the answer.

ions
Ti Opgn que.s‘l"-of'l
us?ml'.y start How ""”C:' 3
How, What, When, Who. t

::Zﬁ;wﬂ; i
3 . . ’ d

1 Q But why should we do that?
A I'm glad you asked that.

delaying/avoiding giving a direct answer

o &

giving a vague answer

=

reacting positively to a negative question

referring a question to someone else

2 O How much is each container:?
A Around €500, I'd say. D

3 0 Can you tell us more about your relocation plans?
A I'm alraid I'd have to ask Bill. D

4 O Could you say exactly how much that would cost?
A I'd like to come to that later. D

Tip To avoid asking
questions that appear
to0 direct/rude, you can
say Can/ Could you tell

me.?

4 b Look through the transcript for audio 5.1 (page 61) and find examples of
M open questions to complete these prompts.

1 What'sthe...?

B sl

L9}

Could you tell us ... ?
3 Who needs ... ¢

Pronunciation 4 ﬂ 5.2 Listen to the way the speaker’s voice rises and falls in each of these
questions. Now practise asking the questions, making your voice rise and fall
in the same way.
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Spontaneous decisions

Keeping people
informed

Practice
Taking turns and keeping
people informed

Questions and answers

Spontaneous decisions

m 5 Involving others
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Look at these phrases for making spontaneous decisions. Now find examples
of spontaneous decisions in the transcript for audio 5.1 (page 61).

I'm really tired. I think I'll take a break.
Ican't do this on my own, I'll have to call my boss for some advice.
I've made a decision. I'm going to book the appointment now.

We've almost finished. I think I'm going to go home a bit earlier tonight.

Rearrange the words to find phrases to keep people informed. Which of
them are used in audio 5.1?

a / down. / I/ Just / minute / note / that / while

bear / find / happened. / 1 / me / out / Please / what's / while / with

a / e-mail. / Excuse / 1 / me / quick / send / while

All but one of these phrases contain errors. Find and correct them.

Perhaps you could to answer that question, Sandra?

Let ask Alexis about the plans.

I will have to check with my boss.

Could you sayving something about the planning stage, Siobhan?
I'm sure you'll all be agree that it's a good idea.

Please bear me while I make a quick phone call.

Just a minute I consull a colleague.

Would you like ask anything else?

a What would you say in response to these questions? Follow the prompts.
What is the deadline for getting the delivery to you?

(Give vague answer.)

So, why should I place an order with you and not another stationery company?
(You are nervous and can’t think what to say. Reler to someone else.)

Why are you just offering us just 10 per cent off? As a valued customer, we expect a
lot more than that.

(React positively. )
Could you tell me when you will be making a decision?

(Avoid giving a direct answer.)

b n 5.3 Listen to some example answers.

Make some spontaneous decisions in response to these prompts.

Ireally need some help setting up this database.

Is anvone going near the station after our negotiation? | need to get there by 5.30 at
the latest.

3 We could really do with advice from someone from the senior management team.

You don't look very well — are you sure you still want to take part in the negotiation?




4 In preparation for your next negotiation, make a list of questions that the
other party could ask you. Then practise answering these questions.

Question Answer

Consolidation | Think of a negotiation you have recently taken part in.

@ Did you negotiate alone? as part of a team?

e What was your role?

2 Think of a negotiation you are going to take part in. Use the checklist on
page 51 to help you prepare.

3 After the negotiation, take a few minutes to reflect on it - what went well,
what didn’t go so well and so on.

5 Involving others




Reference

Useful phrases

Taking turns

..., what do you think?

Let's ask ... (about that).

... » would vou like to say something?
I'll have to check with ...

... » perhaps you could answer thal.

I'd now like to ask ... to speak (about
that).

... . do you have anything to add:?

..., could you say something (about that).

I'm sure you'll all agree ...

As I'm sure you all know, ...

Making decisions
(I think) 'l / T will ...
(I think) I'm going to / | am going to ...

Asking and answering questions
Can you tell me / say ... 7
Could you tell me / say ... ?

That's an interesting question / a good
point.

I'm afraid I'll have to ask ...
Around/About (€345), I'd say.

That depends.

1'd like to come to / talk about that later.

Keeping people informed
Just a minute while I note that down.

Please bear with me while I find out
whalt's happened.

Excuse me while T send a quick e-mail.

Vocabulary

Projects

to agree (schedules)
to brief someone

CEO

to confirm a deadline
(to deliver) a consignment
deadline

(to make) a deal

to draw up (a list)
effective

expertise

to make notes

to monitor discussions
to note down

one-ofl (event)
oulcomes

(joint) project

to sign a contract
skills

to take the lead

Study suggestion

Ask a colleague to ask you the questions you wrote down in Consolidation and practise
giving the answers. Record yourself. Afterwards, think about how confident you sounded,

how fluent, etc.
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Review
Skills Do you agree or disagree with these statements? Give your reasons.

1 It's always better to negotiate face Lo face than on the phone, etc.

2 It's always better to negotiate one to one than in a team.

Useful phrases Note down some useful phrases under these headings. Then check your
answers in the Reference section.

Keeping people

Taking turns Making decisions informed

Vocabulary Match the pairs as they are used in the unit. Then check your answers in the
Reference section.

1 tomake a schedules
2 1osign b adeal

3 toagree c alist

4 totake d acontract
5 to brief e someone

6 todraw up f thelead

Pronunciation Write six open questions you could use in a negotiation. Practise saying these
aloud, paying attention to how your voice rises; perhaps record yourself.

How ...
When ...
Where ...

i

2

3

4 Can you tell me ...
5 Could you tell me ...
6

Who ...
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Concluding the deal

THIS UNIT LOOKS AT:
B ending a negotiation effectively
B useful phrases for summarizing and confirming agreement

B useful phrases for outlining future action and thanking/saying goodbye

Context

Tip A written summary E
canbe a useful record

of all the points

discussed.

VY :

Tip End the negotiation
on a positive nofe by
ing in small alk.

m é Concluding the deal

I Think of a recent negotiation you have (or someone you know has) been
involved in.

® What was the outcome of the negotiation:

@ Were all the key points covered during the negotiation?
e Did vou agree to discuss any other issues at a later date?
L

Did one ol the parties summarize what was agreed (e.g. at the end of the negotiation
or in a written follow-up)?

@ Were there any misunderstandings? If so, were these related to languager cultural
differences? different assumptions/agendas? communication styles?

What future action(s) did each party agree to do following the negotiation?

i~

Look these tips for ending a negotiation effectively. Do you agree with the
advice? What other advice would you give?

® Summarize all the points that you
have discussed.

@ Confirm what has been agreed.

@ Qutline future actions — who will
do what, by when, etc.

® Thank everyone for taking part
and say goodbye.,




Presentation | n 6.1 Emily Schmidt, a conference organizer, is coming to the end of her
negotiation with a soft-drinks supplier. Listen and decide if these statements

are true or false.
True False
1 Emily has ordered over 400 bottles of mineral waler. D D
2 The supplier will deliver the order to the conference venue. D D
3 Emily will pay the supplier by the end of the month. D D
4 Emily and the supplier still need to discuss the details of

the delivery:. D D

ﬂ 6.1 Here are some useful phrases for concluding a negotiation. Listen
again and tick which phrase in each pair is used.

[ =]

Concluding a negotiation

1 a PerhapsI could just summarize what we've agreed?
b Can I just go over what we've agreed?
Do you have anything to add?

a
b Have I missed anything out?

o%)
)

One point we need to agree is a suitable delivery time.

=

As agreed, we will contact you about a suitable delivery time.
4 a Ilook forward to speaking to you again then. Bye,

b Thank you —and goodbye.

LO0D0000)

3 a Put the phrases from Exercise 2 in the correct place in the table.
Confirmi |
- syt S Qutlining future Thanking/
Summarizing agreement / e Sayine coodbye
Responding il ¢

b Put the cards on page 52 into pairs to find more phrases. Add these to the

Tip You can use will and table above.

i tline
oing to to ou
?uTure. action, e.g. As
agreed, you will send a
written summary-

& Concluding the deal “



Pronunciation

Practice
Concluding a negotiation

Confirmation e-mail

4

n 6.2 Listen to some of the sentences from audio 6.1. Mark the word(s)
that are stressed in each sentence.

1 You're going to supply us with 100 bottles of still and 200 bottles of sparkling water.

The total cost to us will be £456.

We have agreed to pay in [ull within 25 working days.

a Match the sentence halves.

Are you happy a agreer
2 Do we need to b anything to add?
3 Do you have ¢ discuss anything else?
4 Do you d missed anything out?
5 Havel e with that?

= e a

wn

3

b Look at the phrases for responding in the Reference section (page 44).
Practise saying them to respond to the questions above.

c ﬂ 6.3 Listen to some examples.

Put the words into the correct order to make useful phrases for concluding
a negotiation,.

agreed, / could / 1/ just / Perhaps / summarize / we've / what

everything. / for / Thank / you

anvthing / discuss / Do / else? / need / to / we

a/ agreed, / As / send / summary. / We / will / written / you

discussed. / just / Let's / recap / we've / what

forward / [/ look / next / speaking / to / to / week. / you

Some of the underlined phrases in the e-mail contain errors. Find and
correct them.

To: Andrew Drummond
From: Kate McKay
Subject: Conference invitations

It was good to speak to you yesterday. I'd just like to go what we agreed.

2 Sum up, 3 you are going to deliver five boxes of the conference invitations

currently stored in your warehouse (code: 4543643B) to each of the three
addresses below by 14 April.
4 As agreed, you will charge us a total of €65 - that is: two deliveries to

Dublin @ €15 each and one delivery to Manchester @ £35. > Are you agree?




Prenunciation
Tip To avoid i‘
misunders‘mndmgs, = ;’
stress key words (dates, t

le

times, places, people,
etc.) during ne.go‘rla‘nﬁns. 6
perhaps of fer 'rg spe :
ny unusual words. E
any |

i

AN

AL,
-_u{.?’-\“-'-"."“:'f“"—‘ S

Consolidation

4 a Put the sentences into the correct order to reconstruct the end of a
negotiation.

a  Yes, that’s right. And you're going to send me the addresses.
b Can | just summarize what we've agreed?

Good idea. Go ahead.

(]

d  You're going to reprint 12,000 copies of our annual report, 10,000 of which

you will mail out by 2 July, with the remainder going to our Warsaw office.
Are you happy with that?

(]

No problem. | lock forward to speaking to you tomorrow.

Yes, | will — but I'll need to speak to our Marketing Department first.
Can | call you tomorrow?

g  Great.Thanks for your patience. Bye.
b ﬂ 6.4 Listen and check your answers.

5a ﬂ 6.5 Listen to an extract from the dialogue in Exercise 4. Which
words are stressed? Mark the transcript on page 63.

b Practise saying the phrases you heard, using the transcript.

I Think of a negotiation you have recently taken part in.

® Were vou happy with the agreement mader

@ Did you summarize the main points of the agreement at the end?
e Did you conlirm any action points — who does what, when, etc.?

e What would you have done differently?

2 Now think of a future negotiation you need to take part in. Note down some
phrases you plan to use.

3 After the negotiation, take a few moments to reflect on it and complete the
checklist on page 53.

4 Write an e-mail to the other party summarizing the agreement(s) made.

& Concluding the deal n



Reference Useful phrases

Summarizing
Perhaps I could just ... ?
I'd just like to ...

Can | just go over / summarize (what
we've agreed)?

Let's just recap / go through (what we've
discussed).

To sum up/recap, ...

Confirming agreement

Do you agree?

Do vou have anything to add?

Have I missed anything out?

Do we need to discuss anything else?
Are you happy with that?

Please (could you) tell me if (I have
missed anything out).

Responding

That's right/line,

Agreed. / L agree,

I think that's everything/all.

I think we've/you've covered everything.

Outlining future action

So (we've agreed) you're going to /
vou will ...

As agreed, we will / are goingto ..,
You've agreed to ...

One point we still need to agreeis ..,

Thanking | Saying goodbye
Thank you / Thanks very much
(everyone lor your time).

Would you like a coffee (belore vou
leave)?

Goodbye. [ look forward to speaking to
vou (next week).

Vocabulary

Logistics

Lo agree/agreement

Lo confirm/confirmation
to deliver/delivery

goods

to invoice/invoice

lorry

to mail out

to order/order

to outline/outline

to pay (in full)/payment
to receive

to summarize/summary
to supply/supplier/supplies

within (five) working davs

Study suggestion Note down key phrases you might need in a future negotiation. Highlight {e.g. underline)
the words in each phrase that you will stress. For example: Can | just go over your quotes
for storing our merchandise and for distributing it.

m 6 Concluding the deal




Review
Skills. What four pieces of advice would you give a colleague about ending a
negotiation effectively?

Useful phrases | ﬂ 6.6 Listen to the end of a negotiation between a group of colleagues.
Choose the correct option.

1 The delivery service chosen is LMP Mail / Despatch-2-u / Go Places.
2 LMP Mail / Despatch-2-u / Go Places was too expensive,

3 LMP Mail / Despatch-2-u / Go Places didn't offer enough services.

2 ﬂ 6.6 Listen again. What phrases are used to do the following?

1 summarize 3 outline future action

2 confirm agreement 4 thank/say goodbye.

Vocabulary 1 Complete this table. Check your answers in the Reference section opposite.
Verb Noun
— | confirmation

1l S SR — —— = ~— | Ba
o summarize 2
3 £ agreement
to deliver | 4 .

e — — = ey .|
e . outline
to pay 6 -

1 Complete these phrases with the words in the box.
by in out out over to with with |
1 HavelImissed anything ¢
2 Are you happy that?
3 Canyoupleasepay _ theend of the month?
4 Can we go what we have agreed?
5 We need to mail copies this week.
6 Please could you pay _full.
7 Asagreed, youwillsupplyus _ the brochures by Friday.

8 I look forward speaking to you tomorrow.

Pronunciation a Look at the transcript for audio 6.7 (page 63). Which words in each sentence
would you stress?

b Practise saying the sentences.

c n 6.7 Listen and compare,

6 Conciuding the deal n



Resources

Note: The material on pages 46-5 3 may be photocopied lor use in class.

Unit |
Preparing fora | Preparing for a negotiation
negotiation
(Consolidation, Consider the following Notes
Exercise 1)

Your objectives (e.g. main/
secondary; points you are
prepared to give up/trade)

Your approach (e.g. negotiate
alone / with colleagues; the order
in which to bring up your points)

The other party (e.g. name, role,
company culture; what they
might want to achieve; possible
objections to your proposals,
compromises, shared interests)

Language you will need (e.g.
words/phrases, pronunciation)

m Resources from Negotiating by Susan Lowe and Lonise Pile © DEITA PUBLISHING 2007




Unit 2
Opening the negotiation
(Consolidation,

Exercise 1)

Opening the negotiation

Useful phrases

Welcoming/greetings and introductions

Small talk

Setting the agenda

Stating interests

Pronounciation tips

Useful vocabulary

from Negotiating by Susan Lowe and Louise Pile © DELTA PUBLISHING 2007

Resources



Unit 3 ;
Making proposals Making proposals

(Consolidation,
Exercise 1) Consider the following Notes

Your proposals:

Possible proposals your
counterpart will make:

Your reaction:

Your counter-proposals:

Diplomatic language:

Useful vocabulary:

m Resources from Negotiating by Susan Lowe and Louise Pile © DELTA PUBLISHING 2007




Unit 4

Persuading and giving
reassurance
(Practice, Exercise 4)

1 [ need to know that
construction work
will not disturb my
employees.

5 How can I reassure
my staff that they
will have enough
desk space for the
work that they do?
They have heard
that the new desks
will be smaller than
their current ones.

2 Production cannot
be disrupted. Can
you guarantee to
have the spare parts
for the broken
machine to me by
the end of the week?

6 We need meeting
rooms with large
screens for video-
conferencing
sessions. I'm not
convinced this
requirement went
into the

Unit 4
Checking and clarifying
(Practice, Exercise 7)

Checking
you've understood
correctly
['m sorry, did you
say ... s

That'’s not really
what I meant.

I'm sorry, I didn’t
catch that.

I'm not sure if
I've understood you
correctly.

3 Your company
didn’t supply
suitable goods last
month. Can you
assure me that
quality of the next
batch will be better?

7 How can I be sure
you will deliver on
time? You have
been consistently
late in the past.

specification.

i Clarifying
understanding

Yes, L see; Right

What I wanted to
say was ...

When you said ... ,
did you mean ... ?

4 Health and Safetv
standards have to be !
met. Is the lighting
adequate in this
office?

8 Your company is
new on the
international
market, How do |
know that you will
give me the service
I need?

.........................

['m afraid I didn’t
catch what you said.

Well, to be more
PEECISE, .

he—————

from Negotiating by Susan Lowe and Louise Pile © nuita prsrissinG 2007

------------------------

Resources m



Unit 4 )
Reaching agreement Reaching agreement

(Consolidation,
Exercise 1) Useful phrases

Clarifying

Bargaining

Persuading

Reassuring

Pronounciation tips

Useful vocabulary

50 Resources [rom Negotiating by Susan Lowe and Louisé Pile © DELTA PUBLISHING 2007




Unit 5
Checklist Negotiation checklist: preparation

(Consolidation,
Exercise 2) Are you going to negotiate:
® On your own?

e as part ol a team?

What is your role in the team?

What are other people’s roles?

What preparation do you need to do:
e alone’
e together?

Who will be involved at what
stage of the negotiation?

Any phrases/vocabulary you will
need

from Negotiating by Susan Lowe and Louise Pile © DELTA PUBLISHING 2007 Resources m



Unit 6

Concluding a negotiation
(Presentation,
Exercise 3b)

a coffee before
you leave?
what we've
agreed.

covered
everything.

No, I think

_________________________ L e o o

discuss
anything else?
we will deliver
tomorrow.
tosend us a
written summary.

------------------------

from Negotiating by Susan Lowe and Louise Pile © DELTA PUBLISHING 2007




Unit 6
checdist | Negotiation checklist: summary
(Consolidation,
Exercise 3) | Did you reach an agreement both parties were happy with:

Have you confirmed the terms of the agreement in writing?

Have you checked your understanding of the agreement?

Are there any points still to be agreed?

Notes:

from Negotiating by Susan Lowe and Louise Pile © pELTA PUBLISHING 2007 Resources m



Transcripts and answer keys

Needs analysis

Suggested answers

1

Have clear goals

Be aware of your counterpart's goals
Develop rapport and trust

Explore common ground

Be tlexible and open to alternatives

Be self-confident and persuasive

Avoid conflict and tension

Remain positive

Be clear about what stage of the negotiation you are
at (e.g. vou are about to make a proposal)
Give reasons for your arguments
Summarize and test understanding

Ask questions

Avoid immediate responses and reactions

2/3

Preparation

assess and prioritize objectives; consider targets;
form opinions and reasons

Discussion

establish rapport; small talk; state interests;
show respect

Proposals

malke offers; react to proposals; make counter-
proposals, be diplomatic

Bargaining

check and clarify; listen between the lines:

ask questions: persuade; give reassurance
Conclusion

summarize: confirm agreement; outline future
action; say goodbye

Unit |

Transcripts

1.1

Fiona Matrix Housing. Fiona Woodhouse speaking.

Manolo Oh hello. This is Manolo Garcia Puente calling

F

How can | help?

from Design Express. Thank you for asking us to
quote for designing your newsletter. Based on the
specification you gave, that'll be £75 per page —so,
£600 per issue.

£75 a page? That sounds rather alot ... but then |
don’'t know much about design costs these days ...

M [ assure you you'll not lind a cheaper quote elsewhere

— we e very professional and extremely competitive.

H Transcripts and answer keys

F

Hmm ... I can't really compare, as I haven't asked
anyone else for a quote — but it is more than we can
afford. Um ... perhaps vou'd like to reconsider your
price — or offer a discount, as it's the first issue and
everything.

M A discount? We don't usually ofler discounts, I'm

afraid.

Well, we urgently need the newsletter designed, so
we'll pay the £600 this time, but I'm afraid we won't
be able to use your services in the future.

M Oh, I see. Well, I'm sorry you feel that way, but ...

1.2
A You know Kempsters, the large building company in

Walkefield? Well, they asked us lor a quote for pine
flooring for the hallways in the new office block
they're working on. I faxed the quote through
yesterday, and their buyer, Michelle Bruce, has just
called to see if we'd be prepared to lower our prices.
1 said I'd call her back ... I'm not sure what to say ...
I see. How much would the job be worth to us?

At least £25,000 for the flooring, I reckon, plus
delivery, labour costs, fittings and so on.

Wow! In that case, | think we should negotiate with
them.

I agree, but what do you think we should offer?

We could drop the price by 20p per metre, as that
would make us cheaper than Floors4u.

Hmm — I don’t think that's enough. Some of the
bigger retailers are charging just £16.50 a metre for
their stock pine flooring, I think we should reduce the
cost by a pound from £16.99 to £15.99, so that we're
more compelitive.

That sounds good to me. I think our main aim should
be to get the contract for the hallways, but remember
that Kempsters will need to get flooring for the office
space. too. If the negotiation is going well, you could
then try to get them to give us the contract for the
offices, too.

Good idea, but how?

Perhaps offer to give them a further discount, say 5%
off the total price, if they guarantee to buy all their
flooring from us for the new development. That way.
we get a lot more business, and they save themselves

money and the hassle of dealing with two suppliers.
Do you think their buyer would go with that?

Well, Michelle is their most experienced buyer, and
quite a demanding negotiator, so I've heard —she
might well say 5% isn't enough and ask for 20% -1
don't think we should go as high as that, because it
won't give us enough profits.

I agree. It might be better to go up to a maximum of
10%, but offer to fit the flooring for free if they
demand more.




A Hmm -1 can see your point, but il we fit it [or free
now, that could cause us problems in the future.

+ True... let's offer a maximum of 10% discount il we
get both contracts, but forget the [ree fittings. So, let
me just recap on what we'll offer ... we're going to
reduce the price by a pound ...

1.3

1 object / objection

2 negotiate / negotiation
3 agree/ agreement

4 prepare / preparation

1.4

A [ think we should reduce our charges so that we're
maore competitive.

+ [agree. We're far more expensive than other training
companies. But what do you think we should charge?

A We could ask for $60 per hour for standard courses.

+ That's a good idea, but what do vou think we should
do about our specialized programs?

A How do you leel about charging $100? They do take
longer to prepare ...

+ That sounds good to me. I'll let the rest of the team
know our decisions.

1.5
1 prefer 2enable 3 objection 4 negotiation
5 contract 6 compefitive 7 maintain

8 workload 9 budget 10 proposals

1.6

Karen Oh hi. Is that Pierre? Hello. This is Karen from
POR Consulting. I'm calling about the quote I sent
you last week for running communications skills
training.

Pierre Oh yes, of course.

K Ijust wondered if you'd made a decision about
suppliers.

P Yes, we have. I'm afraid you've been unsuccessful on
this occasion.

K Oh, I see. Can you give me a reason?

P Well, your prices were at least double that ol the
other suppliers.

K Oh well, never mind. Um ... goodbye,

Answer key

Context

2 1 Neither has prepared very well for the negotiation,
Fiona doesn't have very good knowledge about
design costs, but she could have tried to lind out
more, e.g. getling quotes from several different
suppliers, or asking colleagues lor advice.

Neither seems (o have set their objectives. There is
nothing to be gained from making a deal at all
costs — Fiona could have turned down the quote
and gone to someone else less expensive,

2 The negotiation is not very successful.
The supplier is not thinking flexibly or long term —
he could have given a discount for the first issue
and agreed a price to design the next
two/three/four, ete, issues of the magazine.
Fiona could have helped him see the long-term
view —it's the first issue and the first negotiation
they are having, but agreeing a price they are both
happy with for a number of years or issues would
save Fiona having to negotiate a new deal with a
new supplier each time — and the supplier would
have valuable long-term business.
Both have missed opportunities by not fully
understanding each other's needs or being open-
minded enough.

Presentation

1 1 (pine) flooring 2 Michelle Bruce. senior buyver
from Kempsters 3 to get their business providing
flooring for hallways 4 to get the business for
providing flooring for offices too 5 dropping their
price by 20p/£1 per metre; giving 5%/10% off the
total price if Kempsters buy all the flooring from
them; free fitting 6 Michelle might ask for 20% off
7 drop price to £15.99 per metre and offer a

P

maximum of 10% discount

2 Tthink we should ... , T agree, What do you think ... 7,
We could ... . I don't think ..., I think we should ... ,
That sounds good to me, I think ..., Good idea, Do you
think ... 7, Idon't think we should ... , I agree, It might
be ..., I can see your point

3 1 Ithink our main aim should be to get the contract

for the hallways

2 as that would make us cheaper than Floors4u, so
that we are more competitive, That way, we get a
lot more business, and they save themselves money
and the hassle of dealing with two suppliers,
because it won't give us enough prolits.

4 1 object / objection 3 agree / agreement

2 negoliate / negotiation 4 prepare / preparation

Practice
1 1le 2Ff 3a 4b 5é 6Gd
2'e.d, abfe

3 1 prefer; enable
4 main; as

2 as:because 3 sothat
5 That way

4 See transcript.

Review
Skills

2 Karen could have prepared her phone call more
effectively, by deciding what to say il Pierre rejected
their quote based on price. She could have worked out
realistic discounts to offer, or have tried to negotiate
on quality rather than just price, e.g. by stressing the
experience of her trainers, the luxurious facilities.
She could have also [ound out more about the rates
other organizations were offering, so as to be as
competitive as possible,

Transcripts and answer keys E



Useful phrases

1 Idon't think we should #e sign the contract.

2 How do you feel aboul negotiating on your own?

3 correct

4 What are your thoughts on lowering the price?

5 correct

6 Our main aim ought to be agreeing a realistic
schedule,

Vocabulary

| specification

5 charge(s)

2 to quote
6 to negotiate

3 agreement 4 to fit

Pronunciation

o agree/agreement
to aim/aim

to budget/budget

to charge/charges

competitive

discount

fee

to fit/fittings

issue

to negotiate/negotiation/negotiator
to lower (a price)
objective

to prepare/preparation
to quote/quote

to reduce (a price)
satisfactory
specilication

to succeed/success

Unit 2

Transcripts

2.1

Martin Stewart Good morning, ladies and
gentlemen, welcome to Leclerc Flectronics. My
name is Martin Stewart, and these are my
colleagues Valérie Dupont and Hubert Chevalier.

Emma Sadera Good morning and thank you. We're
happy to be here. I'm Emma Sadera, Head of Sales
al By Design. This is my assistant, Simon Clark.

MS Pleased to meet you, I hope vou had a good
journey.

ES Yes, the llight was fine, and just a slight delay on
the roads because of heavy traffic.

MS Have you been to Lyon before, Mr Clark?

Simon Clark No, this is my first visit, so I'm looking
forward to seeing some of the sights — il our

schedule allows it, of course. Oh, and call me
Simon, please.

H Transcripts and answer keys

Valérie Dupont Ah, you must make time to visit some
ol our restaurants — Lyon is famous for its cuisine,
yvou know.

MS Right, shall we get down to business? I suggest we
start by clarilying what is needed, and then we'll
see whether we can do business together. OK?

ES Fine

MS Well, I'm sure you're aware [rom our telephone
conversation and email exchange that Leclerc
Electronics is looking to expand into new markets.
We have a solid client base in France, Belgium,
Spain and Luxembourg, but we're hoping to open
up in the rest of Europe and possibly into the USA.
An important consideration for us is to portray the
correcl image — a good-quality electronics firm
with modern ideas and up-lo-date products. We
want a new image that will be recognized
internationally.

ES Right, By Design is keen to work with well-known
companies like Leclerc Electronics, butl we aim only
to accept contracts where we can be sure of
providing a top-quality service, which means we
need to have a detailed brief and one contact
person who remains the same throughout the
project.

MS That sounds reasonable. We should be able to
assign ...

2.2

1 Welcome o Sanicare Installations.

2 ['d like to welcome you all this morning.

3 Are you looking forward to seeing the Eiffel Tower?
4

QOur company is keen to work with upcoming
companies.

5 We need to decide the schedules by the end of the
week.

6 He's hoping to sign the contract as soon as possible.

el
’W

Perhaps we don't need to discuss that now.
No, I'm afraid we need to.

+

2 A I'mnot sure if you'd like to see some of the sights
while you are here.

Yes, I'd like to.

3 a Monsieur Rivot hasn't really got time Lo get
involved in this project.

+

+ That's a shame. as he's very keen to.

24

1 Welcome to Brightside Datasystems.

May I introduce myself, my name is Sarah Beecham.
This is my secretary, Tim Hunt.

Did you have a good journey?

("] I SR

Unfortunately, there was a problem with the {light —
we had to wait for two hours!

=

This is your first visit to Dubai, I believe.

7 I'mlooking forward to seeing some of the sights.



Answer key

Context
L 1h 2e 3a
3

4d 5S¢

Different cultures react in different ways. Some
cultures spend more time on small talk than other
cultures, and some preler to get down to business

more quickly. Setting and following a strict agenda is
important to some cultures, whereas others prefer to

be more flexible.

Presentation
1 1False 2False 3False 4True 5False
6 True
2lg 203K 2b 5e oad " 7Zh X' Y9a
185 S
3 Additional phrases are shown in italics.
Welcoming 1
Introducing 2
yourself/ These are my colleagues, Valerie
colleagues Dupont and Hubert Chevalier.
This is my assistant, Simon Clark.
Small talk 3.4
I'm looking forward to seeing some
of the sights.
Setting the S
agenda
Stating 8910, 1]
interests We have a solid client base in France.
We aim to only accept contracts
where we can be sure of providing a
top-quality service.
00 2 A Al S5l g T
5 a The pronunciation of the o in each te is short

because the word/sound is followed by another
word which takes the stress.

b The pronunciation of the o in each to islong
because the word to is the linal word of the
sentence and therelore carries the stress.

1 alto

W o = o W L S

wn

Practice

3This 4 have
6 visit/trip; believe

2 myself
5 delay/problem
understand/think

7 forward; seeing v

Note that only one version each of sentences 3. &

and 7 has been recorded (the most natural-

sounding version).
Shall we get down to business?

I suggest we start by clarilying the situation
We are looking to expand into new markets
An important consideration for us is to keep

existing customers.

We aim to develop business in the USA.

We are keen to maintain high quality.
We have a good reputation.

Our clients need (o give us a detailed briel.

Maynard Plc is currently looking to promote sales

in Europe.

Our Head of Marketing is launching a new

campaign this month.

Does your Director want a decision today?

6 Are you looking forward to visiting our city while

you are here this week?

Suggested answers

1
2

3 Let's begin by outlining the current situation.

This is my colleague, Elodie Hussain.
Is your hotel is comfortable?

4 We aim to launch our advertising campaign before

the summer.

5 We hope to see a rise in sales by the end of the vear.

Review
Useful phrases

1 See Reference section
2 1 hope
Yocabulary

2 have

INCREASING
BUSINESS

: __{Tage

Transcripts and answer leys

3is holding 4 Are you visiting



Unit 3

Transcripts

3.1

Boss Morning, John, Paul ... How are you both?

John Fine, thanks.

Paul Fine.

B

Hello, Helga. come in. Have you seen Thomas: Ah,
here he is,

Thomas Hello.

B

OK. thanks everyone for sparing some time

today for this meeting — I know you're all busy. I
wanted to get you all together to discuss your
workload. Since Regina lell, it's been difficult, I know.
The Human Resources Department have advertised
the vacancy, but it could take a couple of months to
have someone in place. So, in the meantime, I'd like to
propose that John moves from his current project and
works with Thomas. Helga, I suggest that you stay
where you are — Paul can help out il need be, as he
knows that client. Paul, I'd like vou to take on the

new contract that’s just come in.

Helga That sounds OK to me.

J

32

J
B

['m afraid [ have some reservations aboul moving
from my project. | know it's nearly linished, but I
propose that [ see it through to the end. Could
Thomas work on his own for a while instead?

Hm, | understand your concern, but the project
Thomas is working on is worth $250.000, whereas
yours is only $30.000, so I'm afraid it's not really
possible to have just one person on that project.
Perhaps a better idea would be for Paul to work with
Thomas and vou, John, take on the new contract just
in.

That sounds reasonable.

Yes, I can agree to that.

Everyone else?

H/T Fine.

Good, so that's settled. then. If you've got any specilic
concerns ...

3.2

1
2
3
4
5

I propose that you stay in this team.
We suggest postponing the project.

[ can't agree to that, I'm afraid.

Could we delay the start date instead?

Yes, we can accept those conditions.

3.3

1
2
3

B

My proposal is that Owen takes over as project leader.
We'd like to propose reorganizing the team.

Our proposal is to outsource management of the next
project.

I suggest that Sue and Matthew work together on the
design for this project.

m Transcripts and answer keys

3.4

1
2
%
+
5
6
7

We suggest starting again.

[ propose forming a new team.

We suggest asking our customers what they want.
I propose that we do some rescarch first.

I'm alraid that's not really acceptable.

How about using a new supplier?

That's a good idea!

Answer key

Context

1
2

1 a counter-proposal 2 diplomatic language

The answer will depend on you, but many people find
responding to proposals more difficult because you
need time to digest what has been offered and react

appropriately.

Presentation

1

~1 & w0

a Grouping B

b Grouping A

1 I'd like to propose that 2 I suggest that

3 That sounds OK 4 I'm afraid I have some

reservations about 5 Could 6 I understand

vour concern 7 I'm afraid it's not really possible

8 Perhaps a better idea would be 9 That sounds

reasonable 10 Yes, [ can agree to that 11 Fine

1 Accepting proposals 2 Rejecting proposals

3 Making counter-proposals 4 Making proposals

1 I'm alraid I have some reservations about moving
from my project.

2 lunderstand your concern.

3 I'm alraid it’s not really possible to have just one
person on that project.

lc¢ 2a 3d 4b

2 suggest that

2k del e

1 we stay
13 . 2d

3 propose 4 moving

Practice

1

2

Suggested answers

1 That sounds like a good idea. Owen has lots of
experience,

2 I'm afraid that's unacceptable. It would cause too
much disruption.

3 Lcan't agree to that, I'm afraid, as it didn't work
last time. Could we promote one of the team
members as a development opportunity instead:

4 Yes, I can agree to that, They work well together.

Suggested answers

1 I'd like to propose that we share the workload more
equally.

2 My colleagues and [ suggest holding an update
meeting cach week.

3 We propose delaying the start date by one month.

4 Having considered your proposals, my boss
suggests we accept your offer.




5 Last time we met, we proposed that you reworked
your brief so we were clearer what you expected of
LS.

3 Suggested answers
1 That's not really possible, I'm afraid.
2 I'm sorry, but that's not really acceptable,
3 We can’t accept that, I'm afraid.
4 That's rather more than we wanted to spend.

un

We would appreciate quicker delivery.
4 a 1 Wesuggest starting again.

2 I propose forming a new tecam.

3 We suggest asking our customers what they

want.
4 1propose that we do some research first.
5 I'm afraid that's not really acceptable.
6 How about using a new supplier?
7 That's a good idea!
Unit 4
Transcripts

4.1

So, in the bargaining phase ol a negotiation, when you
put conditions to the offers you are making. your
business partner won't necessarily accepl immediately.
This is because he or she is probably starting with a
different viewpoint to you, and a first step in avoiding
argument is to show respect for your partner’s opinion
and needs. Never say ‘vou are wrong'. Instead, (ry to see
things from your partner's point of view. When trying to
persuade your partner, make them feel important. show
respect, and let your partner feel the solution is their
idea. Let them do the talking. You need to be a good
listener. Check and clarify a few issues to prove that you
really are listening, and it helps you to ‘read between the
lines' to establish what they really are saying. If your
partner remains unsure, give them reassurance, talk in
terms of their interests and demonstrate how agreement
can benefit you both.

4.2

Terry Norton ['m not sure il I've understood you
correctly. Am I right in thinking that you need
some rooms to be used as quiel rooms in addition to
normal meeting rooms?

Tita Aiguillar Yes, that's right. I can assure you that
the number of rooms required is no different to the
agreed plans, we just need to have them assigned
slightly differently. If you put in phone lines and
Internet access to all the rooms, we could use any
as a meeting room or a quiet room and it won't
make any diflerence to your plans.

TN When you say vou can use any room, what do you
mean exactly?

TA 1 mean we could use the room for a meeting —

TN
TA

TN

TA

TN

4.3

perhaps for a teleconference — or equally, 8 member
of staff may need to phone a colleague abroad,
which will take a long time, so they could use the
telephone in the room instead of at their desk, to
avoid disturbing their colleagues.

[ see.

The other issue we need to clarifyv is how much
storage my staff will have. If you can provide extra
storage somewhere on the floor for the archive my
members of staff need access to, then we are
prepared to manage with a small cupboard behind
each desk.

Would it be correct to say your stafl don't need
access to the archives very often?

No, that's not really accurate. | would say almost on
a daily basis.

Hm. I'm sure you're aware we have limited space,
and what we have needs to be divided between your
department and the marketing department. You
can be sure that your department has the standard
amount of storage and that it will be located as
near as possible to vour staff,

Tita Aiguillar The other issue we need to clarily is

how much storage my stall will have. Il you can
provide extra storage somewhere on the floor for
the archive my members of staff need access to,
then we are prepared to manage with a small
cupboard behind each desk.

Terry Norton Would it be correct to say your staff

TA

rllN

4.4

don't need access to the archives very often?

No. that's not really accurate. I would say almost on
a daily basis.

Hm. I'm sure vou're aware we have limited space,
and what we have needs to be divided between your
department and the Marketing Department. You
can be sure that your department has the standard
amount of storage and that it will be located as
near as possible to your stall.

I mean we could use the room for a meeting — perhaps
for a teleconference — or equally, a member ol stall may
need to phone a colleague abroad, which will take a long
time, so they could use the telephone in the room
instead of at their desk, to avoid disturbing their
colleagues.

4.5

1 [understand your concerns about noise and dirt. You
can be sure that the strictest health and safety
regulations have been followed.

2 [ appreciate the fact that you don't want the
construction work to cause delays for your research.
I can assure vou that we will do our very best to avoid
that.

3 Irealize that you are worried about storage space.
[ assure you that we will provide you with the
standard amount.

Transcripts and answer keys m



4.6

1 I'm not sure if I've understood you correctly.

2 Would it be correct to say that you don't need
teleconferencing facilities in all the meeting rooms?

3 Provided you can guarantee high-quality goods,
I'll accept your offer.

4.7

1 Our deadline is the thirteenth of May.

2 We can't make that decision right now. We'll have to
report back to our Head of Unit, who in turn will feed
back to the Committee. If they're satisfied that the
outcome will be beneficial to our members, then we
could accept your offer.

3 [think vou said you could offer a 10% discount if we
paid by the end of the month. Is that right?

4 So [vou've heard both proposals], what do you think?

W

So we need vou to guarantee quick delivery.

6 [ believe you agreed to sign the contract by the end of
the week.

Answer key

Context

Persuading: make partner leel important, show
respect, let them feel solution is their idea.

Listening: Let them do the talking, be a good listener

Checking and claritying: check and clarify to prove
you are listening, to read between the lines

Giving reassurance: talk in terms of their interests,
show how agreement can be of benefit to both parties

Presentation
11,4
2 1 phone lines and Internet access
2 avoid disturbing colleagues
3 the archive
4 almost every day
3 1 can guarantee that; accept the proposal
2 Provided that; then we could 3 If you; we could
4 If you can; we are prepared 5 yvou'll agree that
6 you'll appreciate that 7 assure you that
8 can be sure that
4 1¢c 2d 3e 4b 5a
2 False

6 [ mean we could use the room for a meeting, perhaps
e e e R, P

W

1 False

for a teleconference, or equally, @ member of staff
e ————— , T S SR e e R R =

may need to phone a colleague abroad which will

take a long time, so they could use the telephone in
— e v — —— "H

the room instead of at their desk, to avoid disturbing
e e et
their colleagues.

—_———

7 I'mnot sure if I've understood you correctly.
Am I right in thinking that ... ?

m Transcripts and answer keys

Yes, that's right.

When you say ..., what do you mean exactly?
[ mean ...

Would it be correct to say ... ?

No, that's not really accurate.

Practice
1 ba.d.fc,eg

2 1 If you can guarantee that
2 then we will accept the proposal
4wecould 5Ifyou 6can

3 1 moved 2shared 3 canstart
5 would use 6 continue

3 Provided
4 will become

4 Suggested answers
1 I can assure you that the construction work will
not disturb your employees.
2 I'm sure you will appreciate that we will do our
best regarding delivery.
I know you'll agree that generally quality has been
adequate.
4 You can be sure that Health and Salety standards
have been adhered to.
5 You can be sure that all desks meet the specified
requirements.
6 1 can assure you that the screens will be in place.
I'm sure you understand that we occasionally have
a problem with our distributors. This has now been
resolved.

|

8 1know vou'll agree that the service you have
received so far has been excellent,
5 1b 2b 3b

6 1 I'mnotsure if I've understood you correctly.
e o — e

2 Would it be correct to say that vou don't need
——— I ~‘ - ’ . f

teleconferencing facilities in all meeting rooms?
— — — —

3 Provided you can guarantee high-quality goods,

I'll accept vour offer.
e

7 a Checking you've understood correctly
I'm sorry, did you say ... ?
I'm sorry, [ didn't catch that.
['m not sure if I've understood you correctly.
When you said ... , did you mean ... ?
When you say ...
I'm afraid I didn't catch what you said.
Showing understanding
Yes, | see.
Right.
OK.
A-ha, ves.
Clarifying
No, not exactly.
That's not really what | meant.




What T wanted to say was ...
No, not...., bat ...

What I meant was ...

Yes, that's right.

Well, to be more precise ...

O

Suggested answers
I Did you say the thirteenth?

2 I'm not sure il I've understood vou correctly. Do
you mean I'll have to wait for a decision?

Yes, that’s right.

He

I'm afraid I didn't catch what you said.

whn

When you say quick delivery, how soon do you
need it?

6 No, not exactly. I meant I would let you know by
the end of the week whether we accept your
offer.

Review

Skills

See answers for Context on page 60).

Useful phrases

1 1 I'mnotsureil I've understood you correctly.

2 Provided disturbance is minimal, we agree to the
work starting next month.

3 TIknow you'll agree that ...
4 TIcan assure you that ...

2 1 willorder 2 would be delayed
3 would be installed 4 will drop

Vocabulary
Across 1 plans 2 storage 5Sroom 6 disturb
Down 1 Provided 3access 4 floor

Grammar note

To form the first conditional, use if + (do) +
will/can/may (do). '
If you reduce the price, I'll accept your offer.

To form the second conditional, use if + (did) +
would/could/might (do):

If you reduced the price, I'd accept your offer.

Unit 5

Transcripts

5.1

Peter Good morning, everyone! | hope you've all had a
good weekend. We're all here in the Frankfurt office —
Hans ...

Hans Morning!
P . Esther ..
Esther Hi!

P ...and me, of course — Peter! What about London,
Anna’

Anna [I'm afraid Sam's off sick, so it's just me and
Mark.

Mark Hello.

P Right, let's get started, shall we? Esther, would vou
mind taking notes?

e

Mm. that’s fine.

P Thanks. As I'm sure vou all know, the
communications team has been asked to put
together the company's annual report again this
year, and we need 1o decide who's going to do what
Anna, would your team be able to manage things
this year. as we took the lead last year?
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P About a week's work — spread over a couple
months.

Hmm, Mark, what do you think?

Hmm. We are quite busy here. What's the deadline:

oz e

We've got until the 23rd of March to get it produced
and printed copies made.
M I see. Could you tell us exactly what it would involve:

P Perhaps you could answer that, Hans: You did most
of the work on it last year.

H Well, you need to get various staff members to write
about the work that's taken place in their
departments, plus an introduction by the CEO. and
then financial reports from the Finance Department

M Just a minute while I note that down.

H You don't need to. I'll draw you up a list of who I
contacted last year if you like,

A/M Oh, yes, thanks. / Thank you.
A Who needs to sign off the report?

P The senior management team will need to see and
check the final version. Ah, Geoff from Marketing
has just come into the office. I'll just ask him what's
going to happen ... So, OK, he's confirmed it needs to
go to the CEO as well as the senior management
team.

A Well, OK, we'll take it on, but only if your team,
Peter, agrees to help out if we're too busy.

P/H/E Of course. / Yes, OK.

P Would you like to ask anything else at this stage’
Anna? Mark?

M Hans. could you say something about the editing and
design stages, please?

H You'll need to get the document into ...

5.2

1 What's the deadline?

2 Could you tell us exactly what that would involve?
3 Who needs Lo sign off the report?

53

1

A What is the deadline for getting the delivery to you?
+ Around the middle of next week, I'd say.

Transcripts and answer keys m



A So, why should I place an order with you and not

another stationery company?

+ Brian, perhaps you'd like to answer that?

3

A Why are you just offering us 10 per cent off? As a
valued customer we expect a lot more than that,

+ That's a good point. I'll speak to Sanjit and get back to
YOLU.

a Could you tell me when you'll be making a decision?

+ ['dlike to talk about that in just a minute.

Answer key

Context

Suggested answers

2

Working in a team can be very elfective, particularly
where members ol the team have dillerent skills or
knowledge, such as linancial expertise. It's also useful
to have people who can take on different roles in the
negotiation, for example, note-taker or leader.
However, preparation can be more time-consuming,
as you will need to make sure that evervone knows
their role and has the same objectives. It can happen
that people contradict each other.

All members are prepared for the negotiations and

have the same objectives. know who should be

involved when in the negotiation, etc.

A negotiation may not just be a one-olf event, but a

series ol meetings, phone calls, e-mails and so on, and

you might need to involve others in any stage of the

negotiating process, from the planning stage to

making a deal. For example;

® You might spend months persuading another
company to agree to work together on a joint
project, but perhaps more senior staff would then
need to be involved in a further negotiation — to
sign the contract. agree the roles each party would
take. ete.

® You may [eel confident negotiating the price of
delivering a consignment, lor example, but belore
making a deal, you decide to call a colleague from
production to conlirm the deadlines or agree
schedules,

® You might decide to use a mediator when a
negotiation breaks down.

® In arcas outside vour expertise you may feel vou
aren't the best person to conduct the negotiation at
all and you employ someone else to negotiate for
vou, for instance, when buying a house. In this
case, you will need to brief the negotiator well and
monilor discussions closely.

m Transcripts and answer keys

Presentation

1 1F (there are live)

2 1555810

380 2. 3dinda
b 1 What's the deadline?

2 Could you tell us exactly what that would
involves

2R Peter), 3

3 Who needs to sign off the report?

W

['ll draw you up a list ... ; I'll just ask him ... ; we'll take
iton ...

6 1 Just a minute while I note that down.

2 Please bear with me while | find out what's
happened.

3 Excuse me while I send a quick e-mail.

Practice

1 1 Perhaps you could s answer that question,
Sandra?

2 Let's ask Alexis about the plans.

3 correct

4 (Could vou say something about the planning
stage, Siobhan?

I'm sure you'll all be agree that it's a good idea,

o

Plcase bear with me while [ make a quick phone
call.

7 Just a minute while I consull a colleague.

8 Would you like to ask anything else?
3 Sugyested answers

I T'll give you a hand.,

2 Sure, I'll give you a lilt.

3 Tknow —1I'm going to ask Stefan for some help

right now.
4 Actually, I feel awful and am going to go home.

Review
VYocabulary
1 2 e =kl Gie BE

Unit 6

Transcripts

6.1

Emily So, can I just go over what we've agreed? You're
going to supply us with 100 bottles of still and 200
bottles of sparkling water, to be delivered directly to
the Hotel Splendido in Milan on the 15th of March.
The total cost to us will be €456, which we have
agreed Lo pay in [ull within 25 working days of
receiving the delivery. [Tave I missed anything out?

Supplier No, I think that's all, Emily ... oh. one linal
point we need to agree, I think, is a suitable delivery
time.




E Oh. yes, as I said before, the earlier the better! Shall
we speak on the phone next week?

S Good idea, Emily. I'll ring vou on Thursday.

E OK. Ilook forward to speaking to you again then. By
the way, good luck with your tennis match on
Saturday!

S Oh, thanks. I'd almost forgotten about that. Goodbye!

6.2

1 You're going to supply us with 100 bottles of still and
200 bottles of sparkling water.

2 The total cost to us will be €456.

3 We have agreed to pay in full within 25 working days.

6.3
1 a Areyou happy with that?
#+ Yes, that's fine,
2 A Do we need to discuss anything else?
+ No, | think we've covered evervthing.
3 4 Do you have anything to add?
*+ No, | think that's all.
4 A Doyou agree?
+ Yes, agreed.
5 a Havel missed anything out?
+ No, that's right.

6.4
A Can Ijust summarize what we've agreed?
+ Goodidea. Go ahead.

A You're going to reprint 12,000 copies of our annual
report, 10,000 of which you will mail out by the 2nd
of July. with the remainder going to our Warsaw
office. Are you happy with that?

+ Yes, that's right. And you're going to send me the
addresses.

A Yes. I will — but I'll need to speak to our Marketing
Department first. Can I call you tomorrow?

+ No problem. I look forward to speaking to you
Lomaorrow.

A Great. Thanks for your patience. Bye,

6.5

You're going to reprint 12,000 copies ol our annual
report, 10,000 of which you will mail out by the 2nd of
July, with the remainder going to our Warsaw office. Are
vou happy with that?

6.6

A Right, I think we've finally decided on a delivery
service for our company to use in future. So, let's
recap what we've agreed. Out of the three delivery
companies that were suggested, we've decided against
LMP Mail as they are too dear. Despatch-2-u don't
offer a same-day delivery service, which we need, so
thev're out. So, we've agreed to use Go Places, which
offers the range ol services we require at reasonable
rates. Do you have anything to add? Teresa?

No, I agree,
Lucass

No, I think you've covered everything.

> ® p +

Good, so, as agreed, Lucas, vou'll contact the delivery
companies concerned and tell them our decision. I'll
e-mail the rest of the team and let them know. If
that's all, thank you all for your time.

6.7

I didn't say 13 boxes, I said 30,

2 Could you deliver to the Hotel Martinique, not the
Hotel Martin:

[

3 I'dlike Lucy to sort out the delivery arrangements —
rather than Ian.

4 Please deliver the goods by Friday at the latest.

1

The lorry needs to go to Litzelstetten. Shall T spell that
for vou?

6 Asagreed, you'll deliver by 4 p.m.

7 I'll send your order confirmation through tomorrow.

Answer key

Presentation
I ER 2R C3E AT
Z21b 2lb 3a 4a

3 Phrases Irom the cards are shown in italics.

Confirming Thanking /
agresment / Outlining Saying
Summuarizing | Responding future action | goodbye
Perhaps [ Do you One point | I look
could just have we need to | forward to
summarize | anything to agreeisa | speaking to
what we've | add? suitable you again
agreed? Havel delivery then. Bye.
CanT just missed ~ time. - Thank you
g0 over anything Asagreed. | _ynq
what we've | out? we will goodbye,
agreed? Doweneed | SORtact Would you
i ; you about ;
Let's just to discuss : like a coffee
i a suitable
recap what | anything deliv before you
we've else? i leave?
d | | lime.
agreed. | Are you So we’
happy with i
that? agreed we
3 will deliver
I think tomorrow,
we've S ;
covered ;}g},ﬁg?ge
| everything. v
o J 5 b sendusa
| No, {thmk rition
that's all. summary.

4 See transcript.
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Practice
1 Tie el 3 4a 5d
2 1 Perhaps I could just summarize what we've agreed.
2 Thank you for everything.
3 Do we need to discuss anything else?
4 Asagreed, we will send you a wrilten summary.
5 Let's just recap what we've discussed.
6 Ilook forward to speaking to you next week,
3 Ildjustliketogoover 2Tosumup 3 correct
4 gorrect 5 Do you agreer?
4 b,c,daleg
5 You're going to reprint 12,000 copies of our annual
report, 10,000 of which you will mail out by 2 July,
with the remainder going to our Warsaw office. Are
you happy with that?
Review
Useful phrases
1 1GoPlaces 2LMPMail 3 Despatch-2-u
2 1 So. let’s recap what we've agreed; So, we've agreed
Lo use Go Places ...
2 Do you have anything to add?; No, I agree;
No, I think you've covered everything,
3 So, as agreed, Lucas, you'll contact ... ; I'll e-mail
the rest of the team ...

4 Thank vou all for your time.
VYocabulary

1 1toconfirm 2summary 3toagree 4 delivery
5 to outline 6 payment

2 lout 2with 3by 4over 5out 6in
7with 8to

Pronunciation
1 [didn't say 13 boxes. I said 30.

2 Could you deliver to the Hotel Martinigue, not the
Hotel Martin?

3 I'd like Lucy to sort out the delivery arrangements —
rather than [an.

4 Please deliver the goods by Friday at the latest.

9]}

The lorry needs to go to Litzelstetten, Shall I spell that
for you?

6 Asagreed, you'll deliver by 4 p.m.
7 T'll send vour order conlirmation through tomorrow.

m Transcripts and answer keys
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and highly practical approach, helping students to develop the key communication and language skills

essential for today's international business environment.
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