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МЕТОДИЧЕСКИЕ УКАЗАНИЯ

На аудиторном занятии по деловому английскому языку студент ОБЯЗАН иметь:

· ЛИЧНЫЙ ЭКЗЕМПЛЯР пособия, оформленный по всем правилам; 

· англо-русский словарь;
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· пособие сшивается во папку-скоросшиватель из мягкого пластика с прозрачным верхним листом формата А4.
INTRODUCTION TO THE COURSE.

AIMS of the COURSE.

The course is intended as an opportunity for intermediate-level students to develop confidence and fluency in five key communication contexts: socializing, telephoning, presenting information, participating in meetings and handling negotiations. The course has twin aims: improving communication techniques and developing and consolidating the target language appropriate to the above communication context.

A further key aim is the development of effective learning strategies for both language and communication skills. The teacher’s role in this is critical. It is important that certain principles are upheld, such as the need for preparation of communication tasks, the importance of practice, and the need for linking the teaching objectives with perceived professional needs.

The students should be encouraged to reflect on their own performance, to identify ways in which it can be improved, and to monitor both the accuracy of their language and the effectiveness of their communication skills.

The course is primarily geared towards improving speaking skills, though reading and writing tasks are also included. Part of the method for development of fluency and confidence in speaking is the importance of involving students in as much discussion as possible. As a skills-driven course this is especially suitable, as students are encouraged to make their own suggestions based on their own experience, however limited. Classes should be geared towards as much participation as possible. Everyone has experience of all five of the skills areas treated in the course, whether in English or their own language.

Reading texts. 
Throughout the book certain principles relating to efficient reading techniques should be upheld. It is not necessary to understand every word. The objective is to understand the main ideas. Detailed reading or studying of texts is neither desirable nor is it required.

The tasks accompanying reading texts mainly relate to the identification of key points and are designed to stimulate students’ thoughts and ideas on the topics included. 
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UNIT 9.
 ORGANIZING  A  MEETING
«THERE ARE THREE THINGS YOU CAN PREDICT IN LIFE: 

TAX, DEATH AND MORE MEETINGS».

Michael Moore,
American film-maker and social critic
Meeting (n) – 1. an occasion when people gather to discuss things and make decisions
to attend a meeting
to hold a meeting

to be in/at a meeting

2. the meeting (formal) all the people who attend a meeting

3. an occasion when two people meet unexpectedly or as planned

4. a competition between two teams or players

5. a meeting of minds- a situation in which people have the same opinions or ideas.
A. Word combinations with «meeting».
	to arrange
	a meeting
	organize a meeting

	to set up
	
	

	to fix
	
	

	to run
	a meeting
	be in charge of a meting

	to chair
	
	

	to attend
	a meeting
	go to a meeting

	to miss
	
	not to go to a meeting

	to postpone
	a meeting
	change a meeting to a later time

	to put back
	
	


Part 1.  TYPES  OF  MEETING

Meetings come in all shapes and sizes. Here are some of them:
1. chat (informal discussion) with colleagues at the coffee machine;
2. brainstorming among colleagues: where as many ideas as possible are produced quickly, to be evaluated later;
3. project meeting/team meeting of employees involved in a particular activity;
4. department/departmental meeting;
5. meting with suppliers, for example to negotiate prices for an order;
6. meeting with a customer, for example to discuss a contract;
7. board meeting: an official, formal meeting of a company’s directors;
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8. AGM: annual general meeting (BrE); annual meeting (AmE) where shareholders discuss the company’s annual report; 

9. EDM: extraordinary general meeting – a shareholders’ meeting to discuss important issues such as a proposed merger.

Part 2.  THE  LANGUAGE  OF  MEETINGS

Exercise 1. Words we need to discuss «Meetings». Read the words and their definitions. (If necessary, do the translation).

	1.
	agenda
	a list of topics to be discussed

	2.
	chair
	the person in charge of a meeting

	3.
	propose
	to make a suggestion formally

	4.
	attend
	to go to a meeting

	5.
	item
	one topic on the list

	6.
	vote
	a method of making a decision

	7.
	to sent your apologies
	to say that you cannot go to a meeting

	8.
	AOB (any other business)
	the last topic on the list

	9.
	participants
	the people at a meeting

	10.
	second
	to officially support a proposal made by a person
in a meeting

	11.
	minutes
	an official record of what was said or decided

	12.
	action points
	what needs to be done after the meeting and by whom


Exercise 2. Complete the sentences below with an appropriate verb from the box. (If necessary use a dictionary to find out the meaning of the verbs)

	propose
	agree
	come
	recap

	give
	add
	recommending
	explain

	moving away
	moving on
	see
	tell

	advise
	schedule
	proceed
	comment

	losing
	review
	
	


1. «If I can just ______________, the main points so far have been the following: ...»
2. Correct me if I’m wrong but are you ______________ that we ______________?

3. Could you ______________ that in a little more detail please?

4. Perhaps I can ask you all to ______________ me your thoughts on that.

5. Can I just ______________ something to the point that’s just been made?

6. I’m afraid that we appear to be ______________ from the main issue.

7. I don’t really ______________ with that last point.
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8. Before we go on to the next point, I think we should ______________ the main ideas that have come to so far.

9. I ______________ that we adjourn the meeting for today.

10. I think we’ve said enough on that point. ______________ to the next item on the agenda.

11. I’m afraid that is not the way I ______________ It at all.

12. Can you ______________ us exactly what that would involve?

13. Well, if no one has anything else to add then I think we can ______________ directly to….

14. Would anyone else like to ______________ on that?

15. I think we’re ______________ track of the main problem here.

16. If I could just ______________ in here for one minute.

17. In other words you’d ______________ us to accept the offer.

18. Why don’t we ______________ the next meeting fir two weeks’ time?

Exercise 3. Decide what sentences from B are used to do each of the following things:

1. change to a new subject of discussion

2. show a difference of opinion

3. ask for further information

4. summarase what has been said

5. focus the attention f the meeting

6. paraphrase what someone has said 

7. get people to contribute

8. interrupt a speaker

9. make a suggestion

Exercise 4. How was the meeting?

Some colleagues are discussing a meeting they have just come out of.

Read the conversation and do the tasks given below.

	Anil:
	I thought it was very productive.

	Juliet:
	Well, I thought it was a complete waste of time. I didn’t hear anything I didn’t already know.

	Barbara:
	I agree with Anil. I felt we had some very useful discussion, and that we reached an agreement that was good for both sides. We certainly covered a lot of ground. It was incredible the number of things we got through.

	Juliet:
	But there were too many digressions. John was rambling and kept wandering off the point. He just uses meetings as a chance to show off. Just like a lot of men: he just wanted to show how poweful he is and what a good talker he is.

	Anil:
	But to be fair, the chair really kept things moving: she encouraged people o be brief and to stick to the point and we achieved a lot in a short time. Anyway, I learned a lot and I think they listened to what we had to say.
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Exercise 5. Read the conversation again, then do guesswork.

guess                                translation 

translation                        with a dictionary

1. productive 

2. a waste o time

3. useful discussions

4. a lot of ground

5. to get through

6. many digressions

7. ramble

8. wander off the point

9. to show off

10. to be fair 

11. to keep things moving

12. to stick to the point

Exercise 6. Replace the numbered expressions with the appropriate forms of the verbs from A (page 7). In some cases more than one verb is possible.

The meeting of the Tennis Club Committee was (1) organized for 1st March, but not everyone could (2) go to it, so it was (3) delayed until 31st March. One committee member said that this was too late, so eventually we (4) moved it to March 15. The chairperson (5) was in charge of it very efficiently, and we decided on some new membership rules. Only one committee member (6) did not go to the meeting.
	(1)
	organized
	

	(2)
	go
	

	(3)
	delayed
	

	(4)
	moved
	

	(5)
	was in charge
	

	(6)
	did not go
	


Exercise 7. Mach up the phrases you might use in a meeting.

	
	1.
	I have received two …
	a)
	… a copy of the agenda?

	
	2.
	Has everybody received …
	b)
	… the meeting.

	
	3.
	If we can’t agree, I think we should take …
	c)
	… apologies for absence.

	
	4.
	It’s getting late, so I propose we close.
	d)
	… the agenda.

	
	5.
	I think this would be a good time to break 
	e)
	… a vote.

	
	6.
	We have lots to discuss, so let’s stick to …
	f)
	… for lunch.
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	7.
	It’s half past nine, so I’d better open …
	g)
	… side-tracked.

	
	8.
	Can we start by approving …
	h)
	… any other business.

	
	9.
	We seem to have reached …
	i)
	… handout.

	
	10.
	That’s interesting, but I think we’re getting 
	j)
	… the meeting.

	
	11.
	I’ll just give out this …
	k)
	… a unanimous decision.

	
	12.
	Before we finish, we need to deal with …
	l)
	… the minutes of the last meeting?


Part 3.  AGENDAS
An agenda is a list of items (different things) to talk about at a meeting. Before the meeting someone sends out the agenda (sends copies to everyone attending). 
Exercise 1. Read the following agenda analysing the structure and paying attention to the explanation of the words marked (*, **, ***)

AGENDA
STAFF MEETING
DATE           25 March 20__

TIME            

VENUE*       Meeting room 3

Apologies for absence

Minutes** of the last meeting

1. Car parking

2. Company restaurant

3. Holiday dates

4. AOB***
*venue (= the place where the meeting will be)     
** an official written record of what is discussed or decided at a formal meeting

***any other business (other things that people want to talk about)

Exercise 2. Read the agenda below. 
What would you like to tell your colleague about the coming meeting?
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AGENDA

SENIOR MANAGER’S MEETING

Subject:  Changes in working practices

DATE       1 July

TIME        11.00am – 12.30pm

VENUE     Main Board Room, Head Office

1. Bonus scheme

2. Security

3. Open plan office

4. Hot-desking

Exercise 3. Read the agenda above again. Then read the conversation at the meeting and answer the questions below.

	Carl:
	Can we move on to the third point on the agenda, the open-plan office?
I know there are different opinions about this, so our main purpose will be 

to explore our views and see if we can reach agreement. Nancy, would you 

like to begin as I know you’re in favour of the idea.

	Nancy:
	It’s good for communication, people see each other at the office. It’s, I think, good for team spirit too. I think, there’s more interaction between people but what’s important is productivity, people work harder when they’re on display.

	Max:
	I really can’t agree with you there. I think that open plan offices there is the problem of privacy.

	Carl:
	OK, Max, thanks. Stefan, what do you think?

	Stefan:
	I agree with Max about privacy. What if you want to make a private phone
call?

	Carl:
	We could use meeting rooms.

	Stefan:
	Meeting rooms? Yes, that’s true I suppose, but…

	Max:
	I don’t think that works.

	Carl:
	Let Stefan finish please, Max.

	Stefan:
	I’m just not happy about this proposal. I hope we’re not going to have a vote about this. I mean, I really think we need a report or some extra survey done on this.

	Carl:
	You’ve got a point there. Do we agree?

	Nancy:
	Yes.

	Stefan:
	OK with me.

	Carl:
	Right, so Max, would you prepare a short report please? Ask staff how they feel about the open plan idea, and report back to me by, say, August 1st, OK? Now, can we go to the next item on the agenda?
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	Max:
	I was shocked to see hot-desk there, I think this is totally ridiculous. This will really upset people. It’s just won’t work.

	Carl:
	How do you feel about this, Nancy? Carl:

	Nancy:
	I’m pretty sure that hot-desking won’t work unless we go open plan. I think one depends on the other. I don’t think that hot-desking in closed offices works. But I think open plan without hot-desking is OK.

	Stefan:
	I don’t understand your point. Can you explain it a bit more clearly?


Exercise 4. Discuss these questions:

1. Do they follow the agenda of the meeting?

2. Which points are they discussing?

3. What decision have they reached?
4. What does «hot-desking» mean?
5. What does «open-plan office» mean? 

6.  What does «closed office» mean?
7. What are the advantages and disadvantages of the open plan office?

Exercise 5. Check your vocabulary. The following words are all used in the conversation above. Translate them into the Russian language

1.  reach agreement

2.  one depends on the other

3.  the open plan office 

4.  to explore different views

5.  to be in favour of something

6.  team spirit

7.  interaction between people

8.  the problem with privacy

9.  meeting rooms

10. to have a vote

11. to be totally ridiculous 

12. hot-desking 

13. to need some extra survey

WRITING.

Exercise 6. Write an email to your colleague who is on sick leave summarising the points agreed during the meeting above. 
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SCAN READING.

Exercise 7. Read the article on the importance of agendas for effective meetings. What information can you find on an agenda? 

People hold meetings in business all the time, but not every meeting is as effective as it could be. The basis of an effective meeting is an agenda. People don’t always know what the meeting is about and an agenda helps you here. 

An agenda tell you why you are having the meeting and gives it a clear structure. It should be circulated before the meeting so that everybody can plan and prepare. The agenda should state why the meeting is necessary, who will attend, when and where it is, and what will be discussed. Each item on the agenda is a task and should contain a verb which tells the participants what will happen. For example: «Item 2: New advertising agency». This doesn’t tell us very much. It is more effective to write: «Item 2: Tony to present new advertising agency and costs. Team to approve new agency and costs.»
After «Apologies for absence», the agenda should start with routine items, such as «Matters arising» from the last meeting. Difficult items which need more discussion should be in the middle. Ideally, the items should be timed so that the meeting finishes on time with results. The agenda should finish with «Any other business».
These are relevant issues which need to be discussed but perhaps are too recent to be included on the original agenda. After the meeting, the minute should be written and given to the participants. Action minutes give a short summary of what was discussed, and who will do what and which time. 

Exercise 8. Read the article again and mark the statements T (true) or F (false):
1. The participants get the agenda when they arrive at the meeting.

2. The agenda tell you what the meeting is about.

3. You don’t know who is attending the meeting when you look at the agenda.

4. The items on the agenda tell you what will happen in the meeting.

5. The agenda should start with difficult items.

6. You should make a written record of the meeting.  

7. Action minutes don’t tell you who is responsible for which task.
APOLOGIES  AND  MINUTES

If you cannot attend a meeting, you sent your apologies (a message to say you cannot attend). At the beginning of the meeting, someone reads out these messages.

The minutes of a meeting are written notes of what is said and decided in the meeting. During the meeting, someone takes the minutes (writes down what is said and decided). After the meeting, someone sends out the minutes. At the beginning of the next meeting people agree that the minutes are correct.
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Remember the minutes of a meeting should include:
1.  a summary of the chairman’s introduction;

2.  a summary of the opinions and suggestions made by the participants;

3.  the action points that were decided upon;

4.  the people involved in carrying out the action points;

5.  the deadlines that were fixed;
6.  the date and time of the next meeting.

Part 4.  AGENDA  --  MEETING  --  THE MINUTES

Exercise 1. Read the following agenda. 
Then read the conversation during the meeting and do the task given below. 

AGENDA

DATE       4 September

TIME        3.30pm

VENUE     Main conference room 

1. Matters arising
2. Firat to present new quotations for building new canteen
3. Andrian to propose changes to staff newsletter

4. AOB

Exercise 2. Read the conversation and fill in the action minutes of the meeting. 

	Cristina:
	So, let’s make a start. Thank you for coming. Present today are Lena, Firat and Andrian. Birgit can’t come as she is in another meeting. Firat, I think it’s your turn to take the minutes. Right, item one on our agenda today. Lena, I think you want to start with Matters arising.

	Lena:
	The office staff is not happy about the hot desking we agreed last time. The work atmosphere is bad and getting worse. I think we should review the situation.

	Cristina:
	Any comments?

	Firat:
	Yes, I agree with Lena.

	Cristina:
	So, Lena, you will write a report to review the situation. How long do you need?

	Lena:
	I can have it ready by the eighth of September.

	Cristina:
	Good. Let’s move on to the next item. Firat, are you ready to present?

	Firat:
	Yes, we had two quotations for building a new canteen one from Turnbull Construction Ltd, and one from Haines Ltd. Now let me show you the facts and figures. So, I believe the Haines Ltd proposal is better.
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	Cristina:
	Do we all agree?

	All:
	Yes.

	Cristina:
	We all agree the Haines Ltd proposal so we will go ahead with it. Firat, please draw up a schedule for thee building work and let us have it at the next meeting. OK, our last item today is about the company newsletter. I know you wanted to point our something, Andrian?

	Andrian:
	Let me start by saying the newsletter needs a lot of time and energy. The quality of the articles is no longer very good. Why don’t we produce the newsletter every quarter, and not once a month?

	Lena:
	I’m not in favour of that idea. It’s very important to …

	Cristina:
	Right. We can’t reach an agreement today. Let’s discuss the issue again at the next meeting. Andrian, please write a proposal with the pros and cons of a quarterly newsletter. That brings us to the end of the meeting. Any other business?

	Lena:
	Would it be possible to hold the Christmas party in the new canteen?

	Cristina:
	Good idea. Check the building schedule and report back next meeting. OK, the next meeting is here on the eleventh of September.


Exercise 3. Action minutes give a short summary of what was discussed and who will do what at which time. Fill in the action minutes of the meeting above.

MINUTES OF TEAM MEETING.
      Date: 4th September                          Present: Cristina, Firat, Lena, Andrian.

Time: 3.30pm                                    Absent:  Brigit

Venue: Main conference room          Minute taker: (1)……..

	
	Action steps
	Who?
	When?

	Point 1. Matters arising – staff not happy about hot-desking
	(2)
	Lena
	(3)

	Point 2. Quotations for new canteen
	(4)
	(5)
	Next meeting

	Point 3. Changes to staff newsletter
	Write a proposal of pros and cons of a quarterly newsletter
	Andrian
	(6)

	Point 4. AOB- Chrisman party
	(7)
	(8)
	(9)


Next meeting: (10)

Venue: Main conference room
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Exercise 4. Check your understanding. Sentences 1-8 report what somebody said. Sentences a)-h) are what the person said. In each group of four match the sentences with similar meanings.

	
	1.
	She disagreed with the idea.
	a)
	Let’s discuss this issue at the next meeting

	
	2.
	She suggested discussing the issue at the following meeting.
	b)
	I can have the report ready by 8th of September.

	
	3.
	He recommended the Haines proposal.
	c)
	I believe the Haines proposal is the better one.

	
	4.
	She promised to finish the report by 8th of September.
	d)
	I’m not in favour of that idea.

	
	5.
	She wondered if the Christmas party could be held in the canteen.
	e)
	The company newsletter needs a lot of time and energy.

	
	6.
	She warned that we had a problem with the atmosphere at work.
	f)
	We all agree with the Haines proposal.

	
	7.
	He pointed out how much work went into the company newsletter.
	g)
	The atmosphere at work is bad and getting worse.

	
	8.
	We approved the Haines proposal.
	h)
	Would it be possible to hold the Christmas party in the new canteen.


Exercise 5. Now read the full minutes from the meeting between Cristina, Firat, Lena and Andrian.

Minutes of meeting – 4th September.

Venue: Main conference room

Present: Cristina (chair), Firat, Lena and Andrian.

Apologies for absence: Birgit

1. Matters arising from the previous meeting.

Hot-desking.

Lena reported that the staff were still not happy about this and warned that the atmosphere in the office was bad and was getting worse. Firat agreed with this. Lena agreed to write a report and promised to have it ready for 8th September.

2. New quotations for building new canteen.

Firat presented quotations from Turnbull Construction Ltd and Haines Ltd. Everybody agreed that the Haines proposal was better. Firat agreed to draw up a schedule for the building work and bring it to the next meeting.

3. Changes to staff newsletter.

Andrian pointed out that a lot of work was needed for the staff newsletter and that the quality was decreasing. He suggested producing the newsletter every quarter. Lena disagreed with the idea. Andrian agreed to write a proposal of the pros and cons of a quarterly newsletter.


Unit 9
4. AOB

Christmas party

Lena wandered if the Christmas party could be held in the canteen. She agreed to check the schedule and to report back at the next meeting. 

Next Meeting: September 11th in the main conference room. 

WRITING.
Exercise 6. Work with a partner. Look at the notes from the follow-up meeting with Firat, Lena and Andrian and write up full minutes.

AGENDA

DATE       11 September

TIME        15.30

VENUE     Main conference room 

1. Matters arising
2. Lena to present report on hot-desking and make a proposal
3. Firat to present schedule for canteen building work

4. Andrian to make proposal for quarterly newsletter

    Team to approve.

5. Lena to report on Christmas party.

Notes:
2. Hot-desking very unpopular. Staff demotivated. 

Not necessary. Problem can be solved by smaller desks for everyone. Some extra cost involved.

3. Put up temporary tent for canteen 1 November.

Problem – small distance to walk in open. Clear out fittings of canteen 2 - 6 November. Building work 7-20 November. Open new canteen 25 November.

4. Quarterly newsletter – pros - less time-consuming. More news to report so more interesting, less cost. Cons – not so up-to-date. Proposal – quarterly newsletter. Team approved this. 

5. New canteen opens on 25 November. Enough buffer time if problems occur. Christmas party in new canteen.
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Part 5.  A  MEMORANDUM  (MEMO)
Exercise 1. Read the text to find out:

1. What we mean by «memo»?
2. What is included in a memo?
3. If there are different techniques in memo writing
4. Basic rules to be used in memo writing 

A memorandum (or memo) is a very common form of business communication which is exchanged between members of the same organization. The memo usually focuses on one message or piece of information, and often requests actions to be taken. It may be sent to a single person or a group of people.
There are many different techniques used in memo writing, but several basic rules should always be applied: 

1. Since memos are a little less formal than business letters, it is best to use simple language and a neutral tone.

2. Keep your memo clear. Use short, simple sentences.

3. A memo should not be any longer than one page. Most people do not have time to read long memoes.

4. The opening and closing formula can be more direct and less formal than in a letter.

Memoes are usually for internal communication. 

They should include the following headings: To/From/Subject/Date.

They should be short and include only relevant information. 

Points should be arranged in logical order. In longer memoes, it is common to number points.

The tone of a memo may be formal, informal or neutral.

It is usual to end with your initials rather than a signature.

Exercise 2. Phamatec Pharmaceuticals is sending a delegation of executives to Japan for the first time to discuss an important contract, so the executives are going to attend a series of seminars given by Tomomi Moriwake, a Japanese consultant.

Read the memo from the Managing Director to Human Resources Manager and match the parts of the memo (1-6) with the descriptions (a-f).

PHARMATEC MEMORUNDUM

1. …c…DATE          9th June

2. ……..TO               Vincent Mills, Human Resources Manager

FROM          Philip Groves, Managing Director

3. ……..SUBJECT   Seminars on Japanese culture and management
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Philip

4. ……..The trip to Japan has been confirmed for the 15th of next month. I’ve decided to go ahead with the seminars as we discussed.

5. ……..Could you contact the consultant you mentioned and get back to me about the following:

a) the topics she covers;
b) short description of each topic;
c) whether you think we should use her services or look for someone else.

6. …….We haven’t much time, so could you do this a.s.a.p. and also check the availability of the executives who will be involved in this training.

PG

a) The «body» of the memo

b) A short heading which tells you what the memo is about

c) When the memo is sent 

d) The conclusion of the memo, which often recommends a course of action.

e) Name of the person to whom the memo is sent

f) A brief introduction to the memo giving the most important information.

Exercise 3. Read the following memo and answer the questions:

1. Who does it concern?

2. Who is it written by?

3. When was it written?

4. What is the subject of the memo?

5. What is the style of the memo?

6. What is the memo ended with?

MEMO

DATE          18 April

TO               All department heads

FROM          Patricia Marchand, General Manager

SUBJECT   Visit of German agent

Please note that Katya Schmidt, our German agent, will be visiting the company on Friday, 26 April.

There will be a meeting on that day at 11.30 am in the Boardroom, which you should all attend.

Ms Schmidt will be presenting her marketing plan for expanding sales in the German market.

If you wish to join for lunch at a local restaurant, please let me know as soon as possible.
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Exercise 4. A memo is an internal communication.

Look quickly at the following memo. What do you notice about the layout of the memo (compare it with the one given above)

MEMO

TO                All staff

FROM          The pay office 

SUBJECT     Delay in payment of salaries

We are sorry to inform you that there will be some delay in paying salaries this month. This is because of difficulties with the new computer system.

We will make every effort to solve the problem within the next two or three days and expect to be able to pay all salaries by the end of the month.

Thank you for your patience and understanding.

Exercise 5. Now read the memo above and answer the questions:
1. Who sent it?

2. Who will read it?

3. What is the problem?

4. What is the background?

5. When will it be solved?

6. What do you think about the style of the memo? Is it more formal or informal?

Exercise 6. You work in the general administration office of a company. 

Write a memo to all staff to explain a future problem. Use these notes and follow the model above for your memo.
Problem:

Canteen closed during August

Background:

Renovation work

Promise:

Work to finish by end of August
Thanks

Exercise 7. Lee Jones, the telecommunications manager at Allsop Trading, sent a memo making a recommendation. 
The sections of the memo a-g) have been mixed. 
Look at the framework below. Then order the sections of the memo appropriately by writing the letter for each section in the correct order. 
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	a)
	I have compared the cost of mobile phone calls from these countries using three different service providers: Orange, O2 and Vodafone.

My findings are as follows:

1) Vodafone compares well with other providers on overall cost.

2) Vodafone is the cheapest for calls and text messages from Australia.

3) If we subscribe to Vodafone’s international traveller service, we can obtain further discounts on calls from Spain and the USA. The cost of this service is $3.50 per phone call month.

	b)
	These findings show that Vodafone offers the best deal overall.

	c)
	You asked me to look at international mobile phone costs and make a recommendation.

	d)
	I recommend that we choose Vodafone as our service provider.

	e)
	The reason is that we need to reduce the cost of international mobile phone calls from Australia, Spain and the USA.

	f)
	To:      Tom Barnes

From: Lee Jones

Subject:  Recommendation for mobile phone provider.

	g)
	I’m attaching the figures for you to study.


FRAMEWORK.

	1. Headings
	2. Start with a reference to the market
	3. State your conclusion at the start: it saves the reader time

	
	
	

	4. State your reasons
	5. Give the details
	6. Repeat the recommendations
	7. Refer to any attachments
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Part 1.  MAKING  MEETINGS  EFFECTIVE.

Exercise 1. Read the following comments on business meetings. What do you think about these viewpoints? Put your own viewpoint to the others in the group.

You may want to use some of the following language:

a) I agree that … 


d) I’m not sure …

b) Don’t you think …?

e) Wouldn’t you agree that …?

c) It’s obvious that …

f) We all know that …  

1. «Two or more people getting together for a specific business purpose»

extracted from «The Gover Handbok of Management»

2. «The fewer the merrier»

extracted from «How to Run a Successful Meeting in Half the Time»
3. «Most meetings are a waste of time.»

4. Every meting should have a purpose and this person is – information-giving or discussion or decision-making.

Exercise 2. What makes a good meeting? Suggest what you think are the characteristics of a successful meeting

1. …………………………………………………………………………………….
2. …………………………………………………………………………………….
3. …………………………………………………………………………………….
4. …………………………………………………………………………………….
5. …………………………………………………………………………………….

6. …………………………………………………………………………………….
7. …………………………………………………………………………………….
Now, compare your answers with the ones given below. Do you find them important, necessary, or possible?
a) good preparation  

b) good chairing
c) not many people

d) all views presented
e) polite discussion

f) consensus of opinion

g) clear objective(s)

h) good planning of resources and equipment 

i) social elements if the meeting is with people from outside the company

j) refreshments as appropriate
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READING.

Text 1. Allen Case, an engineer, is talking about the characteristics of successful business meetings. He makes five of the eight points below.

Read the conversation and identify the correct order of these points:

1. There is a written agenda.

2. Clear objectives – known to everyone.

3. Respect for the time available/time-planning

4. Good chair – effective control.

5. Emotions are kept under control.

6. Good preparation.

7. Everyone gets to say what they need to say.

Question: «What do you see as the most important characteristics of a successful meeting?»

I think it’s important that everyone is well prepared. Certainly everyone should prepare for the meeting – which is possible in all cases except emergency meetings where there’s no time for much preparation.

A second point is that in every case people should understand the objectives of the meeting. Also, the role of the chair is important. The chair should do a good job, keep control and keep the meeting focused on the objectives. That means the meeting reaches its aims.

Question: «And what about the timing of the meeting?»

I agree the meeting should keep to the timing – start and finish on time. That’s also important.
Text 2.

It is generally agreed that successful meetings make successful companies. However, many professionals complain that meetings are often unproductive and too long. Discussions are regularly dominated by participants with large egos and hours of talking ends without any clear result. Consequently, many companies get help from specialised consultants, who give advice on how to make meetings more effective.

Here are some ideas for making a successful meeting. 

Which do you consider crazy (c) or good (g) for using?

1. singing at meetings;
2. dressing in strange clothes at the meetings;
3. clear aim;
4. active listening to other people’s ideas;
5. be always prepared for the meeting;
6. attach a time limit to each point;
7. having private discussions during the meeting;
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8. long speaking;
9. giving everyone a chance to put forward their views;
10. using strict rules to keep order.
Now read the suggestions made by a consultant about meetings. 
Which of the ideas above are discussed in the text?

If a meeting is to be productive, it should have a clear and stated purpose that all the participants know and understand. You should appoint a chairperson who manages and controls the meeting.

You must write an agenda, or list of items to be discussed and sent it to all the people concerned. They should prepare for the meeting and come to it with ideas to contribute.

You have to attach a time limit to each point, otherwise there is a risk that some of the items will not be dealt with at all.

You ought to limit the meeting to 90 minutes. If not, you have to schedule breaks into the agenda. 

You don’t need to invite all the important staff members to every meeting. But you should send other senior staff members the minutes or summary of what was discussed.

The minutes should include a clear summary of the important points – you don’t have to include everything that was said at the meeting. However, you need to include actions decided upon at the meeting. Lastly, the minutes should be sent within twenty-four hours. It is essential to keep the meeting’s results and future actions clear in everyone’s mind.

VOCABULARY.
Exercise 1. Give the Russian equivalents: 

	1.
	to be productive
	

	2.
	a clear and stated purpose
	

	3.
	to appoint a chairperson
	

	4.
	to write an agenda
	

	5.
	all the people concerned
	

	6.
	to attach a time limit
	

	7.
	to schedule breaks
	

	8.
	the minutes
	

	9.
	to include actions
	

	10.
	to keep the meeting’s results and future actions
	


Unit 10
Exercise 2. Match each item in the box to its definition below. Then translate the words into Russian.

the minutes, staff, chairperson, agenda, summary, actions, schedule, breaks, contribute, appoint

	1.
	
	to choose someone to do a particular job

	2.
	
	to plan for something to happen at a particular time

	3.
	
	a list of things that people will discuss at a meeting

	4.
	
	the people who work for a particular company, organization or institution

	5.
	
	an official written report of what is discussed or decided at a formal meeting

	6.
	
	a short period of time when you stop what you are doing

	7.
	
	the person who is in charge of a meeting or a committee

	8.
	
	to be a part of a group or an activity and help it to be successful

	9.
	
	a short account of something that gives only the most important information and not all the details

	10.
	
	something that you do (that seems unusual to other people)


WRITING.

Exercise 3. You are going to participate in the discussion on «Effective meetings.»

To make the discussion more effective write down six questions of different types (general or closed, special or open, tail-question, alternative) and be prepared to present your questions to the others.
	1.

	

	2.

	

	3.

	

	4.

	

	5.

	

	6.

	


IMPROVING YOUR SKILLS
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Exercise 4. Which of the following do you agree with? Why?

1. The best number for a meeting is six people or fewer.

2. Never have food or drink during a meeting.

3. Always start and finish a meeting on time.

4. You sit round a table when you have a meeting.

5. A meeting must always have a leader.

6. At a formal meeting each person should speak in turn.

Exercise 5. Why are meetings sometimes either a) successful, or b) unsuccessful?

Discuss the reasons and note your ideas. 
For example:
	Good meetings
	Bad meetings

	Clear objectives
	Chairperson talks too much

	
	

	
	

	
	

	
	

	
	


Exercise 6. Freestyle is a sports equipment company. It has developed a new product, a pair of swimming goggles which adapt to each person’s face and eyesight. The Marketing Department held a meeting to discuss the launch of the product. 

Read the information about the meeting. Then answer these questions.

1. What are the two aims of the meeting?

2. Which months for the launch do the participants discuss?

3. What agreement do they reach about the launch time?

4. Which types of shops does Julia want to target?

5. What phrase does Katharina use to say «I am for March?»
6. What phrase does Inge use to say «What do you think about it?»
7. What phase does Katharina use to say «Wait a minute?»
8. What phase does Inge use to say «Let’s discuss it again?»
9. What phrase does Inge use to say «Let’s turn to the question of marketing?»
	Inge:
	Right, can we start, please? The main aim of the meeting is to decide the date of the launch. After that, we’ll talk about our marketing strategy and decide which sales outlets we should target. OK, when are we going to launch the goggles? Katharina, what do you think? Should it be early next year or should we wait until the summer?

	Katharina:
	I’m in favour of February or March. There’s a gap in the market for our products. Why wait any longer? The goggles are technically advanced – let’s just cash in on that.
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	Inge:
	Thanks, Katharina. Let’s hear a few more views. Kenneth, what’s your opinion?

	Kenneth:
	I don’t know about February. It’s a bit early in this year. I suggest we launch in May or June. People go on holiday then. It’s a peak period  for buying goggles.

	Inge:
	Thanks, Kenneth. Nadia, what’s your view? You are a keen swimmer, I know.

	Nadia:
	In my opinion, February’s the best time. We could promote them in swimming pools and opticians. The price should be high. I’d say, at least $50.

	Katharina:
	Hold on a minute. I thought we were talking about the launch date, not about promotion or price.

	Inge:
	You’re right, Katharina. Let’s get back to the point. I think on balance we agree – we prefer the earlier date. Let’s move on now to marketing. Julia, which outlets do you think we should target?

	Julia:
	I think we should start with the specialist stores. That’s where most swimmers buy their goggles.

	Inge:
	What do you mean by specialist stores, Julia? Are you thinking of sports goods outlets, you know, stores which only sell sports equipment?

	Julia:
	Exactly. They should be our main target.


VOCABULARY.
Exercise 7. Think of the synonyms for the following words (for answers use the text above)

	1.
	to be for something
	

	2.
	What’s your opinion?
	

	3.
	wait a minute
	

	4.
	come back to the question
	

	5.
	to turn to the question
	

	6.
	shops
	

	7.
	I think
	


WRITING.
Exercise 8. Write a short report summarising the points discussed and agreed during the meeting.

REFRESH YOUR GRAMMAR.
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REPORTED QUESTIONS.
We use indirect questions when you want to be polite (e.g., when you don’t know someone), when you ask for information in a polite way. 

There are different ways of starting indirect questions:

1. Can/could you tell me….?

2. Do you know…?

3. I’d like to know … .

Rule 1. In indirect questions use the word order of the positive statements.

Rule 2. In indirect questions we do not use «do», «does» and «did» after 
the wh-word.

Rule 3. In indirect questions, we use «if» or «whether + subject and the normal verb from the positive sentences.

	
	Direct questions
	Indirect questions

	1.
	Where is the English class?
	Can you tell me where the English class is.

	2.
	When are they coming back?
	I’d like to now when they are coming back.

	3.
	Where has Nick gone?
	Do you know where Nick has gone?

	4.
	Who is that man?
	Can you tell me who that man is?

	5.
	Where does he live?
	Do you know where he lives?

	6.
	How often do you go shopping?
	Could you tell me how often you go shopping?

	7.
	Where did they go to their holiday?
	I’d like to know where they went to their holiday.

	8.
	Is there a petrol station near here?
	Could you tell me if there is a petrol station near here?

	9.
	Will he be at the party?
	Do you know if he will be at the party?

	10.
	Has she seen that film?
	Can you tell me whether she has seen that film?


Exercise 9. Choose the correct sentence.

	1.
	a)
	Can you tell me what the time is?

	
	b)
	Can you tell me what is the time?

	2.
	a)
	Could you tell me how do I get to the bus station?

	
	b)
	Could you tell me how I get to the bus station?

	3.
	a)
	Could you tell me where is the post office?

	
	b)
	Could you tell me where the post office is?

	4.
	a)
	I’d like to know how often runs the airport bus.

	
	b)
	I’d like to know how often the airport bus runs.

	5.
	a)
	Do you know if the airport bus leaves from here?

	
	b)
	Do you know if does the airport bus leave from here?
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	6.
	a)
	Can you tell me if the bus has gone?

	
	b)
	Can you tell me if has the bus gone?

	7.
	a)
	Do you know where I get on the bus?

	
	b)
	Do you know where do I get on the bus?

	8.
	a)
	Can you tell me what music does she like listening?

	
	b)
	Can you tell me what music she likes listening?


Exercise 10. Write the words in the correct order to make reported questions.

	1.
	would be – asked – My mother – I – home – when

	
	

	2.
	My friend – couldn’t come – why – to his party – asked – I

	
	

	3.
	had – to know – The officer – if – wanted – the keys – I

	
	

	4.
	how long – She – it – asked – had taken – to get there

	
	

	5.
	Maria – to know – if – liked – her hairstyle – we – wanted

	
	

	6.
	The salesman – whether – we – the car – or not – asked – wanted to buy

	
	


Exercise 11. Read the questions in the questionnaire and make them more polite.

	Inforsystems
	1.
	How often do you use the town centre shops?

	
	2.
	Which shops do you like most?

	Our shopping habits
	3.
	How much do you spend in the town centre?

	
	4.
	Do you use cash or credit cards?

	
	5.
	Have you ever used the Internet for shopping?

	
	6.
	Did you come by car or bus today?

	
	7.
	Where did you park?

	
	8.
	Will you continue to use the town centre for shopping?


1. Could you tell me how……………………………………………………….….

2. I’d like to know which………………………………………………….……….

3. Can you say how……………………………………………………….………..

4. I’d like to know if……………………………………………………………….

5. Could you tell me ……………………………………………………….………

6. I’d like to know ………………………………………………………….……...

7. Can you tell me …………………………………………………………….…...

8. Finally, I’d like to know ………………………………………………….…….
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Exercise 12. Read the reporter’s questions and complete the text with reported questions

1. Are you going to leave the show?

2. Who caused the break-up?

3. Why can’t you sort out problems?

4. Are you unhappy because Annette gets more money than you?

5. Do you think Annette’s better singer than you?

6. What will you do next?
7. Have you thought about giving up singing?

That reporter was horrible. He wouldn’t go away. He asked so many questions. He asked me whether (1) _______________________________________ I was going to leave the show or not.

He wanted to know who (2) _______________________________________ and also why (3) ______________________________________________________ 
Obviously, I didn’t say anything. Then he asked me (4) ________________________
_______________________________________ because Annette got more money than me, and he was so rude – he asked (5) ________________________________ . Imagine that! He wanted to know (6) ______________________________________ and then he asked (7) _______________________________________ ! At that point I told him I wasn’t going to answer any more questions and shut the door in his face.

Part 2.  SETTING  OBJECTIVES  FOR  MEETINGS.
OPENING  THE   MEETING.

Exercise 1. Every meeting, whether it is for just two people or for ten or fifty people, it has to have a clear purpose. 

Below are two examples of purposes or reasons, for holding meetings. 

What others can you think of?

a)  give or share information

b)  present a proposal for discussion

c)  ………………………………….

d)  …………………………………  

e)  …………………………………..

f)  ………………………………….. 

g)  …………………………………..

Exercise 2. Read the following extract and answer the questions:

1. What kind of meeting is the text about?

2. What structure does the text describe?

3. What key point is made about communication?
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The reason for having a meeting is to make a decision. Information may be given in a presentation followed by questions or discussion, but it is to get a consensus that the meeting has been arranged in the first place. Achieving this in the most time – and cost – effective manner possible is a goal that everyone attending (the meeting) must share.

Maron Haynes (1988) maintains that decision-making meetings need to follow a specific structure. The rational decision process includes the following steps: 

· study/discuss/analyse the situation

· define the problem

· set an objective

· state imperatives and desirables

· generate alternatives

· establish evaluation criteria

· choosing among alternatives.

One other aspect of decision-making is the necessity for participants in the meeting to be aware of one another’s needs and perceptions. If these are not effectively communicated, if there is an insufficient degree of understanding of one another’s requirements, then an acceptable conclusion is likely to be reached. There are four essential elements in decision-making: awareness, understanding, empathy and perception.

It is only when we accept that communications are a two-way process that any form of communication, including decision-making, will become genuinely successful and effective.

Decision-making is not always an identifiable activity. Frequently the discussion can evolve into a consensus which can be recognised and verbalised by the leader without the need to «put things to the vote».

(from Bernice Hurst «The handbook of Communication Skills»)

Exercise 3. Read the text again. Do you agree with:

a) the first sentence? Give reasons for your answer.
b) Haynes’s suggestions for the steps involved in decision-making?

c) the view that communication must be a two-way process?

d) what the writer says about consensus in the final paragraph?

Exercise 4. Find words or phrases in the text which mean the same as the following:

	a) common agreements
	

	b) economical use of resources
	

	c) aim
	

	d) fix a goal
	

	e) what one must have
	

	f) what one would like to have
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	g) consider other options
	

	h) way of seeing things
	

	i) seeing things as others see them
	

	j) develop
	

	k) express through speaking
	


TRANSLATION SKILLS 
Exercise 5. Your manager asks you to do the translation of the text above in writing. 

Your translation should be as close to the original text as possible.

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	





Unit 10
IT’S INTERESTING TO KNOW

Cultures differ according to the ways in which they reach decisions. In some cultures, decisions are made by individuals with responsibility; another cultures, decisions are reached by the consensus of everybody involved. 

	
	Individual cultures
	Group cultures

	Company

Organization
	Decisions are taken by senior managers
	Managers seek consensus from everyone involved.

	Time
	The decision-making process is short.
	Decision-making takes a long time because everyone has to be consulted.

	Implementation
	It may take longer to implement decisions because of resistance to the idea.
	Decisions, once taken, are stable and can be implemented without delay.

	Problem-solving
	Employees follow the lead of their managers.
	Employees are encouraged to express their opinions and come up with new ideas.


BRAINSTORMING MEETINGS.

Brainstorming is a useful way of generating creative ideas in meetings.

Task 1. What is the best way to generate as many ideas as possible? Discuss the following point and tick the ones you agree with. Change any others so that you can agree with them.

1. A group of people is more creative than an individual working alone.

2. People think more creatively in a relaxed atmosphere.

3. It isn’t necessary to have a leader at a brainstorming meeting.

4. Everyone should feel that their opinions are valued.

5. Criticism kills creativity.

6. Discuss each idea as it comes up.

7. Write all ideas on a board or flipchart.

8. Don’t bother to write down stupid things.

9. Continue the session until there are no more ideas.

Task 2. Decide which tips below are good advice and which ones you disagree with. Compare your answers with a partner.

1. Explain the purpose of the meeting clearly.

2. Ask each person to speak in turn, starting with the most senior.

3. Announce the time limit for the meeting.

4. Avoid criticizing or judging ideas during the session.

5. Encourage ideas, however unusual they may be.
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6. Don’t interrupt when people are offering suggestions.

7. Make sure everyone keeps to the point.

8. Don’t spend time on details.

Exercise 6. Read the first part of an authentic brainstorming meeting between three members of the Marketing Department at Business Solutions Limited. Then answer these questions:

1. What is the purpose of the meeting?

2. What types of promotion are mentioned by participants?

	Paul:
	OK, thanks for coming along this morning. As I said in my e-mail, the purpose of the meeting this morning is for us to brainstorm ideas, promotional activities that we are going to carry out to make sure that the launch of the Business Solutions website is a success from the start. I’m going to open up to you to come up with the ideas you’ve formulated over the past couple of weeks. Anything goes, we’ve got no budget at the moment but you know, fire away.

	Stephanie:
	Oh great. No budget constraints.

	Courtney:
	That’s great. Television and radio.

	Stephanie:
	Well, it’s starting big.

	Paul:
	Excellent.

	Courtney:
	Well, we haven’t got a budget, but I think we could reach a wide audience, something like that, and … we could focus on some of the big sort of business financial network television if we want to reach a global market, if that’s what we’re working to do and extending to all areas I think.

	Stephanie:
	Yeah, that’s been quite successful for some of the banks and stuff.

	Paul:
	That’s right, but definitely focused on advertising.

	Courtney:
	Focused on specific networks that would reach, that you know… Businessmen are watching network television.

	Stephanie:
	Well, I’ve been working more on cheaper solutions than that just in case there are budget problems. I thought we could do some effective online promotion, which is actually very cheap, and I think we should aim to do anyway. Direct mailing but also register the site effectively with search engines so anybody who goes onto the Internet and is looking for business solutions would come up with our website.

	Courtney:
	Yeah, we should definitely do some of that.

	Paul:
	Absolutely, yes.

	Courtney:
	What about press advertising, traditional newspapers, business magazines, journals?

	Paul:
	Yes.

	Courtney:
	Yes, great, I mean we’ve done that very effectively in the past.
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	Paul:
	Yes, we’ve had some very good response rates to for the ads we’ve placed before.

	Stephanie:
	Yes, and that could be something we could do, not just once but a kind of campaign over a period of time.

	Courtney:
	Yes, build it up.

	Paul:
	Yep, use a campaign, OK.


Exercise 7. Read the second part of the meeting answer these questions: 

1. What other ideas for promoting the website are mentioned by participants?

2. When is the next meeting? What information will the participants get then?

	Stephanie:
	And then, going back to cheaper solutions, we could use the contact base we’ve got, the market research we’ve bee doing for this new website. We’ve got some very good contacts where I think we could send out glossy brochures, maybe a CD demonstration, CD ROM demonstration of the site to human resource managers, training managers.

	Courtney:
	Yes, that’s a good idea.

	Paul:
	Great.

	Stephanie:
	As we’ve already got contacts with lots of those and I’m sure we should.

	Courtney:
	…exploit them.

	Stephanie:
	Yeah, we could build that up.

	Paul:
	Yes.

	Stephanie:
	And direct mail them.

	Paul:
	With information packs or…?

	Stephanie:
	Yeah, we could do a big either CD ROM walk-through as part of a glossy brochure pack. That might be one way and ... or information brochure if we didn’t have so much money.

	Courtney:
	Yeah, would it be worth it sponsoring some kind of event, I don’t know?

	Stephanie:
	Oh, yeah.

	Courtney:
	You know, inviting the real movers and shakers of art, you know, are target customers, the ones we can count.

	Stephanie:
	It would be great to do a presentation maybe on a boat going up the river or something. That would get the press in.

	Paul:
	Yes.

	Courtney:
	Yes.

	Paul:
	That’s a good idea, Courtney, excellent. OK, What are the other areas of press advertising could we do, do you think, I mean, you know, we’ve done bill board advertising before but …

	Stephanie:
	Bill boards, what about that?

	Courtney:
	I don’t know.

	Stephanie:
	I hadn’t thought of that for this but…

	Courtney:
	I don’t know what the costs are related to that, I think we would have to look at that. Underground, airports, maybe some of them.
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	Paul:
	Yep, OK, well, I’m going to wrap the meeting up now. We’ve come up with some really good ideas, we’ve got TV, radio advertising, obviously that’s going to be dependent on the budget we’ve actually set at the end of the day. Online promotion which is cheaper but obviously we’ve got certainly have some degree of online promotion. Press advertising, business journals, billboards, maybe depending on the budget again. The contacts with human resources departments, definitely, I mean that’s an area that we’ve really got to explore and certainly a sponsorship of a major event to tie into the launch would be a great idea.

	Courtney:
	OK, so when will we meet next?

	Paul:
	I think we’re scheduled for three week’s time.

	Stephanie:
	Yes, that’s right.

	Paul:
	By which time we’ll have more of an idea of the sort of budget that we’re working with

	Stephanie:
	Shall we cost some of these things and see … So that we can..?

	Courtney:
	I’ve got some research I can look at.

	Stephanie:
	OK, then we’ll bring that to the next meeting.

	Paul:
	Great.

	Stephanie:
	Great.

	Courtney:
	OK.

	Stephanie:
	OK, thanks.


Exercise 8. An HR director introduces a meeting with other members of the HR team about a new performance – related pay system for the company. Read for the answer to the question:

What is the purpose of this morning’s meeting?

	Director:
	Right, can we start? ... Good morning, everyone. Thanks for coming to this meeting. Do you all know Harriet Blofeld, my new personal assistant?

	Harriet:
	Hello, everyone.

	Director:
	Harriet will take the minutes of the meeting, if you all agree.

	Director:
	Well – let me explain the background. As you know, we have created a new management model with a flatter hierarchy. Staff work in small project teams which are highly customer-focused. With no managerial positions, that means there are fewer prospects for promotion. We need to motivate staff by offering a different kind of reward. We’ve already decided to set up a performance – related pay system in which staff receive higher pay for achieving their targets. 

The question is: which method should we choose? Specifically, we’ve got three objectives: 

First, to examine the different reward schemes, to see how each one would work and to give you a chance to ask questions.
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	Second, to decide on the most effective scheme for the company. And third, to prepare a proposal for the Board. Now we have to finish by 12 o’clock today, so the purpose of this morning’s meeting is simply to look at the different options. We’ll leave the decision till the next morning.

	
	Right. Now Joanna has done some research into performance-related reward scheme. Joanna, would you like to start by explaining the different opinions…?


Exercise 9. Read the following five steps that leaders typically take when opening a meeting. Read the previous text again. Write the phrases HR director uses to introduce each step.

Steps:

1. Interrupt social conversation and signal the start of the meeting. 

2. Greet and welcome participants, introduce new participants.

3. Explain the background to the meeting.

4. State the purpose of the meeting.

5. Ask for contributions or hand over to the first speaker.

Phrase

Step 1 …………………………………………………………………………………..

Step 2 …………………………………………………………………………………..

Step 3 …………………………………………………………………………………..

Step 4 …………………………………………………………………………………..

Step 5 …………………………………………………………………………………..
Exercise 10. Look at some alternative language you can use to open a meeting. Match the phrases a)-e) with steps 1-5 above.

	a)
	John, could you start by reminding us what the three ideas were?
	

	b)
	Good morning, everybody. Thanks for coming along this morning.
	

	c)
	So the purpose of this meeting is to review the feedback.
	

	d)
	As you know, we’ve set up this team so that we can discuss ways of increasing staff motivation. At our first meeting last month, we came up with three new ideas, and we agreed we would all try to get some feedback from our colleagues.
	

	e)
	Let’s make a start.
	


SPEAKING.
Task 1. Read the problem:

Your team has completed a highly successful project, and the company’s directors have decided to give a financial reward of $10,000 to be shared among you. You have to agree how you want to use the money.
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Step 1. Preparation

Read the problem again. 

First of all, set some objectives so you can run an efficient meeting.

For example, you should decide on the following:

a) Time: You only have 15 minutes for this meeting.

b) Organisation: to give each person a chance to speak?

to encourage free discussion?

to keep it short by limiting discussion?

c) How to reach a decision: to have a consensus of percent…

(e.g. 100%, 80% etc.)

Step 2. Open the meeting

More preparation: plan how you will open the meeting to discuss the financial reward and what you will say to introduce each of the five steps given above in exercise 9.
Step 3. Demonstrate how you would open the meeting.

Step 4. Hold the meeting.

Choose a role. Read your role card and role-play the meeting.

Role A.

You want to spend the money on a special celebration. Suggest a dinner and night at an expensive hotel in (city of your choice). You want to invite wives/husbands/parents to the event.

Role B.

You are going to open the meeting. You think the money should be given in the form of shares in the company (stock option).

Role C.

You want to divide the cash among you so you can each spend it as you wish.

Role D.

You want to spend the money on a special training course that all of you would attend. It could be a course in marketing, negotiating or English.

Role E.

You want to spend the money on a trip. Your company’s head office is in New York and none of you has been there yet. Propose a visit.

UNIT 11.
THE  FUNCTION  OF  CHAIRPERSON
Part 1.  THE  ROLE  OF  THE  CHAIRPERSON.
Task 1. What do you think the functions of the chairperson are during a meeting? What are the advantages and disadvantages of not having a chairperson in a meeting?

Step 1. Answer these questions in written form, emphasising your choice.

Step 2. Have a short meeting to discuss the main duties and responsibilities of a chairperson. You are all equally responsible for making sure that:

1) everyone has a chance to put their views;
2) no individual dominates;
3) everyone keeps to the point;
4) notes are taken.
Step 3. Compare your ideas about duties and responsibilities of a chairperson with the ideas of Hilary Rhodes, a management consultant who specializes in meeting skills that are presented in the text below.

Read the three parts of the text paying attention to the words in italics. Then answer the questions given below.

A. BEFORE THE MEETING.
A good chairperson has to be a good organizer. What they do before the meeting is as important as the meeting itself. They should make sure the agenda (the list of things to be discussed) is complete by asking those involved what should be on it and then circulating (distributing) it to everyone concerned. They should check the venue making sure the room will be free, without interruptions until the end of the meeting.

B. DURING THE MEETING.
The chairperson should be a good timekeeper. They should start the meeting on time without waiting for latecomers. They should appoint a minute-taker to take the minutes, making that opinions and action points (where participants agree to do something) are noted.

They should make sure each point on the agenda is allocated the time it deserves and should keep to the timetable. When the time allocated to one point is up, the chair should make sure that discussion moves on to the next point, even if the issue has not been completely covered or resolved (decided).

The chair should make sure that each participant has the chance to make their point, and should deal tactfully with disagreements, making sure that each side feels their point of view has been noted. They should also try to avoid digressions, where people get off the point.

Finally, they should ensure the meeting finishes on time or early.
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C. FOLLOW-UP. 
After some meetings it is necessary for the minutes to be circulated, especially if there are some action points that particular people are responsible for. 

At the next meeting, the chair should ask for the minutes to be read out and see if all agree that it is an accurate record of what happened, and see if there are any matters arising (any points from the last meeting that need to be discussed). And they should check what progress has been made on the action points from the previous meeting.

Exercise 1. Answer the following questions:

1. What is the general idea of the text given?

2. What do you think is the most important information for a would-be chairperson?

3. What information do you think is the least important, if any?

4. What qualities does a good chairperson need?

WRITING.
Exercise 2. As a management consultant specializing in meeting skills, write the Recommendations section of a report to the MD outlining your practical suggestions for improving personal skills in making successful meetings.

READING.
Exercise 3. Read the article thoroughly. While reading use an English-English dictionary to find the meanings of the unknown words, then think about the translation of the words into the Russian language.
Make a list of these words for further discussion in the classroom.

Then do the tasks about the text given below.

I DON’T KNOW HOW TO CHAIR A MEETING!
I’ve been asked to chair a meeting about the Christmas office party. But I’m incredibly nervous as I’ve never chaired one before. Is there a secret for success?

You may never have chaired a meeting but as you’ve probably been to lots you’ll have seen it done well and badly. Think about the things that please and annoy you and build on them. Make sure everyone has the agenda well in advance, and check that you know enough about the participants and issues to be discussed. Arrange for the room to be cool rather than warm; people will be less likely to sleep.

See yourself as a referee whose job is to ensure fair play through careful watching and listening. You must ensure that the timid have a chance to say what they want; deal in a diplomatic way with the argumentative and to be kind to the person you have asked to take notes. Getting that individual on your side is essential if you want the record to reflect your desired outcomes. It’s normal to suggest what should be left out of the minutes and now any difficult bits should be phrased. 
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Make sure you stick to the time you have allowed for each point and keep things moving by not letting people wander off the subject. Get decisions made and recorded, even if it’s only to postpone matters until the next meeting. If someone is being difficult, defuse things by offering to continue the discussion personally at a more appropriate time.

If the meeting is likely to be more than a couple of hours long, try to include a break at the mid-point; it acts as a marker and stops people getting restless.

Aim is to leave everyone feeling they have had a chance to say what they wanted to say and gain lasting and well-deserved popularity by finishing when you said the meeting would finish.

Exercise 4. Read the article again. Replace the following phrases in the article with the correct expressions from parts A and B above.

	1.
	make sure everyone has the agenda well in advance
	

	2.
	the room
	

	3.
	to say what they want
	

	4.
	in a diplomatic way
	

	5.
	the person you have asked to take notes
	

	6.
	time you have allowed for each point
	

	7.
	wander off the subject
	

	8.
	when you said the meeting would finish
	


Exercise 5. Match the verbs 1-7 with the nouns a)-g) that they go with.

	
	1.
	take
	a)
	a minute-taker

	
	2.
	appoint
	b)
	the minutes

	
	3.
	circulate
	c)
	time

	
	4.
	allocate
	d)
	the agenda

	
	5.
	move on
	e)
	to the next point

	
	6.
	avoid
	f)
	on time

	
	7.
	finish
	g)
	digression


WRITING.
Exercise 6. Do the written translation of the article «I don’t know how to chair a meeting!» for your senior manager. He would like to have the whole of the translation. 
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IT IS INTERESTING TO KNOW.

In some cultures the main role of the chairperson is to control the meeting. This may include sticking to an agenda, keeping order and making sure that the meeting does not overrun. In other cultures the function of the chairperson might be to encourage participation and agreement. What is the main function of a chairperson in meetings in your country?

	Consensus-oriented
	Results-oriented

	In difficult situations, the chairperson may focus on compromise and mediation.
	In difficult situations, the chairperson may attempt to control the meeting and use formal rules to keep order.

	The chairperson may define their role as that of helping to achieve agreement or consensus.
	The chairperson may define their role as that of helping to achieve objectives or decide on a series of action points.


How to deal with difficult situations during the meeting.

Part 2.  DIFFICULT  SITUATIONS  AT  THE  MEETING.

A. DIFFERENT TYPES OF BEHAVIOUR. 
Exercise 1. Look at the following examples of behaviour that a chairperson might have to deal with in a meeting. Which situation(s) should the chairperson deal with most urgently? 
Discuss what strategies the chairperson could use in each situation:
1. A participant looks bored and is not contributing to the discussion.

2. Every time anyone makes a suggestion, one participant responds with a negative comment. They say why an idea won’t work, but don’t make any positive suggestions.

3. Two participants keep having private, whispered discussion during the meeting.

4. A participant doesn’t want to listen to anyone else’s ideas. They keep interrupting and try to dominate any topic discussed.

5. A participant is not very willing to give an opinion.

6. A participant keeps introducing irrelevant topics to the discussion.

B. DEALING WITH DIFFICULT PEOPLE.
Exercise 2. Look at the suggestions below for dealing with difficult situations and choose the response that you think would work better.
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1. Help calm a difficult situation by acknowledging how the person feels.
a) You’re obviously pretty angry about this.

b) I can see that you feel strongly about this.

2. Try to find out why the person is being difficult.

a) Can you explain why you are feeling this way?

b) Why are you being unreasonable?
3. Show that you understand.

a) I can sympathise with your concerns. 

b) I realise why you’re panicking about that. 

4. Encourage quiet participants when they contribute, even if you don’t agree with their ideas.

a) Thanks for your suggestion, but you really need to think it through a bit more. 

b) I think the basic idea is good, but perhaps we could discuss some of the details.

5. Be firm if people try to use the meeting to speak about personal grievances.
a) This isn’t the best place to discuss this.

b) Leave your personal differences out of this.

C. INTERRUPTING AND HANDLING INTERRUPTIONS.
Different styles of interrupting apply in different situations. 
Appropriacy depends on place, context and the people involved. 
For example, internal meetings or meetings with clients, friends, status of relationships, formality, urgency, time considerations, conventions, agenda, style of discussion etc.

Generally, the more informal the meeting, the more likely that interruptions will be acceptable. 
In large formal meetings, interrupting may be reserved only for the chair.

Interruptions can have different intentions:
a) to ask for clarification;
b) to add opinion;
c) to ask for more details;
d) to change the direction of the discussion;
e) to disagree.
In some cultures, people like to work in a sequential manner, finishing one task before starting the next. Such people dislike being interrupted in the middle of a task and having to consider something else. In other cultures, people can happily handle several tasks at once. This means they don’t mind interruptions. These different attitudes can affect the way meetings are run. 
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Exercise 3. Read the following discussion in the European sales office of an American off-road automobile manufacturer (Amass). It concerns the advertising plans for the launch of a new truck, the Rodeo 4 PLUS. Manager, Matt Haslam, is explaining his ideas. 

Mark the following statements as True (T) or False (F).

	
	True
	False

	a)
	The truck will be sold to professions users of off-road vehicles.
	
	

	b)
	It is not going to be used as a mass market on-road vehicle.
	
	

	c)
	Matt wants to keep the same agency they have already used.
	
	

	d)
	Matt used his own research to help him make decisions.
	
	

	e)
	Changing advertising agency would cost 50% more.
	
	


	Paolo:
	So, Matt, the next item on the agenda is the 4 PLUS advertising campaign. Tell us about your ideas for this.

	Matt:
	Okay. The central idea is that the Rodeo 4 PLUS is a new direction, a truck with no limits. The point is…

	Rosa:
	Excuse me, Matt, just a moment. That’s a big claim …

	Matt:
	Of course it’s big! The truck offers a total solution and that’s …

	Paolo:
	One moment! Can we start with a few basics?

	Matt:
	Sure.

	Paolo:
	Let’s just clarify who the audience are, what’s the target group?

	Matt:
	Professionals, people who need a professional workhorse for a truck. Later, we go for a more mass market. That’s the big idea of the 4 PLUS.

	Paolo:
	Yes, so, a professional market first, then the mass market, an on-road vehicle.

	Matt:
	Right. Now, as I said a month ago, I want to talk about agencies.

	Rosa:
	You plan to use our usual agency, CMA?

	Matt:
	Listen. We’ve been advised by independent consultants that we need a fresh marketing style. Our contract with CMA is almost through. We have an opportunity to take on a new agency.

	Rosa:
	But why? CMA have been okay in the past.

	Matt:
	We need fresh ideas, a new style. This product is different. We want to capture a specialist market and then move for a more mass market. This is new territory – a diff…

	Rosa:
	Yes, but Matt, if I can interrupt you again. We’re talking serious money              here. We’ve got to be careful…

	Matt:
	The costs are not going to be much higher ….

	Paolo:
	What! Most agencies charge a lot more than CMA.

	Matt:
	That’s not true. In terms of total advertising budget. A new agency isn’t going to increase our costs by more than 5%. But we can talk about costs later.
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	Rosa:
	It’s the most important thing…

	Matt:
	Rosa, listen, can I just say what I want to say? Can I say what the consultants said? Later the costs, the market, the advertising, but let me tell you…I think it’s important to understand what the experts have said. So, let me explain that first. No more interruptions…

	Rosa:
	Okay, go on then.

	Matt:
	Right. We’ve been working with a marketing consultancy with huge experience in off-road and four wheel drive trucks.


Exercise 4. Read the conversation again. Choose the interrupting phrases and write them down in the order in which you read them. There should be nine of them.

1. …………………………………………………….…………………………………
2. …………………………………………………………………………….…………
3. ……………………………………………………………………………………….
4. ………………………….……………………………………………………………
5. ……………………………….………………………………………………………
6. ……………………….………………………………………………………………
7. ………………………….……………………………………………………………
8. ……………………….………………………………………………………………
9. ……………………………………………………………………………………….

Exercise 5. a) Discuss the style of the Amass meeting.

b) How does Matt handle the interruptions? Does his approach change at any point during the extract?

c) Did you think the interruptions are appropriate?
QUICK COMMUNICATION CHECK. (optional ) 
Exercise 6. Stating opinion. 

Complete the following phrases.

1. It s………………………………………………… to me that the price is too high.

2. I t…………………………………………….……. the price is too high.

3. I b……………………………………………..…… the price is too high.

4. In my o…………………………………………….., the price is too high.

5. In my v…………………………………………….., the price is too high.

Exercise 7. Asking for opinion.

Complete these exchanges using one of the words in the box.

think, interesting, great, agree, hear, opinion (2), right, information

1. What’s your (a) ……………………………………………………...……. on this?
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2. It’s a (b) ……………………………………………………………….……… idea.

3. Do you have any particular (c) …………………………………..… on the subject?

4. It’s (d) ………………….…… , but I need more (e) ……………………………… .

5. Mark, can we (f) ………………………………………………… from you on this?

6. I (g) …………………… with Madeleine, she’s absolutely (h) ……………….….. .

7. Let’s hear what others (i) …………………………………………………….….… .
Exercise 8. Interrupting.

Underline the correct word to complete these sentences.

1. Can I say/tell/talk something here? I think …

2. Excuse   me,  Mr Chairman,  I want  to  interrupt/disagree/not agree  with  what  Mr Ancram has said. 

3. I’m sorry, may I add/interrupt opinion? It seems to me….

4. That’s not the true/true sure!

5. I’m afraid/pardon/sorry but I’d like to go/move on/continue another point.

Exercise 9. Handling interruptions.

Replace the marked words in the sentences below with words or phrases in the box that mean the same. 

talk about, return, not talk about, interrupt, finish, anything to do with, go ahead

	1.
	– Can I come in here?

– Sure, say what you want to say.
	

	2.
	– Paul, one point…

– Please, let me conclude what I was saying.
	

	3.
	– But the agreement is for six months!

– Can we come back to that point later?
	

	4.
	– Can I ask about the insurance?

– That’s not really relevant to the topic.
	

	5.
	– We should discuss the contract.

– Can we leave that today? I think that’s for another meeting.
	


IT’S INTERESTING TO KNOW.

Attitude to silence during discussions.

We can distinguish between three styles of communication: Anglo-Saxon, Latin and Asian.
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Anglo-Saxon: People feel uncomfortable when there is silence. When one person stops speaking, another stars. It isn’t polite to interrupt.

Latin: People are very talkative and feel uncomfortable when there is silence. People friendly interrupt each other. This is not impolite but shows interest in what the other person is saying.

Asian: There is often a silence between the moment when one person stops speaking and the next person begins. It is a sign of respect for the other person if you take time to think silently about what they said.
Part3.  DISCUSSION  TECHNIQUES.

A. HEDGING

Hedging is when you avoid disagreeing directly. To hedge, you could say:

1. I take your point about punctuality, but clocking in and out would not be very popular.

2. I understand what you’re saying about the needs of each department, but each department must be treated in an appropriate way.

3. I see/know what you mean, but we must look at the human factors as well as the numbers.

4. I hear where you’re coming from on this, but we must remember this is an advertising agency, not a car factory.

B. CHECKING UNDERSTANDING, INTERRUPTING, REFERRING BACK.

	a)
	To interrupt someone politely:
	Can I come in here?

Sorry to interrupt you, but …

If I can just stop you for a moment …

	b)
	To refer back to what was said:
	As we were saying earlier …

To go back to what I was saying ...

To go back to what X was saying earlier … 

	c)
	To check that you understand what someone has said:
	Are you saying that …?
Are you suggesting that …?

If I understand (you) correctly …

Are you implying that …?

If I follow you …


C. AGREEMENT, CONSENSUS OR COMPROMISE?
Hilary Rhodes is talking about how to deal with agreements and disagreements. «It may be possible to reach agreement or to reach an agreement about something, or at least come to a consensus: something that most people can agree with. 
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It may be possible to compromise or to find a compromise: an agreement where people accept less than they wanted at first. Or perhaps the differences are so great that there will just be disagreement. Something in particular that you disagree about is a disagreement.
AGREEING
	Strong agreement:
	a) You’re perfectly right. The costs involved must be incredible.

b) I couldn’t agree more. We got our latest recruits after we won the industry award for best advertisement.

c) Precisely. Creativity comes to some of our people in the middle of the night.

d) Exactly. We have to look at the company as one unit.

f) Absolutely. It’s the output, not the input, that counts.

	Mild agreement:
	a) You may be right there. We’ve already ten per cent over budget.

b) That’s true, I suppose. There must be some limits on when they work.

c) I suppose so. They seem to arrive and then go straight out again to eat.


DISAGREEING.

	Mild disagreement:
	a) That’s not really how I see it. Everyone should be allowed to work in the way that’s best for them.

b) I don’t really agree. The prizes important, but people would come to work for us anyway.

c) I can’t really go along with you there. I think we need to see people at their desks actually working.

d) I think you’re mistaken. If the designers get to work late, they don’t go out for lunch.

e) I’m afraid I can’t agree with you there. All you financial people do is worry about costs.

	Strong disagreement:
	a) I’m sorry, but that’s out of the question. You can’t expect people to go home at ten and come back at nine in the morning.

b) I think you’re wrong. The design department’s costs are justified because of our high quality work. The costs of other departments are not justified.

c) Of course not. The latest figures I’ve seen show that the project is within budget.

d) That’s absurd. There must be some sort of control on when people work.

e) That’s ridiculous. Each department has very specific needs.
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D. INVITING PEOPLE TO SPEAK
	Inviting someone to start:
	a) Would you like to open the discussion, Greta?

b) Perhaps you would like to get the ball rolling. Greta.

c) Greta. Would you like to kick off?

	Asking for someone’s opinion:
	a) What about you, John?

b) What are your feelings on this, Keith? 

c) What do you think about this, Keith?

d) What are your views on this, John?

	Asking for everyone’s opinion
	a) What’s the general feeling on this?


E. MAKING YOUR POINT.
	The participants use some of these expressions:

	Head of human resources:
	I believe the design department needs a certain amount of freedom, but there are limits

	Head of design:
	As I see, I can’t run the design department as if it was the accounts department.

	Chief financial officer:
	In my opinion, they’re going much too far. I can’t bear to think of the costs involved.

	Senior designer:
	Of course, we are sensitive types and need to be given the freedom to work how we like.

	Other types of making your point include:


	a) The way I see …
b) It’s clear to me …

c) Personally, I think …

d) It looks to me as if …

e) Obviously, …


Note: You use «Of course» and «Obviously» to introduce an idea, but also to show that you think other people will be aware of it already. 

Be careful, as this can sound rude.

F. CONCLUDING.
Carla Eagleton sums up and brings the meeting to a close: «Right. I’m afraid we’re running out of time so we’re going to have to stop there. To go over what’s been said, there is a disagreement about timekeeping and budgets in the design department. I’ve listened to both sides of the argument. I think I can sum it up by saying that it’s a problem of creativity versus control. I think you’ll just have to agree to disagree. I’ll let you know my decision about the solution to this problem by the end of the month. So unless anyone has anything else to add, I think that’s it. Thank you all for coming.»
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G. SUMMARISING
Exercise 1. Read the following text to find out:
a) three recommendations on how a meeting should end;
b) what should happen after a meeting.
Regardless of the type of meeting (information or decision–making), it is important to close with a restatement of objective, a summary of what was accomplished, and a list of agreed action that needs to be taken.

After the meeting, it is essential to follow up with action. A brief memorandum of conclusions should be written and distributed. Inform appropriate people who did not attend the meeting about essential decisions made.

Finally, each meeting should be viewed as a learning experience. 

Future meetings should be improved by soliciting evaluations and deciding what action is required to conduct better meetings. 

From Marion Haynes, «Effective Meeting Skills».
PRACTICE  FILE.

Practice 1. Internet Research.
Search for the keywords «effective meetings» to find out more about what you need to do to run successful meetings.

Practice 2. Internet Research. 
What are the essentials of a successful meeting? Search for the keywords «golden rules of meetings» to find out. 

Practice 3. Below are a series of topics. Ask colleagues for their views and note if their opinions are weak, strong or neutral. If asked, give your views on the subjects either strongly or fairly weakly.

a) Arms trade

b) Testing cosmetic products on animals.

c) The quality of television broadcasting.

d) Nuclear power.

Practice 4. This task in based on a discussion about investment in public transport. Work in pairs. Choose File card 1A or File card 1B.

File card 1A. Your position in the discussion is basically to support investment in public transport. Do this by referring to:

· environmental benefits;

· improvements in quality of life;

· public transport is cheaper;

· cars are heavy consumers of raw materials;

· people want improved transport.

In the discussion:

· accept some interruptions but make sure you get all;
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· your arguments across;
· defend your arguments;
· be polite but firm;
· repeat if necessary.
File card 1B. Your position is to defend the freedom of private car owner-ship. You think:

· quality of life depends on freedom of choice;
· people want personal space – cars make this possible;
· people want to leave and arrive when they want;
· public transport is massively expensive, through taxation;
· the car industry employs many thousands of people.

In the discussion:

· oppose simplistic arguments for the expansion of public;
· transport;
· interrupt when you think your colleague says something;
· simplistic or wrong;
· present the arguments above;
· be polite, but firm.
Practice 5. Freestyle has developed a new tennis racket called Worldbeater. It is light but gives players increased power and control. It will be launched in the USA. The Marketing Department holds a meeting to discuss a strategy. Read your role card. Then hold a meeting. At the end, the chairperson should summarise your decisions.
	Role card

A.
	Chairperson
	You will lead the meeting. Ask for participants’ opinions, encourage discussion and help them reach their agreement. You must decide the following points concerning the marketing of Worldbeater:

1. It’s selling price.       3. Special offers for first purchase

2. It’s target consumer.

4. Advertising/promotion

	Role card B
	Participant
	You have the following opinions concerning Worldbeater. Selling price: $250 approximately

Target consumer: Professional players and serious club players 

Special offer for first purchase: 30 free tennis balls

Advertising/promotion: Specialist magazines such as «Professional Tennis»

	Role card C.
	Participant
	You have the following opinions concerning Worldbeater. Selling price: $150

Target consumer: All tennis players, all age groups 

Special offer for first purchase:  Free tennis at a local club 

Advertising/promotion: Advertisements in national/local newspapers and television commercials.
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	Role card D
	Participant
	You have the following opinions concerning Worldbeater. Selling price:  $180

Target consumer:  All tennis players, all age groups 

Special offer for first purchase:  A free T-shirt with the Freestyle logo on it

Advertising/promotion: Advetising in clubs, at tennis courts and in their press.

	Role card E.
	Participant
	You have the following opinions concerning Worldbeater Selling price: $200

Target consumer: People with money and fashion-conscious tennis players

Special offer for first purchase: A 20% discount off any Freestyle product 

Adverting/promotion: Endorsement contracts with famous players or film stars


Practice 6. You work in the professional section of a large bank. Discuss how to deal with the problems below. Use expressions from Useful Language to help you.

1. Staff often arrive at work late and leave early.

2. Abuse of the telephone and e-mail systems. Staff often use them for personal matters rather than for company business

3. High staff turnover of front-desk cashiers in all the bank’s branches.

Useful Language
	Making suggestions:
	We could offer staff a wider choice of food.

Why don’t we change the menus?

How about offering healthier meals?

What about having a no-smoking policy?

I think we should send out a questionnaire.

	Giving opinions:
	I think we should ask the staff.

I feel that we have to consider the cost.

I’m sure/convinced/positive that people would like it.

	Agreeing:
	Yes, that’s right.

I think I agree with you. 

Exactly.

Good/Excellent idea.

	Disagreeing:
	Yes, but what about the cost?
I’m not sure I agree.

I really don’t agree. (strong disagreement).
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Practice 7. The head of your department is leaving the company in a month’s time. Your department plans to hold a farewell party. Discuss these questions with other members of the department.

1. When and where will the party be? At work, in a restaurant or at another location?

2. How much should each member of staff contribute towards the cost of the party?

3. What sort of gift should you get? Who will present it?

4. Will there be a speech? If so, who will make it? Should it be serious or humorous? How long will it be?

5. What kind of entertainment will you have at the party?

6. What else do you need to plan?

Useful Language.

	Interrupting:
	Could I say something?

Could I just comment on that?

Hold on a minute.

Sorry to interrupt but …

	Clarifying:
	How do you mean exactly?

What exactly do you mean by …?

Are you saying …?

So what you’re saying is that …


Practice 8. Prepare a short talk for the other members of your group. Be prepared to answer any questions when they interrupt.

Student A. Prepare a short talk on an organization that you would like to work for. Make some notes. Think about what the organization do, why you would like to work for them and what you imagine working there would be like.

When you are ready give your talk to the other members of your group. Be prepared to answer any questions that might they might have.

When the others give their talks try to ask a question and interrupt once or twice.

Student B. Prepare a short talk on a company that is successful all over the world. Make some notes. Think about what the company does, why you think they are successful and who their main rivals are.

When you are ready give your talk to the other members of the group. Be prepared to answer any questions that they might have.

When the others give their talks try to ask them a question and interrupt once or twice.

Student C. Prepare a short talk on the kind of company you would like to set up. Make notes. Think about what your company would specialize in, why you want to set up this kind of company and what you would do to make sure it is successful.

When you are ready give your talk to the other members of the group. 
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Be prepared to answer any questions that they might have.

When the others give their talks try to ask a question and interrupt once or twice.

Practice 9. You are managers in a mobile company, Speakeasy Ltd., based in San Diego, California. The company wishes to send two executives to set up a branch office overseas. However, the location chosen is politically very unstable and there has been some terrorist activity in the area recently. Hold a meeting to decide:

a) whether to send the two executives to the area;

b) if so, how to reduce the risks to which they will be exposed.

Manager A. You are not in favour of sending the executives to the area. You think the risk is too great. They could be kidnapped, or war could break out at any moment. Both executives are your personal friends and you fear greatly for their safety. If they did go, the company would have to hire an armoured car for them, at great cost. Try to persuade your colleagues to give up the idea of sending them.

Manager B.You are very keen to send the executives because b a sales office there would be highly profitable – there is a huge demand for mobile phones in the area. You don’t think the risk is very great. The government controls the area firmly. There have been a few terrorist incidents, but that’s to be expected. The executives can get advice before they go on what precautions to take (for example: deciding where to live, changing routes when they return home, locking their car doors, being alert at all times).

Manager C. You can’t decide whether the executives should go or not. On the one hand, the area has great sales potential and the company would be the first mobile phone operator to set up as office there. Also, at the moment, there is no terrorist activity. On the other hand, there is a real risk because in other areas of the country, executives have died as a result of terrorist activity or war. If they did go, you think they should have a special bodyguard at all times. This would, of course, be very costly.

Useful Language.

	Asking for opinions:
	Does anybody have any strong feelings about …?

	Giving opinions:
	Well, unfortunately, I think we’ll probably have to ...

	Agreeing:
	I think I’d agree with you there …

	Disagreeing
	Well hold on …

	Adding a condition:
	I agree providing we can …

We can do that if …

	Making suggestions:
	What about if we …?

	Emphasising:
	I keep going about this, but …

	Summarising:
	So, we’ve agreed that …
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Practice 10. Choose a topic and follow the framework below. Each person should give their viewpoint and speak for about one minute.

Topics:

1. We should boycott tourism to countries which have oppressive regimes.

2. We should ban TV advertising which is aimed specifically at children.

3. If we want to reduce traffic, we should make people pay to drive in the city centre.

4. It isn’t right to claim against a food company because its products are fattening.

5. It is better to buy local products that products imported from other countries.

Framework.

Role A: Present your viewpoint on the topic (you can agree or disagree with the topic).
Role B: Interrupt A (politely) and ask a question or agree and add a new argument or correct something which you thin

Role C: Interrupt B (politely) and put an alternative viewpoint.

Role D: Interrupt C (politely) and ask a question or agree and add a new argument or correct something which you think is wrong.

Practice 11. For each situation below, appoint a different person as leader. Hold a mini meeting and try to reach a decision.

1. You work in an international team which meets once a month. It means travelling between Sweden, Singapore and the USA. Discuss whether it would be better to use video conferencing for meetings.

2. Your team works very well together, but you are not so good at communicating with other people in the company. You need to be better at keeping others informed of what you are doing. You also need to be more aware of what other teams are doing. Hold a meeting to discuss how you can improve the flow of information.

3. You all work for Noll Edge Ltd, a small consulting company. Long-serving Staff have a great deal of expertise and experience. New staff joining Noll Edge have excellent qualifications but don’t know the business or its customers. How can you encourage the experienced staff to share their knowledge with the newcomers?

Practice 12. You are managers of a retail fashion chain called Space, which has clothes stores in most major European cities. You are holding your regular management meeting. Use the Managing Director’s notes below as an agenda for your discussion.

A different person should chair each item.
	1. Dress code:
	Following complains from customers, we need to discuss a dress code for all employees, and guidelines on personal appearance.

	2. Policy 
for smokers:
	Non-smoking staff complain that staff who smoke take frequent «cigarette breaks» outside the store. Should smokers work extra time to make up for the time lost?
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	3. Customer service:
	Should sales staff meet informally after work once a month to consider how to improve customer service? (Attendance will help their chances of promotion)

	4. Commission payments:
	At present, commission is based on quarterly sales at each store and is divided equally between all staff. Now, our Sales Director wants each person to receive commission according to their individual sales.

	5. End-of-year bonus:
	Staff receive sales vouchers as an end-of-year bonus. The vouchers give discounts on a range of goods at major department stores. Some management are proposing to issue no sales vouchers this year. Instead, staff will be invited to an end-of-year party.

	6. Staff turnover.
	Because staff tend to be young, employee turnover is high. As a result, training costs have increased dramatically. What can be done to keep staff longer?


Useful Language.
	Starting:
	OK, let’s get down to business.

Right, can we start please?

	Asking for reactions:
	How do you feel about?

What do you think?

	Dealing with interruptions:
	Could you let her finish please?

Could you just hang on a moment please?

	Keeping to the point:
	I’m not sure that’s relevant.

Perhaps we could get back to the point.

Let’s leave that aside for the moment.

	Speeding up:
	I think we should move on now.

Can we come back to that?

	Slowing down:
	Hold on, we need to look at this in more detail.

I think we should discuss this a bit more.

	Summarising:
	OK, let’s go over what we’ve agreed.

Right, to sum up then …


Practice 13. Questions for discussion:

1. What sort of meetings do you go in your organization? Are they useful?

2. What do you think are the most important skills for someone chairing a meeting?

3. How freely can people express their feelings in your organization? 

Are people at all levels encouraged to say what they think? 
Are new employees asked for their opinions?

4. What are you like in meetings? 
Do you often disagree with other people?

Or do you prefer to avoid arguments?

5. Are compromises always possible? In your organization, are decisions based on compromise and consensus or they imposed by the management?
Unit 11
SKILLS CHECKLIST

Preparation for meetings
	Chair:
	1. Decide objectives

2. What type of meeting (formal or informal, short oк long, regular or a «one-off», internal/external, information-giving/discussion/decision-making)?

3. Prepare an agenda.

4. Decide time/place/participants/who must attend and who can be notified of decision.

5. Study subjects for discussion.

6. Anticipate different opinions.

7. Speak to participants.

	Secretary:
	1. Obtain agenda and list of the participants/

2. Inform participants and check:

a) rooms, equipment, paper, materials:
b) refreshments, meals, accommodation, travel.

	Participants:
	1. Study subjects on agenda, work out preliminary opinions,

2. If necessary, find out team or department views.

3. Prepare own contribution, ideas, visual support, etc.


The role of the Chair:
1. Start and end on time.

2. Introduce objectives, agenda.

3. Introduce speakers.

4. Define time limits for contributions.

5. Control discussion, hear all views.

6. Summarise discussion at key points.

7. Ensure the key decisions are written down by the secretary.

8. Ensure that conclusions and decisions are clear and understood.

9. Define actions to be taken and individual responsibilities.

Types of meetings:
1. decision-making meeting;
2. information-giving meeting;
3. spontaneous/emergency meeting;
4. routine meeting;
5. internal meeting;
6. customer/client/supplier first meeting or for establishing relationship.
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Structure of decision-making meetings:
1. study/discuss/analyse the situation;
2. define the problem;
3. set an objective;
4. state imperatives and desirables;
5. generate alternatives;
6. establish evaluation criteria;
7. evaluate alternatives;
8. choose among alternatives.
The objective of decision-making meetings: 
to get a consensus in a time- and cost-effective manner. 
Decision-making meetings should end with DECISIONS.

After the meeting:
1. A memorandum should be sent to all participants summarising the decisions taken and the action required.

2. The memorandum should be sent to any interested individuals who were unable to attend.

3. The Chair should seek feedback on the meetings to try to improve future meetings.

M O D U L E 5. NEGOTIATIONS.
Unit 12. Know what you want.

Types of negotiation.

Negotiation strategies.

Preparing for a negotiation: negotiating scenario and negotiating styles.

Making an opening statement.
Unit 13. Getting what you want.

Key principles of negotiating.

Probing, proposals and counter-proposals, trade-offs.

Bidding, bargaining and making concessions. 

Types of negotiator.

Unit 14. Not getting what you don’t want.

Dealing with difficulties – confrontations.

Confrontational negotiating tactics.

Conflicts.

Negotiating with powerful people.

Negotiation and Diplomacy.

Reaching agreement.

Ending the negotiation.  

UNIT 12. KNOW WHAT YOU WANT.
Part 1. TYPES OF NEGOTIATION.

Exercise 1. What do you understand by the term «negotiation»?

Work out a short definition. (key ideas: two or more parties, specified goals, discussion, compromise, agreement)

	A fairly all-inclusive definition, which I may suggest, is

	

	

	


NEGOTIATE (v) – to try to reach an agreement by discussing something in a formal way, especially in a business or political situation to negotiate something with somebody.
NEGOTIATION (n) – formal discussion in which people or groups try to reach an agreement, especially in a business or political situation.

If people negotiate (with each other), they talk in order to reach an agreement, 

which is to their mutual advantage (good for them both). 
For example:

1. customer-supplier negotiations;
2. wage negotiations;
3. merger or takeover negotiations;
4. trade negotiations.
Negotiations also take place to settle disputes (decide arguments) such as:

a) contract disputes;

b) labour disputes;

c) trade disputes.
Word combinations with «negotiations» 

	Intense
Intensive
	negotiations
	are very difficult and tiring, with a lot being discussed.

	Delicate
Tense
	
	are very diffucult and could easily fail.

	Eleventh-hour
Last- minute
	
	take place the last possible moment of the time available.

	Protracted
	
	take a very long time.


Someone who takes part in negotiations is a negotiator, and someone who is a 

good at getting what they what is a tough negotiator.
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Another word for «negotiate» is bargain. This is also used to talk specifically about discussing and agreeing the price of something. Another name for «negotiator» is bargainer.

Another word for «negotiation» is bargaining used especially in phrases like:

a) collective bargaining;
b) pay bargaining;
c) wage bargaining (discussion between groups of employees and their employers about pay and conditions).

«Bargaining» is often used in these combinations:

	bargaining
	ploy
tactic
	a particular technique used by a negotiator.

	
	chip
tool
	an issue that a negotiator uses in order to gain an advantage.

	
	point
	a particular issue that negotiator discusses

	
	power
	the degree to which one side is strong enough to obtain
what it wants.

	
	process
	the way that negotiations develop.


THE STRUCTURE OF A NEGOTIATION.
Exercise 2. Read the following conversation between two friends to find out:

a) the first suggestion;
b) the counter-suggestion;
c) the agreement.
	Jack:
	What shall we do on Saturday?

	Jill:
	Er… let’s go and see a film.

	Jack:
	We could do that – or what if… you know it’s Mary’s birthday? Why don’t we go out with her and Thomas – go for a meal or something?

	Jill:
	That’s a good idea- where shall we go?


Exercise 3. Here is a representation of the typical structure of a negotiation. Compare this with the conversation you have just read.

	(1) Suggestion
	

	
	(2) Counter – suggestion

	(3) Agreement
	

	
	(4) Confirmation


Exercise 4. Complete the questionnaire from a business magazine about negotiating. 

Mark the sentences with T (true), F (false) or D (it depends):
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QUESTIONNAIRE

	
	THE SENTENCES
	T (true), F (false) or 

D (it depends):

	1.
	There is always a winner and a loser in a negotiation.
	

	2.
	You have to give something to get something.
	

	3.
	You need an agenda.
	

	4.
	Making small talk is necessary.
	

	5.
	You need to prepare as much as possible.
	

	6.
	You can promise anything.
	

	7.
	Negotiations are the same all over the world.
	

	8.
	It’s a good idea to sum up agreements regularly.
	


Exercise 4. Read the following three negotiations and answer the questions:

a) Where are the people and what is being negotiated?

b) Which negotiation is win-win, which is lose-lose and which is win-lose?

Negotiation 1.
	Husband:
	What about Majorca this summer? We should start planning or everything will be booked.

	Wife:
	Oh, not another beach holiday? You want to go to Majorca although you know I hate lying and doing nothing. I’d like to suggest something active like trekking in the Alps.

	Husband:
	Walking up and down mountains. You can’t be serious!

	Wife:
	You don’t know anything about it! Come and have a look at the brochure. There’s a lot of sun too in the Alps.

	Husband:
	I don’t want to know anything about it. I need two weeks to relax, eat 

too much and do nothing. There’s no way I’ll walk around mountains, in spite of the sun.

	Wife:
	I’ll go to Majorca for a week provided we go to the Alps for a week.

	Husband:
	No way!

	Wife:
	We do what you want every year. Can’t you compromise this time?

	Husband:
	I can meet you half way. Let’s find an island with a mountain on it. That way you can wander around on it and I can lie on the beach. Can you go along with that?

	Wife:
	That’s out of the question! Either we do something together or I don’t               want to go. That’s my bottom line.

	Husband:
	That’s makes two of us. That means that neither of us is going on holiday this year. Great!


Negotiation 2.

	Man:
	Thank you for showing me round. It’s a beautiful house.

	Seller:
	Yes, I know. I don’t want to sell it, but my husband has got a job in New York so we have to move.

	Man:
	So, how much are you asking for it?
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	Seller:
	I’d like $600,000.

	Man:
	Frankly, I think that’s a lot for this house. Is that your best offer?

	Seller:
	I think it’s a fair price. Remember there is a very big garden and a new garage.

	Man:
	True, but look at the windows. You need to replace all of them. And the floor downstairs doesn’t look good. I would only pay that price on condition that you do all the repairs.

	Seller:
	You have a point there. I should repair the windows. However, I don’t have time to do all of the work. If I understand you correctly. You will take the house If I lower the price because of renovations?

	Man:
	Exactly. Look, you want a quick sale, and I really like the house. If you go down to $550,000 I’ll take it and you’ll have your money at the end of the week.

	Seller:
	Done! Let’s draw up the contract.


Negotiation 3.

	Modelling agent:
	If you want Tania to model your winter collection, it will cost $10,000 an hour.

	Shop owner:
	That’s far higher than I expected. We only need her for two hours.

	Modelling agent:
	Fine. That’ll cost $20,000 for the evening. It’s at your new shop in the centre of town, isn’t it? Nice location.

	Shop owner:
	Look, the model Inbooked can’t make it. Our new shop opens on                  Friday and I really need a model but we talk about the price again?

	Modelling agent:
	No, I don’t want to discuss this. You know Tania is almost a top model. $10,000 is the pie if you want a famous face. I can’t go any lower than that. Take it or leave it.

	Shop owner:
	I have no choice. But can’t we take a long term view? If Friday is a success then I’ll book Tania for the spring and summer collection. Surely you can give me a discount for three firm bookings?

	Modelling agent:
	Afraid not. As I said, Yania is in demand at the moment.

	Shop owner:
	Look, I’ll pay the 20,000 as long as she stays for extra hour and chats to my regular customers.

	Modelling agent:
	So what you’re saying is you want some more than two hours work. No deal! You can have Tania for two hours and not a second longer. If you want extras, you have to pay for them.

	Shop owner:
	I think that’s very unreasonable, but, OK, it’s deal. $20,000 for two hours, but, I won’t do business with you again.
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Exercise 5. Read the following three extracts, each part of a different type of negotiation. Match each negotiation to one of the three types described below, A, B or C.
Extract 1.

	Lawyer:
	Yes, I understand what you are saying, but the facts are clear. The company was responsible for carrying out all the safety checks. Those checks were not made.

	Manager:
	That’s what you say …

	Lawyer:
	There is evidence that safety practices were poor. You know that. I advise you to make a settlement, Mr. Cooper. If not, I think it could be worse for the company. You don’t want the press involved in this.


Extract 2.

	First man:
	The price includes all the land and the buildings.

	Second man:
	Yes. What about the payment terms? With better terms, you could accept a lower price?

	First man:
	No, I think terms are not the problem. The issue is price, Mr Ford.                           We have had several offers.


Extract 3.

	Woman:
	Yes, what looks good here is the practical qualities of the building and the use of natural materials, stone, glass, wood. It’s very attractive.

	Architect:
	I thought you’d like it. But we’d like to discuss some other possibilities. There are different options – we need to get things right – absolutely right.

	Woman:
	Yes, we need to talk about the time schedule, too.


	A.
	
	A business negotiation can be similar to a discussion between friends fixing a social engagement. Two parties have a shared objective: to work together in a way which is mutually beneficial. Proposals and counter-proposals are discussed until agreement is reached. Both sides hope for repeat business. This is an agreement-based negotiation. Sometimes referred to as a win-win negotiation

	B.
	
	Two other types of negotiation are less founded on mutual benefit, but on gaining the best deal possible for your side. In the first type, both teams negotiate to independent advantage. This means that each team thinks only about its own interests. In this type, a seller typically seeks to sell a product but is less concerned about repeat business.

	C.
	
	A third type is the negotiation to resolve conflict, for example, in a contractual dispute. Here, it is possible that each party regards the other as an opponent and seeks to win the argument. This is a win-lose negotiation.


Exercise 6. Kevin Warren, an Executive Vice President at Coca-Cola (UK), is talking about negotiating. Read the first part of the interview. 

What do the letters L-I-M stand for? 

What was his L-I-M?
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	Interviewer:
	When you go into a negotiation, do you always expect to win?

	Kevin Warren:
	I guess the honest answer is that I always have a clear expectation of what I expect to achieve, I guess I would like to always win. Let me illustrate that for you. Something that was sort of shared with me early in my career was the mnemonic L-I-M and that’s Like, Intend, Must. What would I like to do, what would I intend to do, and what must I do? And this is probably well illustrated by a recent contract that we negotiated in the UK with a major leisure company. And, I guess our «like» was, we would like to win the business there ad then, in the negotiation on that day. I guess our «intend» was that we must leave that group thinking that we are a very professional and competent outfit who can best meet their needs. And I guess our «must» was, we must have done enough to keep the dialogue open and ensure that our competitor didn’t win the business on that day. So, the short answer is you don’t always win. I always want to win, but I don’t always expect to win – but I certainly expect to deliver the objective that we went in to achieve.


Exercise 7. Read the second part of the interview to find out what three negotiating tips Warren gives.
	Interviewer:
	Could you give me some tips for negotiating?

	Kevin Warren:
	Yes. I think everybody has their own tips. But these are things that have worked for myself and the people I’ve worked with, and it’s more around avoiding classic errors. And I guess the first one is to identify who the decision maker is. I’ve lost count of the occasions at every level, from first-line salesman through to board director, board to board negotiations where I’ve seen fantastic presentations, superb dialogue and the person that’s been sitting across the table, so to speak, is not the decision maker. So that’s the first tip, make sure you know who you’re talking to. The second one is that all salesmen, if they’re good salesmen, tend to be very enthusiastic about what they’re selling. That could be a product or a service, or even a social occasion. And in their enthusiasm they focus on their need, rather than the buyer’s need. For example, in our own case I’ve seen on many occasions people basically go straight to the point – «We’re here to sell you Coca-Cola, it’s the world’s number one brand, you must want it.» What they haven’t done is to establish the buyer’s need. The important thing is to understand the buyer’s need. Now, it’s not impossible to sell without establishing that need. But it tends to mean you’ll never have a long-term relationship. For example, because I never established your need, if another soft drinks supplier walks through the door and just offers you more money, you’ll probably switch. So I think it’s very important. 
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	Kevin Warren:
	My favourite one, and I’m probably in danger of doing it myself now, is once you’ve made the sale, shut up. I think it’s very important: close the sale, reinforce the buyer’s decision– everybody likes to feel they’ve made a good decision – and then leave.


READING FOR GIST 

Exercise 8. Read the text about negotiations and choose the best title from the following: 

1. Unsuccessful negotiations and how to avoid them.

2. How to make negotiations effective.

3. Skills for successful negotiations.

4. Bargaining and making concessions

In business negotiations good people skills, mutual respect and trust are absolutely essential. One of the aims of the first meeting is therefore for the two parties to develop trust and sound each other out.

This phrase can be made easier if you do your homework beforehand. Doing your homework means finding out as mush as you can about the company you are dealing with, about its needs and expectations, and about its negotiating style. It also means defining precisely what you want and what your conditions are, as well as deciding in advance what kind of concessions you are willing to make. If you are clear about those points and generally feel well-prepared, you will be able to handle the bargaining stage much more effectively.

In this second phase, what you should be aiming for is a win-win situation. Obviously, it is easier to reach an agreement if both parties take away something from the deal. Getting to a win-win situation clearly requires a number of special skills, such as making concessions. There are three key issues to bear in mind when making concessions. Firstly, it may not be a good idea to start with your biggest one, as your prospect may then think you are desperate to strike a deal.

On the other hand, starting small and making gradually bigger concessions is not recommended, either, as this may arouse unrealistic expectations. Secondly, resist the temptation to make a concession whenever your prospect grants you one.

And thirdly, make sure your prospect is fully aware of the value of every concession you make.

Let us now turn briefly to three serious dangers which often lurk behind negotiations. The first pitfall to avoid is to allow the negotiation to drag on indefinitely. Agree on a schedule at the outset, and keep to it. The next one is the unwillingness to admit that your prospect’s arguments may be right and yours wrong. Finally, never exert undue pressure on your prospect either. Ultimatums, for instance, have no place in effective business negotiations.

READING FOR DETAIL AND VOCABULARY
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Exercise 9. Now read the text again carefully and find words or phrases in the text which mean the following:

	1.
	(business) a possible or likely customer
	

	2.
	(formal) to allow someone to have or do what they want
	

	3.
	(adj) felt or done in the same way by each of two or more people
	

	4.
	to wait, sometimes hiding in order to frighten, annoy or attack something
	

	5.
	a problem that is likely to happen in a particular situation
	

	6.
	to continue for longer than you want or think is necessary
	

	7.
	to decide together what will be done and how it will be done
	

	8.
	from the start (beginning) of something
	

	9.
	to follow an agreement or a rule
	

	10.
	to agree to do what someone wants you to do although you do not want to
	

	11.
	(formal) to use influence, authority or power in order to affect or achieve something
	

	12.
	(adj) (formal) not necessary or reasonable
	

	13.
	to try to find out someone’s opinions, ideas, feelings by talking to them
	


CHECK YOUR KNOWLEDGE.

Exercise 10. Give the Russian equivalent:
	1.
	mutual respect
	

	2.
	to make concessions
	

	3.
	to do something beforehand
	

	4.
	to develop trust
	

	5.
	the negotiating style
	

	6.
	to feel well-prepared
	

	7.
	to handle the bargaining stage
	

	8.
	to aim for something
	

	9.
	to take away something
	

	10.
	to reach an agreement
	

	11.
	to bear in mind
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	12.
	to strike a deal
	

	13.
	to arouse unrealistic expectations
	

	14.
	to resist the temptation
	


DISCUSSION.
Exercise 11. You are going to take part in the discussion on «Effective negotiations». These are questions which can be asked during the discussion. The working language of the meeting is English. So, translate the following questions into English and be prepared to ask the participants a few questions.

1.  Какие переговоры Вы считаете успешными?

2.  Зависит ли успех переговоров от поставленной цели?

3.  Какими качествами должен обладать «переговорщик»?
4.  Какую предварительную работу Вы должны проделать дома?

5.  К чему мы должны стремиться во время переговоров?

6.  Какие виды переговоров существуют?

7.  Легко ли добиться успеха при переговорах?

8.  Чтобы выигрывать необходимо уметь уступать. Насколько это верно?

9.  Необходимо ли ограничивать обсуждение во времени?

10. Всегда ли переговоры заканчиваются подписанием контракта?

11. Что невозможно делать во время переговоров ни при каких обстоятельствах?

12. Как бы Вы могли сформулировать «золотое правило переговоров»?
Exercise 12. Role play. Conduct a meeting dealing with negotiations.

Part 2.  NEGOTIATION  STRATEGIES.

Exercise 1. What is the best approach to negotiation? 

The win – win approach, where both you and the other person can feel happy with the outcome, or the I win – you lose approach, where the strongest person gets the bigger share?

Which of these strategies are best for finding a win-win solution in a negotiation?

a) If you don’t agree, say “no”.

b) Support your proposal with reasons and arguments.

c) Ask questions to find out what your partner’s position is.

d) Keep repeating your demands.

e) Look for alternative solutions.

f) Take time to think.
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Exercise 2. Viktor, a supplier, talks to two of his buyers, Xavier and Yacoub, about new delivery charges. 
Read the two negotiations and answer the questions:

1. Which buyer is more likely to reach an agreement with Viktor?

2. How does Xavier respond in the first negotiation?

3. How does Yacoub respond in the second negotiation?

4. In the second negotiation, how does Viktor respond to the proposal?

Conversation 1.
	Viktor:
	Well – the thing is – we need to discuss the delivery terms. Up to now, we’ve always included free delivery in the price. But unfortunately, our transport costs have risen so much in the last few months that we’re now going to have to charge for delivery.

	Xavier:
	Pay for deliveries? That’s no way! None of your competitors charge for deliveries!

	Viktor:
	Not for the moment, no. But we think they’ll have to take a similar step very soon. After all, their costs have risen just as much as ours!

	Xavier:
	In the meantime, it’s totally unacceptable. We’ll have to switch to another supplier if you insist on this.


Conversation 2.
	Viktor:
	Well – the thing is –we need to discuss the delivery terms. Up to now, we’ve always included free delivery in the price. But unfortunately, our transport costs have risen so much in the last few months that we’re now going to have to charge for delivery.

	Yacoub:
	I see. Well, I can understand your position. But how much are you thinking of charging?

	Viktor:
	We’d like to propose five per cent on each order.

	Yacoub:
	Do you mean five per cent of the order value on each delivery?

	Viktor:
	Yes, that’s right.

	Yacoub:
	Let me think… Here’s another idea. How about a flat rate of – 20 euros per delivery? That way, we could save money by ordering less frequently 

and by ordering larger quantities. And you’d gain because you wouldn’t have to deliver so often. And you could carry more in each load which would be economical.

	Viktor:
	So you’re saying you’d be willing to buy in large quantities?

	Yacoub:
	With flat rate, we’d have the pinion to save money by doing that, yes.

	Viktor:
	Well, it sounds like a reasonable idea… But I’ll need to do some calculations to see how it would work.
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Part 3.  PREPARING  FOR  A  NEGOTIATION: NEGOTIATING  SCENARIO  AND  NEGOTIATING  STYLES.

PREPARING TO NEGOTIATE

Exercise 1. What considerations are important in preparing to negotiate? 

Suggest as many as you can. Write down your ideas. 

	

	

	

	

	


Exercise 2. John Rix is an expert on negotiation. Read what he suggests, then compare your ideas with the ideas of John.

«Before negotiations begin, preparing and planning are very important.

a) Get as much information as possible about the situation. If dealing with people from another culture, find out about its etiquette and negotiating styles: the way people negotiate what they consider to be acceptable and unacceptable behaviour, and so on. (See «Culture Page»).
b) Work out your initial bargaining position: what are your needs and objectives (the things that you want to achieve)? Decide your priorities (the most important objectives). 

c) Try to estimate the needs and objectives of the other side.

d) Prepare a fallback position: conditions that you will accept if your original objectives are not met.

e) Perhaps you are in a position to influence the choice of venue: the place where you are going to meet. If so, would you prefer to:

· be on your own ground/on home ground (in your own offices)?

· go to see the other side on their ground (in their offices)?

· meet on neutral ground, for example in a hotel?

f) If you are negotiating as part of a negotiating team, consult your colleagues about points a) to e), and allocate roles and responsibilities.»

NEGOTIATING SCENARIO.

At the beginning of a negotiation, follow these steps:

1. Meet and greet representatives of the other company and introduce your colleagues.

2. Offer coffee and small talk. Try to create a relaxed atmosphere.

3. Go to the meeting room and suggest that you get down to business.
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4. Have a clear agenda and a timetable.

5. First, give the background to the negotiations. Talking about the situation is a good way of reminding people of key facts and issues.

6. Then kick off the negotiations themselves, perhaps by finding out more about the priorities of the other side (the things they think are most important) or talking about your own requirements.

NEGOTIATING STYLES.
When you’re negotiating with people from other cultures, it’s important to think about what they consider as «normal» behaviour (See «Culture Page»). You’ll need to think about the following:
	body language
	conversational rules
	hierarchy

	physical contact
	relationship building
	attitudes to time


Exercise 3. Read the text in which a Management Communications Consultant, Diana Ferry, talks about preparing for a negotiation. 
Mark the seven points below in the order in which she mentions them.
	a)
	Identify your minimum requirements.
	

	b)
	Prepare your opening statement.
	

	c)
	Decide what concessions you could make.
	

	d)
	Know your own strengths and weaknesses.
	

	e)
	Know your role as part of a team.
	

	f)
	Prepare your negotiating position – know your aim and objectives.
	

	g)
	Prepare any figures, any calculations and any support materials you want.
	


I would have to say that one needs to be very prepared. I mean to know what you want from a negotiation, what’s your purpose, your aims and objectives. Without clear aims, you can’t have clear thinking, so aims are vital, to have a clear purpose. What do you want? A contract? You want a firm agreement – or just to find out a few things?

Then, you have to know what the minimum deal is. Decide what is the least – the lowest offer you can accept for a deal –an agreement.

Then you have to know where you can give way – or make concessions. So fixing concessions – and targets – is important. Without that you end up agreeing to something and later thinking «Oh no that’s a bad deal!» =or you miss out on what seemed a bad deal at the time but was in fact not bad anyway.
Another area – is to know your strengths and your weaknesses. If we take the classic marketing SWOT analysis – you have to understand your own strengths and weaknesses as well as the opportunities and threats or dangers that exist outside, from competitors for example.
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So, know the market, know your strengths know about prices and other possibilities. If you do this, you can see the negotiation in its proper context.

Then you need to prepare all support information. Figures, numbers, pictures, whatever. It could be anything –but the most important thing is that you can support what you say. It helps you to be clear.

Next, the team Hs to be well prepared, well managed. If it’s a team you have, everyone needs a clear role, clear responsibilities –to have roles.

Finally, your opening remarks. Prepare what to say. Begin in general terms what you hope to achieve – the general intention, what you’re looking for. The opening statement sets up the right atmosphere, the right expectations; it helps things to be clear between the two sides.

Exercise 4. Match each of the four aspects of good preparation on the left with why they are important on the right. If in doubt, check your answer by reading the text again.

	
	1.
	Knowing your aims and objectives …
	a)
	… means you can support your argument.

	
	2.
	Knowing your own strengths and weaknesses …
	b)
	… helps clear thinking and purpose.

	
	3.
	Preparing any figures, calculations and other materials ...
	c)
	… creates reasonable expectations.

	
	4.
	Preparing an opening statement ...
	d)
	…helps you to know the situation or context in which you want to work.


WRITING.
Exercise 5. As a Management Communications Consultant, write the Recommendations section of a report outlining your practical suggestions on how to train staff for successful negotiation. (Write your recommendations on how to train the staff to be successful in a negotiation).
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Part 4.  MAKING  AN  OPENING  STATEMENT.

Exercise 1. Most formal negotiations begin with an opening statement from each side. What do you think an opening statement should include? Write down your ideas.

	

	

	

	


Exercise 2. Read the conversation between a small Singaporean software company called LP Associates and a possible partner, Kee Ltd. You will read part of an opening statement from Stella Wang, the Production Manager at LP Associates.

Tick (*) four of the eight statements given below the text which best represent what she says. (Students should identify four broad objectives of the negotiation).

Well, thank you for coming here today. As you know, we have a busy agenda. May I begin by outlining some basic thoughts that we have on this meeting? First of all, we see it very much as a first meeting, a preliminary negotiation to identify areas in which we can perhaps work together on certain products- prototype products – that we have developed. There are two, possibly three, ways in which we might go forward. I’d like to summarise these under three headings. First, development projects, second license agreements. The third is the possibility of some kind of consultancy relationship. Is everyone happy if I say a few words about these to begin with? Right, well. First of all, joint development projects. This is …

1. LP Associates want to reach a final agreement in this negotiation.

2. These are preliminary talks.

3. The two parties want to resolve a conflict.

4. They want to agree on a name for the joint venture.

5. LP Associates would like to consider joint product development.

6. They would also consider license agreements.

7. LP Associates want to agree a complete sale of their ideas.

8. They want to consider working on a consultancy basis.

DISCUSSION.
Exercise 3. Compare Stella Wang’s opening statement with the suggestions you made at the beginning of this section.

a) What did she include that you also suggested?

b) What other things did she include?
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Exercise 4. Suggest phrases for each of the following at the start of a negotiation.

a) Welcome the other side.

b) Develop small talk (trip, weather).

c) Mention plans for lunch – make your visitors feel welcome (see city centre/local restaurant).

d) Suggest you start talking about the main subject of your meeting.

e) Introduce a colleague (Luke Fox, Marketing Department).

f) Explain general aim or purpose of the meeting (preliminary/exploratory).

g) Say what your side wants from the meeting (establish beginnings of a partnership /learn about supply systems /price variations and supply costs)

Exercise 5. Try to bring together many of the phrases above in a single opening statement.

	

	

	

	

	

	

	

	

	

	


Exercise 6. Choose one of the following situations to prepare an opening statement in a negotiation. Remember to include welcoming remarks and some general comments on your expectations for a successful meeting and an agreement which leads to a lasting partnership.

Situation 1.
Your company, Ultra Compo, is meeting representatives of OHTA Inc. from Tokyo. OHTA Inc. wants to set up an agency in your country to distribute its electronic components.

Objective.
Exploratory talks to:

a) know more about the products;
b) find out about OHTA’s existing international distribution network;
c) discuss in general the terms under which the two companies could cooperate.

Independent objective: to internationalise your own company’s activity and extend your product range.
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Situation 2.

You are interested in buying some land in a suburb of Lima in Peru, where you want to establish a distribution warehouse to serve the Andean region of Latin America. You have a meeting with the lawyers acting for the landowner, PuertosCallao S.A., a port authority in Lima.

Objective.

Exploratory talks to find out:

a) more about the land, its exact location relative to the port, airport, city centre, etc.;
b) the cost of a land;
c) the present condition of the land – existing buildings, etc.

Independent objective: to secure the land on the lowest possible terms, either by buying it now for cash, or getting a deal spreading costs over a longer term at low interest, or leasing the land.

UNIT 13.
GETTING  WHAT  YOU  WANT.
Part1.  KEY PRINCIPLES  OF  NEGOTIATING.

A key principle in negotiating is to give a little and get a little at the same time.

VOCABULARY.
Win – win

In a successful negotiation, everyone should leave the negotiating table happy with the outcome: there shouldn’t be winners and losers. The negotiation should try to reach a win-win solution: an agreement of equal benefit to both sides. This can be achieved in a number of ways.

Part2.  PROBING,  PROPOSALS  AND  COUNTER-PROPOSALS,  TRADE-OFFS.

Probing
One way of furthering negotiations is probing (asking the right questions and listening carefully to the answers). 
Here are some probing questions:

a) What is the situation on production at your plant at the moment?

b) What sort of quantities are you looking for?

c) What are we looking at in the way of discount?

d) What did you have in mind regarding specifications?

e) What were you thinking of in terms of delivery dates?

f) How important to you is the currency for payment?
Proposal and counter-proposal.

Through a series of proposals or offers from one side and counter-offers from the other side, the two sides work towards an agreement which will benefit them both.

	Here are some ways of making offer
	

	If you offer more flexible payment conditions,
	will be able to+inf.

	As long as engine performance improves by ten per cent,
	can agree to +inf.

	On condition that you deliver 20 engines by May.
	could consider +-ing

	
	then we

	Supposing that you provide good technical support,
	may    offer +noun

	Provided that you supply documentation in French
	might offer to +inf.

	Providing that this contract works out OK,
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Trade – offs
When you offer to change your position to one that is less favourable to yourself, you make a concession. Perhaps this is in exchange for a concession from the other side, although there is no guarantee of this. Your concession may be a goodwill gesture: a concession that you make hoping that the other side will see this as friendly and make a concession in return. 

Even in a friendly negotiation, there may be horse-trading, with each side making a series of concessions in return for concessions from the other side. (This expression is often used to show disapproval). If you argue about something for a long time, especially about the price of something, you haggle. 

A series of concessions in exchange for concessions from the other side is a series of trade-offs. If you make a concession, you may not get anything back. If you make a trade-off, you give something away and get something in return.

DISCUSSION.

Exercise 1. Read the text above again and answer the questions.

1. What situation can you observe in a win-win negotiation?

2. What do you mean by «probing»?

3. What question from B do you suggest for the following reply: «We’d prefer US dollars»?

4. What question from B do you suggest for the reply: «We’ll need the first 30 units in six months»?

5. What is the best translation for the following conjunctions:

	If
	

	providing that
	

	on condition that
	

	as long as
	

	supposing that
	

	provided that
	


6. When do we usually make a concession?

7. What is meant by «horse-trading»?

8. What two expressions do we use to describe long negotiations with a series of concessions?

9. What’s the difference between «to haggle» and «to make a concession»?

Part 3.  BIDDING,  BARGAINING  AN D MAKING  CONCESSIONS.
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Exercise 1. Read the following extract. According to the writer, are these statements about negotiating True (T) or False (F)?

a) Decide on the most important and less important issues.

b) Try to guess what the other side thinks.

c) Note answer to the questions you ask.

d) Deal with issues in isolation, one at a time.

e) Make concessions and get a concession in return.

f) If there are problems, you have to accept or reject what is on offer. 
g) Tough bargaining can combine with a spirit of cooperation.

Effective negotiating requires clear thinking and a constructive approach.

It is necessary to have a clear understanding of what for you are the most important issues and at the same time what for you are less important. Try to identify aspects in the second category where the other side will be happy to gain concessions. Give what is not so important for you, but is valuable for the other side.

To do this, you have to do the following:

· Check every item of what the other side wants. Ask how important items are and look for flexibility.

· Do not guess their opinions or motives – you could be wrong, or they won’t like your speculation.

· Note the other side’s answers, but don’t immediately say what you think.
· Avoid being forced into considering one issue alone, consider two or three at once – aim for an agreement to a package.

If there are big differences between the two parties, you have a choice of these opinions: to accept. To reject, or to carry on negotiating. If you decide to carry on, then the opinions in the next round are:

· to make a new offer;
· to seek a new offer from the other party;
· to change the shape of the deal (vary the quantity or the quality, or bring in third parties);
· begin bargaining.
Your bargaining should be governed by three principles: be prepared, think about the whole package, and be constructive. In preparing, you must identify the issues and prepare your bargaining position. You need:

· an essential conditions list – issues where you cannot concede anything;
· a concession list – issues where you can make concessions;
· to grade the concessions from the easiest to the most difficult, where you need most in return.

As for the package, you must look for agreement in principle on a broad front.

When the time comes for compromise, each party will concede on one issue if they win a concession on another.
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The final principle is to be positive and constructive. You should be fair and cooperative, even during difficult bargaining. This approach is most likely to move the negotiation towards a settlement that both sides feel is to their advantage.

(From «Negotiating» by Bill Scott)

AFTER READING TASKS
Exercise 2. Read the text again to find out:

a) how to respond to what the other side wants;

b) three ways to change a deal;

c) three actions to prepare for bargaining.

Exercise 3. Read the extract again. Then make up a plan – logically connected items with the key words for each that can help you to retell the story.

WRITING.

Exercise 4. Write an essay on the subject «What you need for effective negotiating». An essay – a piece of writing by a student on a particular subject.

STOP AND CHECK.
NEGOTIATIONS VOCABULARY

Exercise 5. Match the word to the correct definition.

	
	1.
	agenda
	a)
	a legal document that gives details of an agreement

	
	2.
	compromise
	b)
	meeting between at least two parties that aims to reach an agreement

	
	3.
	proposal
	c)
	plan for the meeting or negotiation

	
	4.
	priorities
	d)
	information used to help make your point in a negotiation

	
	5.
	contract
	e)
	agreement that is between the starting positions of both sides in a negotiation

	
	6.
	evidence
	f)
	most important needs or demands

	
	7.
	negotiation
	g)
	position (maybe a final one) that both sides accept

	
	8.
	agreement
	h)
	offer


Exercise 6. Preparing for a negotiation.

1. Not all negotiations (or meetings) have a formal a ………………………….……. .

2. You should know your s ……..……..……. and w ……………………..………… .

3. Establish your o …………………………………………………………………… .
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4. Have all the i ……………………………………………………….……. you need.

5. Prepare any v …………………………………………….………….……. supports.

6. Prepare an o …………………………………….. s ……………...……………….. .

Exercise 7. About the opening statement.

Mark the following statements as True (T) or False (F).

	1.
	Everyone present should make an opening statement.
	

	2.
	The opening statement explains the purpose of the meeting.
	

	3.
	It is a good idea to make positive comments about the other side in the negotiation.
	

	4.
	In most situations it is best to try to work with and not against the other side.
	

	5.
	Both sides usually make an opening statement.
	

	6.
	It helps to try to understand the other side’s point of view.
	

	7.
	The opening statement explains your minimum requirement from the 

negotiation.
	


Exercise 8. Bargaining and making concession.

Choose the right alternative from the words in italics.

1. It’s okay with us so long as/whereas you can supply the goods by January.

2. If/Unless the specifications are right we’ll be happy.

3. We won’t pay that price if/unless you increase the quantity.

4. If you ask us to help you then we’ll/we do send someone immediately.

5. If you pay in dollars we had to/will have to pay bank charges.

6. We can offer a discount but only/however if you pay at the time of the order.

7. We can reach agreement unless/on condition that the price is fixed for two years.

IT’S INTERESTING TO KNOW.

BARGAINING.
Approaches to bargaining and negotiating can vary according to whether a company or culture is deal-focused or relationship-focused. Most negotiators lie somewhere between the two extremes. It is useful not only to recognise where your counterpart in the negotiation is placed, but also to identify which style reflects your own attitude to bargaining. 

	
	Deal-focused
	Relationship-focused

	Start the bargaining process
	It is important to get down to business as quickly as possible.
	It is important to develop a relationship before getting down to business.

	
	Deal-focused
	Relationship-focused

	Contracts
	Written agreement is essential to prevent misunderstandings and to solve problems.
	Personal trust is more important than a detailed contract.

	Verbal communi- cation
	It is better to be direct so that you can be clearly understood.
	Indirect language helps to maintain harmony. It is very important – to avoid giving offence.

	Sincerity
	It is better to be honest and say if something can’t be done.
	If you can’t do something, you can at least show willingness to try.


Part 5.  TYPES  OF  NEGOTIATOR

Exercise 1. Try to remember the tree different types of negotiation described in the beginning. We may also speak about three types of negotiator: the fighter, the creative negotiator and the one who looks for independent advantage.

To find out which one you are, answer the following questions and check your answers with the key at the end.
WHAT TYPE OF NEGOTIATOR ARE YOU?
1. Your aim in a negotiation is …

a) to find the greatest area of agreement in the joint interests of both parties.

b) to win and to make the other side lose.

c) to find the best deal for your side.
2. When the other side is talking, you …

a) use the information you are hearing to identify weaknesses in the other party.

b) plans what you are going to say next.

c) listen with maximum attention.

3. You think that …

a) part of the available time must be spent socialising and getting to know the other side.

b) goodwill is important but the speed of the meeting should be quick and businesslike.

c) the meeting should get down to business as soon as possible and reach quick decision.

4. When you speak in a negotiation you…

a) make bold and forced statements, possibly banging the table.

b) make carefully-considered statements in a calm, controlled voice.

c) are occasionally forceful and inflexible.

5. If the other side disagree with you, you…

a) try hard to find a creative position by modifying your position.

b) repeat your demands and will not concede – your objective is to make the other side give in.

c) reshape your offer without fundamental changes.
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6. If the other side state an opinion you disagree with, you …

a) tentatively suggest an alternative.

b) ask for clarification and explanation.

c) ridicule it with sarcasm.

To see which kind of negotiator you are, calculate your total:

	answer
	questions

	
	1
	2
	3
	4
	5
	6

	a)
	3
	1
	3
	1
	3
	3

	b)
	2
	2
	2
	3
	1
	2

	c)
	2
	3
	1
	2
	2
	1


Your score ___________

	If your score:
	15 or more
	you
	are a creative negotiator

	
	11-14
	
	negotiate to independent advantage

	
	7-10
	
	are a fighter!

	
	less 7
	
	should get a gun license!


Exercise 2. Complete the following questionnaire.

This short questionnaire draws attention to some of the key attitudes and behaviours that are important for negotiating to be successful. 
Students’ answers here will enable them to identify what they need to improve in order to become a better negotiator.

ARE YOU A GOOD NEGOTIATOR?
1 = strongly disagree 


10 = strongly agree

	
	1.
	I can stay cool when I am in the middle of a conflict.

	
	2.
	I am willing to compromise when I have to.

	
	3.
	I realise that others have needs.

	
	4.
	I am very patient.

	
	5.
	I can identify the most important issues quickly.

	
	6.
	If necessary, I can remain calm when I am being personally attacked.

	
	7.
	I am willing to research and analyse issues carefully.

	
	8.
	I believe in and work towards situations where both sides can win.

	
	9.
	I can deal with stressful situations.

	
	10.
	I am a good listener.


Unit 13
TOTAL:

	If your total score:
	80 or above
	you
	are aware of most of the important issues in negotiation and have the makings of a good negotiator.

	
	between 60 –79
	
	will make a good negotiator but there are some areas that you need to improve.

	
	below 60
	
	may want to rethink some of your attitude about negotiation and get some additional training.


Exercise 11. Match the following skills with the ten questions from the questionnaire above.

	
	a)
	Self-control is a key quantity – you should be careful not to let emotional reactions influence your judgment.

	
	b)
	Reaching calmly to criticism will help to increase the chances of a successful outcome.

	
	c)
	Being able to reach a compromise is a critical ingredient and it is important to understand that you may have to make concessions.

	
	d)
	Being able to deal with stress will enable you to remain composed during a negotiation.

	
	e)
	Looking for a solution that can benefit both parties is the key to win-win negotiating.

	
	f)
	Understanding the position of the other side is essential if you are going to reach an agreement.

	
	g)
	Doing the background research before entering a negotiation means that you will be able to anticipate problems that may arise and the positions people will adopt on certain issues.

	
	h).
	Distinguishing what is important from what is not helps to focus on the main issues.

	
	i)
	Listening carefully to what people have to say is essential in order to understand exactly what they are expecting from you and to seek clarification where necessary.

	
	j)
	Allowing time for arguments to be developed and not making hasty decisions are two important qualities.


UNIT 14.

NOT GETTING  WHAT  YOU  DON’T  WANT.
Part 1. DEALING WITH DIFFICULTIES - CONFRONTATION.

Confrontation
Exercise 1. What is «confrontation»?
Read the following information to find out the answer to this question.
Sometimes one side is in stronger position that the other: they have more baigaining power. For example, during a recent strike at Lamda Inc., the company was in financial difficulty and the public was on the workers’ side, so Landa was negotiating from weakness. The strikers’ union new this: they were negotiating from strengh. 

The union made demands: objectives that were so important that they were unwilling to change them. They wanted a 15 per cent pay increase. Later they moderated these demands, and said they would accept ten per cent. However, their demand for a week’s extra holiday was non-negotiable: they would not accept less. Lamda said they were being forced to accept something that did not want. They accused the union of making them negotiate under duress.
Eventually Lamda conceded to most of the union’s demands and gave them what they wanted. The media said that Lamda had backed down, climbed down and give in.

The feelings had been very strong on each side: the dispute was bitter, and the negotiations were confrontational and adversarial.

Exercise 2. Read the following words and phrases (they are all from the text above) and do the translation.

	1.
	bargaining power
	

	2.
	to negotiate from weakness
	

	3.
	to negotiate from strength
	

	4.
	demands
	

	5.
	to moderate the demands
	

	6.
	to be non-negotiable
	

	7.
	to negotiate under duress
	

	8.
	to concede
	

	9.
	to back down
	

	10.
	to climb down
	

	11.
	to give in
	

	12.
	the dispute was bitter
	

	13.
	confrontational and adversarial
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Part 2. CONFRONTATIONAL  NEGOTIATING  TACTICS.

Exercise 1. Before reading the information on negotiating tactics, use your dictionary to find out the meaning of the following words:

	1.
	treat
	

	2.
	final offers
	

	3.
	ultimatums
	

	4.
	bluff
	

	5.
	to call someone’s bluff
	

	6.
	common ground
	

	7.
	to reassure
	

	8.
	to compromise
	

	9.
	obstacles and sticking points
	

	10.
	to postpone
	


Although using tricks isn’t recommended, there are negotiators who:

a) issue threats, final offers or ultimatums: they say that the other side must accept something, with very bad consequences for them if they refuse.

b) lie and bluff: they threaten to do something that they do not intend to do, or are not able to do.

Of course, you can always call someone’s bluff: pretend to believe them, when you know they are bluffing.
Dealing with problems.

When negotiations get stuck, and don’t progress, there are a number of things you can do.

c) Underline common ground: the areas where agreement has been reached.

d) Reassure: the other side on the points that have been decided: confirm that you have not changed your mind.

e) Be willing to compromise on your original objectives: be ready to accept less than you wanted in exchange for compromises from the other side.

f) Identify the exact obstacles or sticking points: the problems that are causing negotiations to become difficult.

g) Postpone discussions until later so that each side can reconsider its position. 

Exercise 2.What causes conflicts in a negotiation? Make a list of your ideas about it. Then discuss your ideas in the classroom.

My list of conflicts:
	1.

	2.

	3.

	4.
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	5.

	6.

	7.

	8.


Exercise 3. Read the text below. Then do the following tasks:

Answer the question: «How many ways are suggested in the text to reduce conflict in a negotiation?»

Match each of the following to a phrase in the text with a similar meaning:

a) highlight the disadvantages of failing to reach a deal ..………………………….….

b) think of new benefits for both sides .…………………………………………….….

c) alter parts of what is on offer .…………………………………………………...…..

d) take a break to consider positions .…………………………………………….……

e) have the negotiation in a different place ….…………………………..…………….

f) change the individuals involved ……….……………………………………………

g) ask an independent person to come and help you reach agreement …………….......

h) have an informal meeting to talk things over .……………………………...……….

Conflicts may sometimes be an unavoidable step on the road towards agreement. However, in some cases conflict leads to the breakdown of negotiations as one or both sides realise that agreement is not possible. In many cases this is better than agreeing to something which would be against the interests of the people concerned.

When conflict arises, there are several possible actions which may help to resolve conflict in a negotiation:

1) leave the problem, go to a different topic and return later o the point at issue;

2) summarise progress and areas of agreement;

3) emphasise the benefits available to both sides;

4) emphasise the loss to both sides of not reaching agreement;

5) restate the issue and wait for a response;

6) charge the package;

7) invent new options for mutual gain;

8) offer conditional concessions;

9) adjourn to think and reflect;

10) fix an off-the-record meeting;

11) change location;

12) change negotiator (personal chemistry?);

13) bring in a third party (mediator?);

14) consider walking away.

(From «The Pocket Negotiator», published by Gottschalk Hartley-Brewer.) 

Unit 14
Exercise 4. Read the following five different statements. All of these are ways of dealing with conflict. Match each statement with one of the following extracts.

a) Adjourn to think and reflect.

b) Summarise progress and areas of agreement.

c) Leave the problem, discuss something else, come back later to the problem

d) Emphasise the loss to both sides of not reaching agreement.

e) Offer a conditional concession.

Extract 1.

I think we’ve not really making progress. Perhaps it would be better to leave this point for a while and come back to it later. Could we talk about a different aspect to the deal, perhaps the question of delivery?

Extract 2.


I think it is important to think about what could happen if do not reach agreement. The most obvious consequence will be that we will both lose market share. The only winners will be our competitors. It could be serious for both of us.

Extract 3.

There seem to be a number of problems, but I’d like to summarise the positive elements – issues where we have made progress. First, we agree that we have to settle the dispute between us; we understand how important this is. Second, we agree that the terms of our original agreement need to be changed. Third, we also agree that the change will depend on the different market conditions which affect out products. These are important points of progress.

Extract 4.

Can I suggest we take a short break here? I think it will help if we look at some of the issues that are dividing us. Perhaps, we will see areas where we can make a fresh offer.

Extract 5.

The point at issue, Mr Davis, is quite simple. We can offer you extra 5% discount, but only if the order is increased by 20% over the next three years.

Exercise 5. Which of the following are good ways of dealing with conflict in a negotiation?

	1. Avoid eye contact.
	6. Say «I see what you mean».

	2. Smile a lot.
	7. Find out why the other side is unhappy.

	3. Sit back and appear relaxed.
	8. Focus on the issues, not on personalities.

	4. Stop the discussion and come back it later.
	9. Say something humorous.

	5. Say nothing for a long time.
	10. Speak calmly and slowly.
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Part 3. NEGOTIATING  WITH  POWERFUL  PEOPLE.

Exercise 1. What do you think is the best way to negotiate with someone who has a stronger bargaining position than you? Or with someone who is bigger and richer than yourself? Tick the strategies which you would choose. Then discuss your choices with the rest of the group.

1. Threaten them.

2. Let them see that you are in a weak position. 

3. Refer to fair standards and fair procedures.

4. Have a good alternative plan in case you can’t get them to agree.

5. Offer them something that they want or need.

6. Find examples of similar cases where people in your position have won.

7. Get support from another party (such as a mediator or consultant).

IT’S INTERESTING TO KNOW.

NEGOTIATING STYLE.
In some cultures. People see the world as a battle for power where each individual has to fight to achieve a dominant position. In other cultures, people believe that it is better to cooperate with others in order to find solutions to common problems.

	Confrontational
	Harmonising

	People believe they can control things around them by being tough and determined.
	People don’t believe they can control things outside themselves. They think it is better to accept things the way they are and look for balance and harmony.



	People enjoy arguing with others and winning people over to their way of thinking.
	People don’t like to argue or confront others. They listen to other people’s viewpoints and try to be flexible.



	Negotiations are about winning or losing. If you get what you want you win: if you don’t, you lose.


	Negotiations are about finding a good solution that everyone can be happy with.


Part 4. NEGOTIATION  AND  DIPLOMACY.
DISCUSSION.
Exercise 1. Read the information given below, and then with a partner discuss whether the countries and regions below are L (low-context) or H (high-context) cultures.
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	Low-context cultures
	High-context cultures

	Focus of negotiations
	problem-solving, deadlines are important
	relationship-building, time is flexible

	Communication style
	direct, verbal, few non- verbal signals
	indirect, dislike conflict, avoid saying «no»

	Business organization
	individuals more important then the group
	group harmony more important than individuals.-


	China
	
	USA
	
	Australia
	
	N Europe
	

	Middle East
	
	Latin America
	
	UK
	
	Japan
	


Exercise 2. Read three negotiation extracts. What went wrong in each case? Think about high- and low-context cultures, as well as the actual phrases used.

Extract 1.
	A:
	I’m afraid I think we might need more time to explore all the implications, and 

perhaps to include some of our senior management in the discussion.

	B:
	Look, Mr Yamada. I’ve already been here a week, and I have a plane to catch this evening. If you don’t want to do this deal. Just say «no».

I mean when I get back, I have to tell my boss we have a contract, or explain why I failed to get one!


Extract 2.
	C:
	We feel there are still quite a large number of difficulties to face in this project and these will make a very considerable amount of time and money to resolve.

	D:
	OK, Amal, let’s sit down and work out a schedule.

	C:
	I am not sure that at that stage a schedule is appropriate, in view of the considerable, cultural differences between our companies.

	D:
	Well, we need to start work soon if we want to meet the deadlines.

	C:
	Frau Meler, perhaps we should talk again in a few days, by telephone?

	D:
	Are you saying you’re quitting the project?

	C:
	If you insist on putting it in those terms, then, yes, I think probably that is best.


Extract 3.

	E:
	And you pay the shipping costs.

	F:
	No, as I told you, our prices are ex-works. You pay for shipping.

	E:
	So, you don’t want to sell us your machine tools?

	F:
	No, why do say that? I never said that!

	E:
	Your terms with Auckland Industries last year included shipping, I believe.

	F:
	Yes, but that was a much larger contract.

	E:
	So, our order is not very important for you?


Exercise 3. Read the alternative versions of the three negotiations. How do the negotiators avoid misunderstanding?
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Extract 1.

	A:
	I’m afraid. I think we might need more time to explore all the complications, and perhaps to include some of our senior management in the discussions.

	B:
	Uh-huh. Yamada-san, correct me if I’m wrong, but you seem to be saying that you’re not completely convinced by this goal.

	A:
	I’m afraid there seems to be a slight misunderstanding, Mr Bryson. Let me put it another way. We are as enthusiastic about this deal as ever, but here in Japan it is very important to take the time to consult everyone and to be sure there is a consensus

	B:
	Ah, yes, I understand. It’s important for me to keep my board informed too.


Extract 2.

	C:
	I’m afraid we feel there are still quite a large number of difficulties to face in this project, and these will take a very considerable amount of time and money to resolve.

	D:
	OK, Amal, have I got this right? You’re saying that you’re not sure we have the time or the money to make this project a success?

	C:
	That’s right. Especially in view of the considerable, culture differences between our companies.

	D:
	So, would I be right in saying that you are considering withdrawing from the project?

	C:
	No, I’m sorry, Sabine, that isn’t quite what I mean. What I was trying to say was, we need to take our different approaches to these problems into account, but I’m sure we can find solutions.

	D:
	Yes, I’m sure we can. Perhaps, we should talk again in a few days, by telephoning?

	C:
	Yes, that should be fine.


Extract 3.

	E:
	And if I’ve understood correctly, you will pay the shipping costs.

	F:
	I’m sorry, perhaps I haven’t made myself clear. The price we quoted was ex works. But we can quote including shipping if you like.

	E:
	But, didn’t you say you would give us the same terms as for Auckland Industries last year?

	F:
	Ah, I see, yes. Well, allow me to rephrase that. What I meant, we would be very happy to give you the same terms as Auckland, if you were in a position to order the same volume.


Exercise 4. Read the alternative versions again and complete the phrases below.

	
	Extract 1
	Extract 2
	Extract 3

	Checking Understanding
	1. Correct me if …………...…., but you seem to be ………… that …..
	4. Have I ………. right?
	8. If I’ve understood ……………..?

	
	
	5. Would I be right ………….. that ..?
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	Correcting misunderstanding
	2. I’m afraid there ……….. a slight
	6. I’m sorry, that isn’t ….
	9. Perhaps I haven’t

	Reformulation
	3. Let me another ……….
	7. What I was … was……………
	10. Allow me ……..

	
	
	
	11.What I ………..


DIPLOMATIC LANGUAGE.

Exercise 5. Match the direct remarks 1 – 4 to the diplomatic forms that were used in the text above.

	
	DIRECT
	DIPLOMATIC

	
	1.
	I’m not ready to make a decision.
	a)
	Perhaps we should talk again in a few days?

	
	2.
	This project is totally unrealistic.
	b)
	I think we might need more time to explore all the implications.

	
	3.
	Let’s finish the meeting now.
	c)
	We would give you the same terms as Auckland, if you were in a position to order the same volume.

	
	4.
	We won’t pay for shipping unless you give us a bigger order.
	d)
	I’m afraid we feel there are still quite a large number of difficulties to face in this project.


Exercise 6. «Translate» the direct remarks into diplomatic language, and vice versa.

	
	DIRECT
	DIPLOMATIC

	1.
	
	I’m sorry, but wouldn’t it be easier for everybody if we held the meeting here rather than in Colombia?

	2.
	If you don’t want to do business, just say so!
	

	3.
	
	Actually, I was wondering whether you might possibly reconsider your position?

	4.
	So, you don’t want to sell us your

products?
	

	5.
	
	I’m sorry, but couldn’t we start a little earlier than 11am tomorrow? We might find we would make a bit more progress.

	6.
	That’s not true. I never said that!
	

	7.
	
	To be perfectly honest. I’m inclined to think that business trips aren’t quite as useful as everybody says they are.

	8.
	So you don’t trust us to pay?
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Part 5. REACHING  AGREEMENT.  ENDING  THE  NEGOTIATION.
READING.  Deadlock and mediators.
Exercise 1. Before you read the text below, use a good English-English dictionary to find definitions to the following words:

	1.
	deadlock
	

	2.
	to break down
	

	3.
	stalemate
	

	4.
	an impasse
	

	5.
	irreconcilable
	

	6.
	a mediator
	

	7.
	mediation
	

	8.
	a cooling-off period
	

	9.
	an arbitrator
	

	10.
	arbitration
	


Exercise 2. Read the text. What does it say about the situation in Baseland? Find the answer as quickly as you can.

BASEBALL STRIKE IN BASELAND.

Every year in Braseland there are negotiations between the baseball players’ union and the baseball team owners about pay and conditions for the coming season. Last year, after months of negotiations, there was deadlock: the negotiations broke down. Some commentators said there was stalemate; an impasse: a situation where no progress could be made. There were irreconcilable differences between the two sides and it was impossible to reach an agreement. The baseball players went on strike.

The two sides agreed to bring in a mediator, someone from outside to help restart the negotiations and bring the two sides closer together in a process of mediation. The person they chose was a respected retired politician. He recommended a cooling-off period where each side would take no action. The players ended their strike for the time being.

Another month passed, and still there was no progress. The two sides agreed to accept an agreement imposed by an arbitrator. A judge was chosen. She looked at the claims of each side and imposed a settlement or resolution to the dispute, fixing the salaries and working conditions of the players. In this case, arbitration had settled the dispute.

Exercise 3. Read the text again and define if there is sufficient information in the text to answer the following questions:
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1. What happens in Baseland every year?

2. When did the negotiations break down?

3. What did the baseball players do?

4. Who was chosen as a mediator?

5. What is a cooling-off period?

6. When did the players end their strike?

7. Why didn’t the two sides reach an agreement?

8. Who was to blame for not reaching an agreement?

9. How did it happen that they reach an agreement?

10. What claims did the judge suggest?

11. What resolution did the two sides work out?

Exercise 4. Look at the words from the text above and say if these statements are True (T) or False (F).
	1.
	Someone who helps two sides to reach an agreement is an arbitrator.
	

	2.
	If two sides in a dispute use arbitration, no outsider are involved.
	

	3.
	It’s not usual for mediators to impose agreements.
	

	4.
	If you’re in an impasse, you think that progress is possible.
	

	5.
	If negotiations break down, they stop.
	

	6.
	Irreconcilable differences are not important.
	

	7.
	If the two sides agree on a cooling-off period of one week, negotiations continue the next day.
	


Exercise 5. Match these words to their definitions:

	
	1.
	agreement
	a)
	a formal agreement, especially in business or politics.

	
	2.
	contract
	b)
	an arrangement or decision about what to do, made by two or more people, or groups or organization.

	
	3.
	deal
	c)
	a written legal agreement between two people or businesses that say what each must do for the other.


Exercise 6. Compare the definitions above with the following explanations. Are they conflicting?

An agreement of any kind is a deal. When you reach an agreement, you can talk about clinching a deal or closing a deal.

A bargain is also an agreement reached through negotiation. People who get what they want in a negotiation are said to drive a hard bargain.

An agreement may be in the form of a contract.

«Contract» is used in these combinations.
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	employment
labour
	is about what someone has to do in their job, or about what a particular group of employees have to do.

	A/An    oral/verbal       contract
	is not written down.

	binding
legal
	forces both sides to carry out the actions that they had promised to carry out, by law.

	commercial
	is about buying or selling a product.


It’s important to check the points of an agreement to avoid misunderstandings.

You could say:

1. Let me just go/run over (repeat and summarise) the main points.

2. Oh, we agreed that …

3. As far as B is concerned (in relation to B), we agreed …

4. We still have the question of C to setttle.

5. And there’s still the outstanding (remaining undecided) issue of D.

6. We’ll send you a written proposal.

7. We’ll draw up (write) a contract based on those points.

8. I think that covers everything.

Exercise 7. The words below offer a clear indication of the result of a negotiation. Decide which of these words would indicate a positive outcome (p.o) and which a negative outcome (n.o).

	unfortunately
	another time
	no agreement
	not ready
	fruitful partnership

	
	
	
	
	

	problems
	very good
	satisfactory
	sorry
	useful

	
	
	
	
	


Now read the extracts to check your answers.

Extract 1.

I think it’s clear we have no agreement. We’re wasting time here, so thank you for talking to us, we’ve had a busy morning. I think we’ll leave and perhaps another time we’ll find some way to work together.

Extract 2. 

Well, I think that’s been useful. I’ll send you a letter summarising what we’ve agreed and look forward to a long and fruitful partnership.

Extract 3.

If that’s everything, I’d like to say many thanks for coming today – it’s been very good. I think we have a very satisfactory agreement and so, for the next step, we will send you the detailed specifications in two weeks.
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Extract 4. 

So, I think we can both see that we are not quite ready to sign anything just now. Perhaps in future we may be able to reach agreement but, unfortunately, for the moment, we are some way apart. Anyway, thanks for coming, it’s been interesting.

Extract 5.

I’m sorry we’ve been unable to agree. It’s a shame, but it looks like we need more time to settle our problems. In the meantime, I think we should have a think about the issues which are dividing us. Perhaps in the next few days our positions my change, in which case, we know how to contact each other.

Exercise 8. Suggest what you could say in the following situations.

Situation 1.

After a long negotiation, you have reached agreement and now plan a meal in a local restaurant with the other party in the negotiation.

Situation 2.

Your efforts to reach agreement have been unsuccessful. It is late. End the negotiation but offer some hope that in the future you might manage some cooperation with the other side.

Situation 3.

A colleague has asked you to cooperate on a project, but after long discussion you feel you cannot participate because of fundamental disagreement. It is important that you continue to work together in other areas. 

PRACTICE  FILE.

Practice 1. Internet research. 

Search for the keywords «successful negotiations» to find out more about negotiating. Make a list of five tips to remember when you are negating.
Practice 2. Internet research.

Search for the keywords «win-win negotiation». What are the principles behind it?

Practice 3. Internet research.
Search for the keywords «principled negotiation» to find out about a popular approach to negotiation.

Practice 4. Internet research.

Search for the keywords «cross cultural negotiation» to find out how cultural differences affect international negotiations.

Practice 5. Role play this situation.

A representative of a website maintenance company meets a company manager to negotiate a maintenance contract.

Read your role cards. Then do the negotiation.
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Website maintenance company representative: you want:

1. A three-year contract.
This allows you to offer the best service to customers and it will be profitable for you.

2. To test the website each month.

This will give the best level of service to the client and increase your earnings.

3. Response time – 24 hours.
You want the company to contract you by e-mail if there is an emergency. 

You want up to 24 hours to solve any problems.

Company manager. You want:

1. A one year contract.

You want to see how well the company does the job and if they are reliable before giving them a long contract.

2. To have the website tested every three months.
You want the maintenance costs to be as low as possible. However, you would like to have weekly checks on the security of the website.

3. Response time – two hours.

You want to contract them at any hour by phone if there is an emergency. You want the maintenance company to solve any problems within two hours.

Useful language.
	Stating aims:
	We’d like to have it in a month’s time.

	
	We must have delivery by the end of the next week.

	Rejecting suggestions:
	We’d prefer to pay you a fixed amount.

	Making concessions:
	If I have to finish in one month, I’ll need to have an extra designer.

	
	That could be all right – as long as I get some money in advance.

	Bargaining:
	How about paying me half when I start the work?

	Focusing the discussion:
	Let’s talk about the time for setting up the website.


Practice 7. Role play this situation.

One day staff find that prices have risen by over 50% in the staff restaurant. This is because the company has stopped subsiding all drinks and meals. Their union representative meets the general manager to discuss the problem. You are either: the union representative or the general manager.

Union representative.

The workers are very unhappy with the price increases. They think that the subsidised restaurant is part of their terms and conditions of work. They are also angry that management did not discuss their plans with them first. You want to negotiate a solution to the problem. Your objectives are: 

1. to get subsidised meals back immediately, or

2. to postpone the cuts in subsidies until the staff have been properly consulted.

Unit 14

General Manager

You think the staff restaurant still offers good value for money, despite the cuts in subsidies. Prices are roughly similar to those in other companies in your area. The company has to reduce costs or the staff’s salaries will be affected. You want to negotiate and get a good solution to the problem. Your objectives are:

1. to listen carefully to what the union representative says, or
2. to explain why the cuts in subsidies are necessary.

Practice 8. With a partner, use the chart to role play the following negotiations.

1. The marketing company that you work for needs to save money because your competitors have increased their market share. You are going to discuss saving money through reducing catering costs.

2. The offices where you work are going to be pained. They were last painted ten years ago. You are going to discuss what colour the offices should be painted. 

3. The engineering company that you work for is thinking of sponsoring a local group in order to raise consumer awareness in the area. You are going to discuss which local group to sponsor.

Student A.
1. The company needs to save money.

You think a good and easy way is the company canteen should no longer be subsidized. At the moment employees only pay $4.50 per meal, but the real cost is $8. With 20,000 employees that’s a saving of $40,000.

2. The offices will be painted.

You have read that pink is calming and makes you feel happy and secure. To reduce stress and illness at work you suggest all offices are painted pink.

3. Company sponsorship.

You want the company to sponsor the local ice-hockey team, although it’s not playing well this season. It’s an engineering company and the tough image is a good fit.

Student B.
1. The company needs to save money.

You think the company canteen should stay subsidized as a good meal at midday is very important. You think you can save the same amount of money by installing vending machines for drinks. At the moment drinks cost nothing.

2. The offices will be painted.
You want the offices to be white as usual, you could go along with a pale yellow, but pink is out of the question.

3. Company sponsorship.

You want the company to sponsor the local ballet school. It’s very successful and sponsoring culture is always good. The local hockey team is bottom of the league.
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THE CHART
	Student A.
	Student B.

	(1) Make a proposal
	

	
	(2) Reject

	
	(3)Make counter-proposal

	(4) Ask for clarification
	

	
	(5) Clarify

	(6) Bargain
	

	
	(7) Make a concession

	
	(8) Ask for agreement

	(9) Accept
	


Practice 9. In his book «The Pocket Negotiator», Gavin Kennedy describes two extreme styles of negotiator: Red stylists and Blue stylists.

Read the summary of the two styles. Then decide if you are:

1. A Red stylist

2. A Blue stylist

3. Somewhere between the two styles.

	
	Red stylist
	Blue stylist

	a)
	Want something for nothing.
	Want to trade something for something.

	b)
	Try to win by showing they are stronger than other person.
	Try to succeed by cooperating with the other person.

	c)
	See negotiation as a short-term activity.
	See negotiation as a long-term activity.

	d)
	Use tricks and pressure to get what they want.
	Do not use tricks. They think about each other’s interests.


Study the Useful Language box below. Then role play this situation.

One of you is a company employee. The other is the employee’s boss.

Employee: You think you should have a 10% salary increase.

Boss:         You think the company can only afford a 2% increase.

Negotiate with each other and try to get a good outcome.

Useful Language.
	Starting:
	Could we begin now, please?

	
	OK, let’s get started, shall we?

	Exploring positions:
	What do you have in mind?

	
	How would you feel about a bigger discount?

	Making offers and concessions:
	If you order now, we’ll give you a discount.

	
	We’d be prepared to offer you a better price if you increased your order.
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	Checking understanding:
	When you say there are delivery problems, what do you mean?

	
	Have I got this right? You said a discount on an order of 1000.

	
	If I understood you correctly…

	Refusing an offer:
	I’m sorry, we can’t accept that.

	
	I’m not sure about that.

	Accepting an offer:
	I think we can agree to that.

	
	That sounds reasonable.

	Playing for time:
	I’d like to think about it.

	
	I’m sorry, but I’ll have to consult my colleagues about that.

	Closing the deal:
	That’s it, then. I think we’ve covered everything.

	
	Great! We’ve got a deal.


Practice 10. 

Objective: negotiate a win-win solution.

Step 1. Preparation.

The sales manager of Butternut Co. has booked a conference room in the Admiral Hotel for a meeting with regional sales agents (30 people). The booking is for Wednesday next week. The bookings manager at the hotel phones the sale manager about the booking.

Step 2. Negotiate an agreement.

Bookings Manager.

You have discovered that you made an error in the booking. You have booked two companies into the same room on the same day. The other company booked first, so Butternut will have to change their booking.

You have two other rooms available but they are smaller. One holds 25 people, the other 15 people. You don’t want to lose Butternut’s business, so you need a suitable alternative solution for them. Your boss may not be happy if you have to offer compensation.

You can propose:

1. The room for 30 people on another date (according to availability).

2. One of the smaller rooms at a small discount.

3. Use of both smaller rooms for the price of one room.

4. A full refund plus a small discount off their next booking.

Sales Manager.

There is a problem with your conference room booking at the hotel. Here are some points to consider in your discussion with the Bookings Manager:

1. You don’t want to change the date of the conference because this would disrupt everybody’s schedules.

2. You don’t really want to find another venue as there isn’t much time before next week.
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3. As the hotel has made a mistake, you feel strongly that they should offer reasonable financial compensation.

4. Probably not all 30 delegates will attend. There are usually 4 or 5 people who can’t make it.

Practice 11. Role play.

Conduct a negotiation, involving bargaining and making concessions and accepting and confirming. Work in pairs, A and B.

Choose one of the following topics:

1. negotiating advertising space at football matches;
2. negotiating purchase of a luxury flat in Tokyo’s Shinjuku district.

File card A/1

You are a sales representative for an advertising consultancy. You are responsible for selling perimeter advertising for sports arenas in Italy. You sell 25 metre electronic advertising at Italian Serie A (first division) football matches.

Price on live television:

· corner position: $120 per flash (one minute);

· halfway line or behind the goal $240 per flash (one minute);

You can offer discount of up to 20%, but only for deals of three matches or more.
You can offer two free flashes at non-televised games instead of a discount.

Notes:

You have no space on the halfway line (middle of the playing area) in January and February.

A deal must be for a minimum of 10 flashes per match.

File card B/1

You represent an international fashion house with a major youth market, especially in Italy and Spain. You want to advertise at Italian Serie A (first division) football matches. You have a budget of $10,000. You would like the following:

· electronic advertising at matches on live television only;
· a minimum of ten flashes in every game (a flash = one minute);
· you prefer halfway line positions (they are most often seen by the TVcameras);
· you don’t want behind the goal unless you get a good discount;
· you would like to advertise at between four and six matches in the early part of the year (January – March).
File card A/2

You represent an international company with business links in Tokyo. You urgently need to buy a brand-new luxury apartment in Tokyo’s Shinjuku district. You could spend up to 250m, but you would prefer to spend only about 150m because you would like to buy a second, smaller apartment in Hachioji – but this is not essential.
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Notes:

a) Shinjuku is one of the most famous and prestigious districts in downtown Tokyo.

b) You would like the apartment to be near Shinjuku Gyoen Park, or close to Shinjuku station.

c) Hachioji is a suburb – you are not sure exactly where.

d) You need the apartment to be ready in less than three weeks.

e) You want the inside decorated to your specific requirements – you will pay extra for this.

f) You would like an apartment with a swimming pool and tennis courts.

g) You want a large apartment – about 200sq. m.

h) If you cannot have any of the above, you would like to pay less.

File card B/2.

You represent an international property company. You are selling luxury apartments in Tokyo.

	Costs:


	Shinjuku district:
	100m to 200m

	
	Ueno:
	70m to 80m

	
	Hachioji:
	60m

	
	Chofu:
	80m


Notes:

a) Apartments in Tokyo are small: land is very expensive.
b) 70sq.m. is normal, 100sq.m. is large by Tokyo standards.

c) It is virtually impossible to provide a swimming pool or tennis courts.

d) You have two new apartments in Shinjuku:

· 100sq.m. at 120m

· 150sq.m. near the Shinjuku Gyoen Park, 200m

e) Shinjuku is one of the most famous and prestigious districts in downtown Tokyo.

f) Prices are negotiable – but no more than 20% less.

g) Hachioji is a suburb, about 40 minutes by train from the centre.

h) You have an excellent apartment in Chofu (near the centre) for sale at 120m.
i) The apartments could be ready in 5 to 6 weeks.

j) Special interior design can be arranged – cost about 20m.

Practice 12. Discuss the following questions:

1. What qualities make a good negotiator?

2. Do you have to negotiate? Do you like negotiating? Why/why not?

3. What are the normal social «rules» in your country in the context of a buyer-customer negotiation?

4. Is every negotiation potentially a win-win one?

5. Do you think that making goodwill gestures is a good idea, or should you always demand concessions in return for the concessions that you make?

6. What sort of agreements or contracts does your orgatization have with others?

Who draws them up?
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LANGUAGE  CHECKLIST

A.
	Making an opening

statement:
	Welcome to …

I’m sure we will have a useful and productive meeting.

	First meeting:
	We see this is a preparatory meeting …

We would like to reach agreement on …

	One of the series of meetings:
	Following previous meetings we have agreed on some important issues. Today we have you think about …

We have reached an important stage …

	Stating your aims and

objectives:
	I’d like to begin with a few words about our general expectations …

May I outline our principal aims and objectives today …

We want to clarify our positions …

We have a formal agenda …

We don’t have a formal agenda, but we hope to reach agreement on …

There are three specific areas we would like to discuss. These are …

We have to decide …

	Stating shared aims and objectives:
	Together we want to develop a good relationship.

We agree that …

It is important for both of us that we agree on …

	Handing over:
	I’d like to finish there and give you the opportunity to reply to this.

I’d like to hand over to my colleague…, who has something to say about …


B. 

	Bargaining:
	We can agree to that if …

…on condition that …

… so long as …

That’s not acceptable unless …/without …

	Making concessions:
	If you could … we could consider …
So long as … we could agree to …

On condition that we agree on … then we could …

Let’s think about the issue of …

We could offer …

Would you be interested in …?

Could we tie this agreement to …?

	Accepting:
	We agree.
That seems acceptable.

That’s probably all right.
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	Confirming:
	Can we run through what we’ve agreed?
I’d like to check/confirm/what we’ve said.
I think this is a good moment to repeat what we’ve agreed so far.

	Summarising:
	I’d like to run through the main points that we’re talked about.
So, I’ll summarise the important points of our offer.
Can we summarise the proposals in a few words?

	Looking ahead:
	So, the next step is …
We need to meet again soon.
In our next meeting we need to …
So, can we ask you to …?
Before the next meeting we’ll …
We need to draw up a formal contract.


C.

	Dealing with conflicts:
	I think we should look at the points we agree on…

We should focus on the positive aspects…

We should look at the benefits for both sides …

It is in our joint interests to resolve the issue …

What do you think is a fair way to resolve this problem?

We hope you can see our point of view …

Let us explain our position …

Could you tell us why you feel like that?

I think we should look at the whole package, not so much at individual areas of difficulty.

Perhaps we could adjourn for a little while.

I think we need to consider some fresh ideas …

	Rejecting:
	I’m afraid we can’t …

Before agreeing to that we would need …

Unfortunately, …

I don’t think it would be sensible for us to …

I think if you consider our promotion, you’ll see that …

	Ending negotiations:
	So, can we summarise the progress we’ve made?

Can we go through the points we’ve agreed?

Perhaps, if I can check the main point …

So the next step is …

What we need to do now is …

It’s been a very useful and productive meeting.

We look forward to a successful partnership.

	Breaking off negotiations:
	I think we’ve gone as far as we can.

I’m sorry, but I don’t think we’re going to agree a deal.

It’s a pity we couldn’t reach agreement this time.

Unfortunately, we appear unable to settle our differences.

It would be better if we looked for some independent arbitrator.
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SKILLS  CHECKLIST.

	Type of negotiation:
	a) towards agreement – both teams try to suit joint interests; b) independent advantage – each team aims to get best deal; c) conflict – a team aims to win and make the other ream lose.

	Purpose of negotiation:
	a) exploratory ( possible areas of interest); 

b) conciliatory (resolving differences);

c) work towards a contract.

	Facts and figures:
	a) prepare statistical data; 

b) know facts;

c) prepare visuals.

	Strengths and weaknesses:
	a) list your bargaining strengths; 

b) know your possible weaknesses;

c) calculate your bargaining position.

	Possible concessions:
	a) plan your bargaining strategy; 

b) list essential conditions – impossible to concede;

c) list possible concessions.

	Opening statements:
	a) state general objectives; 

b) state priorities;

c) state independent (not joint) objectives;

d) be brief.

	Bargaining:
	«A key principle in negotiation is to give a little and get a little at the same time».

Ask for concessions.
All concessions are conditional – «If ….   , then ….»

Give what is cheap to you and valuable to them.

	Main speaker:
	Create a joint, public and flexible agenda.
Question needs and preferences.

Don’t talk too much.

Listen.

Don’t fill silence.

Build on common ground.

Explore alternatives: «What if …?»

Be clear, brief and firm.

	Support speaker:
	Wait till the Chair or your main speaker brings you in.
Be clear, brief and firm.
Follow the concession rules.
Support your main speaker:
- agree ( nod, say «That’s right»);

- emphasise (The point is very important);

- add forgotten points (And we must remember ...);

- but don’t make concessions for your main speaker;

- listen;

- don’t fill silence.
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	Dealing with conflicts:
	Show understanding of the other side’s position.

Highlight advantages of agreement.

	
	Don’t …
- be sarcastic;

- attack;

- criticise;

- threaten;

- blame.
	Do …
- ask questions;

- listen;

- summarise;

- build on common ground;

- explain your feelings.

	Types of negotiator:
	hard

negotiates to win;

makes demands.
	fighter

win – lose.

	
	principled
looks for common benefits;

makes offers.
	independent

advantage

win – win.

	
	soft
looks for agreement;

accepts what’s on offer.
	creative negotiator

looks for agreement.

	Rejecting:
	Ask for adjournment.

Discuss options.

Remember your limits.

Decide if your interests are being met: if not, reject the proposal on offer, or suggest alternatives.

	After the negotiation:
	Compare the results with your objectives, targets and limits.
Examine the process of the negotiation: the planning – the strategy – team roles – the issues.

Learn from failure: what went wrong and why, identify weaknesses and errors, discuss and plan ahead.

Build on success: negotiate success, praise people, develop teamwork and partnership.


CULTURE  PAGE.

A. Culture and cultures.
Alexandra Adler is an expert in doing business across cultures. She says: «Culture is «the way we do things here». «Here» may be a country, an area, a social class or an organization such as a company or school. You often talk about:
· company or corporate culture: the way a particular company works, and the things it believes are important;
· canteen culture: the ways that people in an organization such as the police think and talk, not approved by the leaders of an orgatization;
· long-hours culture: where people are expected to work for a long time each day;
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· macho culture: ideas typically associated with men: physical strength, aggressiveness, etc.

But you must be careful of stereotypes, fixed ideas that may not be true.
В. Distance and familiarity.
Distance between managers and the people who work under them varies in different cultures.

Look at these two companies:

	
	In Country A:
	In Country B:

	Managers 
are 

usually …
	easy to talk to – accessible and approachable.
	more distant and remote.

	Employees may feel quite …
	there is a tradition of employees being involved in decision-making as part of a team of equals.
	distant from their managers and have a lot of deference for them: accepting decisions but not participating in them.

	This company is not very hierarchical, with only three management layers.
	Companies in Country B tend to be more hierarchical than those in Country A, with more management layers.


Defense and distance may be shown in language. Some languages have many forms of address that you use to indicate how familiar you are with someone. English only has one form, «you», but distance may be shown in other ways, for example, in whether first names or surnames are used.

C. Names. 
In the English-speaking business world, people use first names, even with people you do not know very well. But if you aren’t sure, use Mr and the family name for men, and Mrs or Miss and the family name for women, depending on whether they are married or not. Ms often replaces Mrs or Miss. You don’t use Mr, Mrs, Miss or Ms with only a first name or by itself. 

Here are some examples:
a) Tom Brewster, Marketing Director
(«Tom» - first name, «Brewster» - family name or surname. 
«My real name’s Thomas, but please call me Tom».)
b) J.G. Cutler, Tax Inspector 
(J.G. – initials)

c) Gouglas R. Baxendale Jr, Chief Executive Officer

(R. – initial. I’m from the US. The «R» stands for Robert - that’s my middle name. My dad is also called Douglas R. Baxendale, so he puts «Sr» (senior) after his name, and I put Jr (junior). This is unusual in the UK.)

d) JAMES CASSIGY, Sales Director 

(Sales Director - a job title)
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e) KAREN A. ESPOSITO, B.S., C.P.A.
(C.P.A. – qualifications – Certified Public Senior Partner Accountant)

D. Dress

In Alphaland businesspeople dress quite formally. The business suit is common, but for men, wearing non-matching jacket and trousers is also a possibility.

In Betatania, the dark business suit is obligatory for men. Some companies allow women to wear trouser suit.

In Gammaria, the business suit is also as necessary as in Betatania, but with more variation in colours. Some companies require employees to wear formal clothes from Monday to Thursday, and allow less formal ones on what they call casual Fridays or dress-down Fridays. In some places, many banks and shops require people dealing with customers to wear uniforms, so that they all dress the same.

In Deltatonia, people dress more casually at work than in the other countries. For men suits and ties are less common than elsewhere. This is smart casual.

Е. Entertainment and hospitality.
Entertaining and hospitality vary a lot in different cultures.

1. In Alphaland, entertaining is important. These are long business lunches in restaurants, where deals are discussed. Professional and private lives are separate, and clients are never invited home.

2. In Betatania, evenings are spent drinking and singing in bars with colleagues and clients.

3. In Gammaria, lunch can be important, but less so than in Alphaland. Important contacts may be invited to dinner at home. Corporate hospitality is a big industry, with clients invited to big sports event.

4. In Deltatonia, restaurants are rare outside the capital. Some entertainment takes place when important clients are invited to people’s houses for dinner, or go sailing or to the country houses for the weekend, etc.

F. Time.

Attitudes towards time can vary enormously.

In Busyville. People start work at eight. And officially finish at six, though many managers stay much longer. There is a culture of presenteeism: being at work when you don’t need to be.

There is a two-hour lunch break, and a lot of business is done over restaurant lunches. (Lunch is the main meal. The working breakfast is rare.) There are no snacks between meals, just coffee, so eat properly at meal times.

As for punctuality, you can arrive up to 15 minutes «late» for meetings. If invited to someone’s house (unusual in business), arrive 15-30 minutes after the time given.

Don’t phone people at home about work, and don’t phone them at all after 9pm.

There are a lot of public holidays (about 15) during the year. Busyville is empty in August, as many companies close completely for four weeks. Employees have five weeks’ holiday a year and they usually take four of them in August.
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G. Cross-cultural communication. 

Here are some other areas of potential misunderstanding:
a) distance: when talking to people what is comfortable?
b) eye contact: how much of the time do people look directly at each other?

c) gesture: do people make lots of facial gestures? How much do they move their arms and hands?

d) greetings/goodbyes: do people shake hands ever time? Are there fixed phrases to say?

e) humour: is this a good way of relaxing people? Or is it out of place in some 

contexts?

f) physical contact: how much do people touch each other?

g) presents: when should you give them? When should you open them? What should you say when you receive one?

h) rules of conversation and the role of silence: how long can people be silent before they feel uncomfortable? Is it acceptable to interrupt when others are speaking? 
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