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1 Getting ready

In this chapter you will:

« read a dialogue in which two

people set up negotiations

« read an article about first moves

in negotiations

= write an email to confirm
arrangements

* practise vocabulary and expressions
from this chapter of the DVD




Dialogue

A phone call to set up negotiations

Read the dialogue and then complete the memo from Jerry to his
assistant, Jane Frears, at the hottom of the page.

A Hello Maki. Jerry MacKenzie here. I'm calling to let you know that
we've been through your proposal and we're ready to discuss it
with vou,

B. Oh, that's wonderful. Jerry. Why don’t you come to our offices
In Helsinki to work out the details?

A That’s an excellent idea.

B: I also arrange for you to meet the development team and I'd
like to personally give you a tour of our preduction offices.

A Sounds very intcresting, Maki. However, we do need to reach an
agreement on some important issucs raised by your proposal,
particularly about timescales and costs involved. | think we'll
need a good half-day of discussions to sort out these points.

B: Sure, | agree completely. Could you come over for two days?
Perhaps next week?

A Unfortunately not, but I think we coutd come for one full day at
the end of next week. Thursday or Fnday. We could talk in the
morning and have a tour in Lhe afternoon. {3 that possible for
you?

B: Thursday’s difficult for me, but Friday the 11 would be fine.

I can also have my assistant arrange your accommodation.

A Oh, that would be very helpful. Thanks, Maki.

Memo

To: fane Frears From: ferry MacKenzie

Re: Negotiations with Maki Asplund  Dale:

Duration: N L ocation:

Kev points for discussion: Morning agenda:

Afternoon agenda.
Accommodation.

Getting ready 5
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' Chapter 1

VB W

Reading

Select the correct heading (1-5) for each of the paragraphs (A-E)
below.

1 The conventional strategy
Proving the theory
Prepare before you offer
Who goes first?

Why it’s better to bid first

The opening offer

A
Someone has to do it. In every negotiation, one of the parties has to
make the first offer. At the beginning of negotiations, both parties are
very cautious and no one really wants to make the first move. But
eventually someone will have to put forward a proposal. But who has the
advantage? Is it better to make an opening offer or to wait and see what
the other side puts on the table?

B

i People often believe that it is better to let the other side make the first
move. This traditional approach goes something like this: f you keep
your offer secret until the other side has made an offer, there is a chance
that the other side will make a much better offer than the one you had
planned. If this does happen, you can then pretend that their offer is

1> similar to what you had in mind. On the other hand, if their offer is worse
than what you had expected, then you can start to discuss a better deal.

C
However, research has shown that this traditional negotiation strategy is
all wrong. In fact, those who make opening offers are much more likely
o0 to get a satisfactory outcome from the negotiations. Why so? Well, this
is because of what psychologists call the ‘anchoring’ effect of opening
offers. For example, imagine that you are negotiating a raise with your
employer, and that he or she makes the first move by suggesting a 5%
increase. This figure may not have been what you had wanted originally,
25 but because it was the first figure mentioned, it sticks in your mind. The
5% will now be the ‘anchor' for the rest of the negotiations. You may

b Getting ready
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manage to raise it a little, but the final figure will not be very far off 5%.
Anchors have a strong effect on negotiations because they make both
parties reassess the value of the main issues being discussed.

. L 431dey)

A number of psychological studies have demonstrated the anchoring
effect. One study asked property experts to suggest an appropriate selling
price for a house. Before inspecting the property, they were given a fake
evaluation report by another evaluator. Sometimes the fake evaluation

i was much higher than the real value of the house. Sometimes the fake

suggested a much lower figure. In all cases, the fake evaluation
influenced the opinion of the expert. The expert’s evaluation was always
very close to the fake evaluation they had read before seeing the property
for themselves. In other words, the figures in the fake evaluations acted

o as an anchor to subsequent evaluations by the experts.

E

The anchor theory suggests that it is to your advantage to make the first
offer in any negotiations. Nevertheless, a few words of warning are
necessary. Never make an opening offer without deing your research first.
s5 You can’t make a realistic first offer if you lack information about the
other party and what they are likely accept. What if your opening offer is
far too high or far too low? The other party may reject it completely. Then
what do you do?




Vocabulary

Complete the crossword with words from this chapter of the DVD.

| 8| [ 1. ]
- L

Across
3 Both sides try to reach a solution thal is ... bepeficial.
6 Another word for an offer.
7 The noun of negotiate,
8 Somelimes you need to put ... a package of offers to interest the
other party.

Down
1 Another word for colleagues,.
2 Discussions take place at Ihe negotiating ...
4 Another word for 'hold’ a meeting.
5 You neced to come up .. an offer that the other party will find
acceptable

Getting ready



‘ Chapter 1

Structures

Reorder the words to complete each sentence with a phrase
from this chapter of the DVD.

that I it take
1

vou have read through
our proposal and are ready to talk.

the under that I'm impression
2

—._ you would like more time
to think about this.

deal enter with into a
3 We cani

get a gudranteed price.

them unless we can

for work of us both
4 We need to reach an agreement that will

the finalize detalls
5 We just need to

and I think
we've got a deal.
cut with a deal
6 I'm surc we can them that

will be to our benefit.

10 Getting ready



. Chapter 1

Structures

Reorder the words to complete each sentence with a phrase
from this chapter of the DVD.

that | it take
1

our proposal and are ready to talk.

you have read through

the under that I'm impression
2

to think about this.

you would like more time

deal enter with into a
3 Wecan't

get a guaranteed price.

them unless we can

for work of us both
4 We need to reach an agreement that will

the finalize details
5 We just need to

and | think
we've gol a deal.
cut with a deal
6 'msurewecan_ them that

will be to our benefit.
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Evaluation

Use words from the word bank to complete the sentences.

advantage — anchoring - associates — beneficial — cut  forward -
opening reach —stake — strategy — table — take

1
2
3

10

11

12

It didn'ttake ustoo longio ___an agreement.
Their _ offer was better than | had expected.
It's time for us to sit round the negotiating

and overcome these obstacles.

One ol he major issucs at _is the risk of
people losing their jobs 1t the takeover happens.

We need to work oul what our negotiating
will be.

Being Ihe first to makce an offer can work to your

r_. — it that you have read through our
proposal?

Twoofmy . will be sitting in on the
meeling, if that's okay.

We're going to meet them in Strasbourg to see if we can
a deal.

It's heen shown that opening offers have an
effect on the rest of the negotiations.

| think we ought to let them put __ aproposal
first.

It was impossible tor them to reach a mutually
agreement.

Getling ready 11



2 Beginning the negotiations

In this chapter you will:

« read a dialogue between Fiona
and Jan

* read the minutes of a meeting

* write notes about the Burgerworks
team

» practise vocabulary and expressions
from this chapter of the DVD

* practise verh + preposition

* practise adjective + preposition
combinations




Dialogue

Fiona and Jan talk just before the negotiations begin

Put the dialogue in the correct arder.

1
2

Fiona

Jan:

Fiona:

jan:

Fiona:

Jan

Fiona:

lan.

Fiona:

|an.,

| just hope the presentation doesn’t go on too long,

{ hope not, becausc we need plenty of tme to discuss the issues.
Cspecially the issue of unit price.

That’s right. 1 thought we could just quickly go round the table
and tell each other what our respective roles are.

Hmm. That's going to be a ditficult one to solve

Ihen Jack and Jennifer will make their presentation about
Maxicola.

That seems like a good way to break the ice. And then?
It shouldn't last more than ten minutes.

Yes. And the other important issue 1s how they can guarantee
that an exclusivity agreement won't compromise our
commilment to ottering a wide selection of beverages.

Sure. You're going to start, aren’t you. with a few introductions?

We have a few minutes before they arrive Can we just go over
how we've organized the meeting one more time?

Beginning the negotiations 13

. Z 191deyd



' Chapter 2

Reading

Minutes from Aspen project planning meeting

Date: 28/06 Time: 11:30 Attendees: Carita A, Helja S, Lotla B,
Location: Meeting room 205 Erno H, Jan K, Kim K
Chair: Maki Asplund Minutes: Rolf G

A Agenda item | 3

Discussion: Aspen CEO Jerry MacKenzie and three associates will be
arriving Thursday night, July 10th. We have agreed to organize their
accommodation. Main meeting room is already booked on the morning
of the 11" so we will need to find an alternative. Make sure meeting
room is fully equipped for Jan’s audio-visual presentation.

Action: Book hotel rooms; find and book meeting room; contact Aspen
once arrangements are ready.

Owner: Rolf G

B Agenda item Il :

Discussion: The Aspen people are concerned about our proposed

project length and want us to commit to closer deadlines. This is

not realistic and we will have to persuade Aspen that our suggested
timetable is typical for this kind of project. We can show them data

from similar projects. The production office tour will also help to

show them how efficient our production systems are.

Action: Create a slide show of data from recent projects to run through at
the meeting with Aspen; organize the production tour.

Owner: Lotta B

C Agenda item 111 ;

Discussion: Aspen’s other main concern is our budget for the project.

In particular they think we are overstaffed. Maki A thinks they may have
a point, and we need to look into ways in which we can cut down on
staffing costs for this project.

Action: Reassess the staffing policy for the Aspen project plan to see if we
can cut costs. Need to weigh up options: reduce staff or take on cheaper
staff for the project — or cut costs elsewhere.

Owner: Erno H

14 Beginning the negotiations



D Agenda item IV 2

Discussion: Maki A and Carita A suggest that we may be trying to
outsource too much of this project to third-party suppliers. There is some
concern over the choice of suppliers, and the fact that many are new to
us. The Aspen deal is too important to risk.

Action: Reassess this policy for the project and see where we can
reasonably use in-house resources and staff instead.

Owner: Helja S

Exercise 1

Match the Agenda item headings (1—4) with the sections in
the minutes (A-D).

1 Outsourcing on Aspen project

2 Timescales for Aspen project

3 Meeting with Aspen Co representatives — logistics
4 Costing for Aspen project

Exercise 2

Decide if the following statements are true or false according to the
minutes of the meeting, or if this information is not mentioned.

1 Rolf will need to book four hotel rooms for the Aspen team.
&) True 8 False ' Not mentioned

2 The main meeting room is available for the Aspen negotiations on the
morning of the 11th.
Al True g False C) Not mentioned

3 Aspen Co wants to start the project at an earlier date.

True B False 1 Not mentioned

4 Lotta must find ways to shorten the project length.
Al True 8 False © Not mentioned

5 Maki tends to agree with Aspen that the proposed project may
be overstaffed.

Al True 81 False ‘€1 Not mentioned
6 Aspen have never outsourced so much work for a project before.
A) True Bl False €1 Not mentioned

Beginning the negotiations 15
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' Chapter 2

Writing

Instructions: Imagine you allended the meeting at the Burgerworks
office. Make notes about Fiona. Jan and Hclena and 1heir role and history

with the company.

16 Beginning the negotiations



Vocabulary

Complete the crossword with useful words connected with meetings.

2 el o[ TT |

[ ]
sieL L LTI T T

7 [s] ] !
B|E u

Across
3 Jack spent many years in the company working his way from the __,
up-
4 Companies are always trying to find ways 1o increase their profit ...
5 A ... deal 1s one that might be agreed on in the future.
7 New companies are often called ., .-ups.
8 Maxicola and Burgerworks decided to ... into negotiations,

Down
1 Every meeting should have a clear ...
2 Large companies usually have a headquarters and many . . offices.
6 What's the next . . on the agenda?

‘ Z daxde)



‘ Chapter 2

Structures

All the sentences below include expressions used in this chapter
of the DVD. Put the missing prepositions in the gaps.

1

10

18

By the cnd ot the day we need to come
an agreement regarding the exclusivity deal.

Shall we proceed the next item on the
agenda.

I've done a good deal of research ... . our
customer profile.

It’s been good doing business you.

We're sure this deal will be beneficial .

both companies.

The company started as a supplier of inks to
the printing industry.

Everyone with the exception Michael voted
in favour.

Kim has been promoted area sales
manager.

In 2007 they entered partnership with
ingram’s Pharmaceuticals.

Our customers are used getting excellent

after-sales service.

Beginning the negotiations



Evaluation

Use words from the word bank to complete the sentences.

chair — commit commitment — margins minutes — objective — of
overstaffing — out  point — reassess — weigh up

1 Who's going to 1ake the __ forthis meeting?

2 We need to find ways to increase our profit

3 We don’t want to oursclves to a long
contract,

4 They have a ___ toproviding the best service
they can.

5 I think we are . this project and we need
to reduce the number of people involved.

6 Yes, youmayhavea 00 there. We need
1o discuss this further

7 let's__ __ ouroptions and see if we can make
a decision.

8 You need to the pros and cons of

outsourcing work to third-party suppliers.

9 We started — —_asasole trader company, but
grew into something much bigger.

10 With the exception __ Hedva, everyone turned
up to the meeting

11 What exactly is our for this meeting?

12 Ithinkit's your turn to the meeting.




3 Making an offer

In this chapter you will:

* read a dialogue between two
people negotiating

* read a text about alternatives to
the ‘bottom line’ in negotiations

* write an informal email to update
a coileague

* practise words and phrases from
this chapter of the DVD

* practise using ‘inversion’ to add
emphasis




Dialogue

Negotiations begin between Juvo Systems and Aspen Co

Complete the dialogue with phrases from the list below.

Maki:

jerry:

Maki:

jerry:

Maki:

lerry:
Maki:

Jerry:

Maki:

lerry:

IoomMmMmogoMN®>

So, that's the way we see the project developing. Do you have any
questions?

Hmm. Yes, | do. This mostly seems fine, but = Maki, is the
timescale you're suggesting. I'm afraid it really doesn't fit
with our schedule.

I'm not sure “ .,

Well, we expect to have the product on the market by early spring
next year. That means ' a maximum of eight months
development time for your side of the project.

So 1, you'd like us to have the beta version of the software ready
by November.

That's correct.

| understand your position, Jerry, but I'm afraid = we can meet
such a deadline. You see, we have to ) the time necessary to test
the system thoroughly. Thai's likely to take a few months,

I the time spent testing. Naturally, that’s important. Aren't there
other aspects of the development you can speed up?

No, not really. It's quite a complex process. \© we take a short
tour of the production office so that you hecome more familiar
with our processes.

Okay. But first, how about a short break?

I don’t object to

I'd like to propose that

if I understand you correctly
one of our main concerns,
take into account

there’s no way

we're talking

what you're getting at is

Making an offer 74|



Reading
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20

Use your BATNA

It would be foolish to enter into any form of negotiations without
first knowing exactly what you want. You have to come to the table
with a best possible outcome clearly defined in your mind. Of
course, you may not get exactly what you want — compromises will
usually have to be made — but still you need something to aim for.

Likewise, you need to have an equally clear idea of what is not
acceptable. You need to know at what point the compromising
must stop. In other words, you need to have a clearly defined
‘bottom line’.

So, in you go to the negotiating room armed with your ultimate
goal and your bottom line. But is that enough? In a word, no. The
trouble with this approach is that it puts you at the mercy of the
other party. Although you know what you want, and what you
won't accept, you do not know what to do if negotiations fail.

This puts you under enormous pressure to close some kind of deal,
and you may end up committing to an agreement that is far below
your expectations, even if it is above your bottom line.

This is why you need a BATNA — a best alternative to a negotiated
agreement. Before going into negotiations with the other party,
you need to consider the very real possibility that an agreement is
impossible to reach. You need to brainstorm ideas and develop
an alternative solution. This may be to approach a third party for
negotiations. However, it's possible that your BATNA may be to
find a totally different plan of action.

s Whatever the actual plan, a BATNA is an insurance policy against

discussions collapsing, and a way to reduce the pressure to accept
the unacceptable, In short, if negotiations are clearly not going
your way, then it's time to get off your bottom line and use your
BATNA!

22
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Exercise 1

Decide whether these statements are true or false according
to the text.

1 According to the writer, 1t's not a good idea to go into negotiations
expecting to get everything you want.
A True (B False

2 The writer believes that you should have three things in mind
when you enter into negotiations.
A True B False

3 A BATNA is a way to ensure that you get something useful out of
the other party,
A0 True B False

Exercise 2

Complete each sentence with one word from the text so that
it summarizes a point made in the article.

1 You need to enter negotiations with a clear understanding of the best

possible
2 In most negotiations, . have to be made.
3 You should also have a clear idea of what is _

4 Knowing only what you want and your bottom line is not the best

5 Bottom lines create to reach a deal.
6 Negotiators need to know how to deal with the
that neither party can be satisfied,
7 A is basically an alternative course of
action beyond what's on the negotiating table.




Writing

Instructions: Imaginc vou arc Fiona and you have decided to send
a quick, informal email to a colleague who s interested in the Maxicola

deal, but is currently abroad on other business. In your email, give an
updale on the negotiations so far.

' Chapter 3




Vocahulary

Make eight different dialogues. Each dialogue uses an expression
from this chapter of the DVD.

BN UV R WN=

| agree. There's no way we can do that

We'll be happv to pay for that.

Well. because | believe it will really enhance your brand image.
Yes, go right ahead.

Well, let mc explain more clearly.

Yes, 1 could do with stretching my legs.

You're right. Let’s get back to discussing the costs involved,

Yes, something along those lines.

Whao will cover the costs of the extra research?

I'm not sure what you're getting at.

Could | make a point, here?

Do vou think it's time for a break?

Do you mean we should devise jomt adverlising campaigns?

It would be a mistake to agree 1o their terms

Why do you think we need to redesign our packaging?

txcuse me, but details of who does what are not our immediate

concern.

Making an offer
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Structures

To add emphasis to what we want to say, we can use a structure called
‘inversion’, Jack uses an example in this chapter.

/ not only are they

/ getting the same quality food ...
| but they're also getting the same
consistent beverage )

TS ooselechans. T o

Sentences that use inversion begin with
= Not only

*  Seldom

* Never + question form

* Not once

* Under no circumstances

= Only after

Rewrite these sentences using inversion.

Their price is good and their service is good, too.
1 Notonly

| have seldom seen such poor quality work.
2 Seldom

We have never had a better opportunity to cut a deal.
3 Never

They have never let us down.
4 Not once

We must not make the opening offer for any reason.
5 Under no circumstances

We had a long discussion before we finally reached an agreement,
6 Only after a

26 Making an offer



Evaluation

Use words from the word bank to complete the sentences.

ahead - along - circumstances — concern — concerns — correctly —
enhance — getting — object — once — seldom — talking

1ldont _ lo the fee you've quoted, but I'm
not happy with the way you plan to organize the project.

2 I'm not sure that | understand you

3 Your plan to reduce the workforce is one of our major

4 What exactlyareyou _at?

5 Arewe _____dollars or euros?

6 Please, go

7 Thiscould doalotto _ theeffectiveness

of your advertising campaign.

[==]

| think they are in the packaging business, or something
those lines, :

9 As this isn't our immediate ,let’s get back
to discussing the issue of training.

10 Underno ____ _ can we agree to a lower price.
M havelseensuch a well-organized office,

12 Not did the share price fall during

that period.

Making an offer 27
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4 That’s my final offer

In this chapter you will:

* read a dialogue between two

people negotiating price

* read an article about effective
persuasion

« write an email to move

negotiations forward

» practise expressions and phrases
from this chapter of the DVD

« practise using if sentences




Dialogue

Continued negotiations between Aspen Co and Juvo Systems

Put the dialogue in the correct order.

1

jerry:

Maki:
Jerry:
Maki:
Jerry:
Maki;
lerry:
Maki:
Jerry:

Fine. Since t can’t get you to budge on projecl length, let's sce
if we can reach an agreement on price

Yes, I've been very impressed with what I've seen, Maki, However,
we have budget restrictions {o keep to.

Yes, let’s put That to one side for now and think about costing,

Okay, but first let me state that the price we've quoted is actually
very competitive. Also. as you saw in the presentation. we have
an excellent record on chent satisfaction.

1o be frank with you, our top limit is some three
thousand euros lower than what you quoted.

I see. Well, we'll have to go away and think about Ihat,

Hmm. I'm nol sure we could come down that far. We may be able
to cut fitteen hundred, but that really would be all.

Well. what sort of figure were vou thinking of?

I think it’s quite apparent that we dren't going to be able (0 come
to an agreement todav with regard to timescales.

That's my final offer 29



Reading

i

=

2

)

30

Are you persuaded?

some people regard negotiations as
contests of strength. One party must
battle against another in a struggle to
win. We can call this kind of negotiator
the ‘boardroom warrior’. But just how
useful is this approach? In fact, viewing
the negotiation table as a battlefield
does not really help anyone.
Persuasion is more about skill than
strength, There is another kind of
negotiator who we can call the
‘people’s persuader’. What is their
approach, and why is it more effective
than the warrior’s strategy?

Boardroom warriors mostly rely on
the strength of their argument. They
believe strongly in the power of
rational, logical thinking and in
forceful presentations. While logic and
high-energy presentations do have

an important role to play, they are
actually less persuasive than people
often believe. Persuaders, on the other
hand, realize that logic is not enough.
They also try to connect with people’s
emotions and feelings in order to
persuade them.

The warrior views persuasion as one-
way. That is, he or she views the other
party as either passive accepters or
stubborn rejecters. Success or failure,
the warrior believes, is entirely in

his or her own hands. Persuaders,

however, see negotiation as a dialogue.
They understand that in order to get
people to listen to you, you need to
show that you're listening to them.

Warriors regard negotiations as one-off
‘*happenings’. They know that hard
preparation is essential, but once this
is done, the difficult bit is over. They
can then go in, dazzle the opponent
and walk away victoriously. This is in
stark contrast to persuaders, who see
negotiations as a process; as a steady
and considered exchange of views and
ideas from both sides that leads to a
mutually satisfactory outcome,

Finally, there is the issue of credibility.
If you have credibility, people trust you
and they think you know what you're
talking about. Credibility and
persuasiveness go hand in hand. You
cannot persuade someone if they
think you lack the necessary
knowledge or skills. The warrior
doesn’t warry about credibility. He or
she either assumes that they have the
necessary skills, or thinks they can trick
people into believing that they do. By
contrast, persuaders always respect
how others view them. If they lack the
necessary knowledge or skills, they will
consult with others, or bring in experts
who can support them at the
negotiating table.
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Finish each sentence so that it summarizes a point made in the text.

1

Many people regard negotiations as ...

A afight. Bl agame. € adanger.
The boardroom warrior relies on ...
(Al aggressiveness. B rationality. £ impressive speeches.

The persuader ...

A is bad at arguments.

(B generally gets on well with people.
©) uses emotion to persuade people.

The warrior thinks that success in negotiation ...

(& depends completely on his or her own skill.

(E) depends on the other party.

(€ is asort of cooperation between them and the other party.

Persuaders want the other party to believe that ...
(&) they want to help.

(B they are friendly.

© they are listening carefully.

6 The warrior believes that negotiations are ...

A long process, (B a waste of time. (€ singular events.

If warriors lack the necessary knowledge or skills, they ...
& pretend that they have them.

B/ get someone to help them.

C prepare more carefully.

If persuaders lack the necessary knowledge or skills, they . ..

(A1 pretend that they have them.

B get someone to help them.
© prepare more carefully.
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Writing

Instructions: Write the email that jack sends to Fiona with his offer in this
chapler of the DVD,
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Vocabulary

All the sentences in this exercise use expressions and phrases
you heard in this chapter of the DVD. Match the two halves of
each sentence.

In the end we reached an amicable ...

They've been trying lo drive ...

The company produces a diverse ..

Their director of sales says he’s not going ...

By the end of the meeting we had tentatively .,
Good after-sales care is one way in which we satisfy ...
| have a fecling that your idea will help clinch ..
There are certain issues above and ...

| think that you made a perfectly ...

10 They have deaided to reject . .

Lo NoYVI A WN =

.. the price down, but without success.

- our clientele better than The competition,
__agreement, which pleased everyone.

.. our otter.

.. range of goods.

.. the deal for us.

... to budge on the price.

.. agreed on the major 1ssues.

.. beyond price that we need to discuss.

.. valid pont there.

—_——_ T roMmMMmMmoMNE >
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A | Chapter 4

Structures

~If Maxicola can
work with their philasophy,

If | were you, =
I'd get on the phope )
to Fiona.

L1 refer to Grammar section, p.51

Complete each sentence with the correct form of the verb in
parenthesis.

1 If we _(reduce) our staffing costs, we will
be able to offer them a better deal.

2 | think the negotiations (go) better if you
attended the meeting, too.

3 We (have) more room for manoeuvre if
we aim for a umt price of two dollars.

4 If management (be) more Hexible, we
would be able to negotiate a better salary deal.

5 If everything B (go) well, we'll be able to cut
a deal by the end of the day.

then perhaps we'll be able to )
S tome to-an agreement, -

6 The negotiations would be much easier if they
(know) exactly what they wanted,
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Evaluation

Use words from the word bank to complete the sentences.

am amicable budge —clinch consult — counter-productive -
credibility — drive frank — tentatively — were — win

1

10

11

12

| don't think that senior management are going to

on the 1ssue of hourly rates.
To be with you, I don’t agree with your
marketing policy at all.
Being too aggressive in negotialions can be
The only way to them over is to lower our
unit price.
it's essential that managers have in the
eyes of their employees,
It in New York next week, 'l come by
and see you.
I think we need 1o : _with a design expert
hefore making this decision.
The good news is that it looks like we can reach an

agrecment.
During negohiations, Tom was able to _ - them
down to five dollars per unit
We agreed to have the project completed
by May, but we may have to revise that.
Kim’s presentation really helped us the
deal.
If I you, 'd send them an email.
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5 Finalizing the deal

In this chapter you will:

* read a dialogue between two
people who reach an agreement

« read part of a promotional leafiet
for a training seminar

* write up part of the minutes for
the final meeting between Maxicola
and Burgerworks

* practise words and expressions
from this chapter of the DVD

* review modal verbs




Dialogue
Maki and Jerry cut a deal
Read the dialogue and then decide whether the statements

which follow are true, false or are not mentioned.

lerry:  We've gone through your most recent proposal thoroughly and
we're happy to accept your offer, as long as you can make certain
guarantees.

Maki:  Okay. What do you have in mind?

Jerry:  The first guarantee is that Juvo will provide us with a three-year
support package that includes some kind of online help desk.

Maki:  Okay. We already have similar packages in place for other systems
we've produced, so adapting those should be feasible, And the
second condition?

Jerry:  Secondly, we want someone from our team to be directly
involved with the project management on a day-to-day basis.

Maki: Do you mean they'd be working here with us?

lerry:  That's right. 1t would involve secondment to Helsinki for one of
our team for the duration of the project. Are you okay with that?

Maki:  Absolutely. Jerry, | think we've got a deal.
1 Jerry will agree to the price that Maki has suggested.
True B False ‘©) Not mentioned

2 Jerry wants Juvo to provide training for end-users of the product.
A True ®) False £} Not mentioned

3 Part of the user support that Jerry wants may be delivered over
the internet.
True B False [©) Not mentioned

4 Juvo usually produces support packages of this kind for end customers.
A True E' False €1 Not mentioned

5 Jerry wants one of his team to move to Helsinki for the project.
True &' False ' Not mentioned

‘ g sadeyd
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Whole Mind Negotiation — seminars that lead to success

1
Whole Mind Negotiation is aimed at anyone whose work frequently
involves negotiation. Our delegates come from a range of professions and
backgrounds, including CEOs, sales executives, educationalists and public
service professionals.

2
What makes the Whole Mind approach so special? First of all, we believe
that it is essential to get the right balance between interaction within the
whole group and individual development. That’s why we set a strict limit
of eight participants per seminar. Secondly, delegates learn through
active exploration and participation. Finally, our trainers are amongst the
most experienced and talented in the industry.

3

On completing the course, you will:

» understand why negotiations so often fail.

+ become aware of your own negotiation style and of the impact
it has on others,

= be able to prepare effectively for any negotiations.

« develop the key skills of questioning, framing and closure.

4

Each Whole Mind Negotiation seminar involves two days of exploration

and experimentation. Before this, however, we conduct an hour-long

profiling meeting, either face-to-face or over the phone. The two days of

in-seminar work involve several cycles of input — practice — refiection.

= Input includes the presentation of key concepts and skills.

» Practice includes a range of simulation activities where new skills are
applied in both one-to-one and team negotiation contexts.

« During reflection, each person in the group discusses their experiences,
and how they could improve.

Finally, delegates take a short online assessment, which is followed up
by a one-to-one consultation between the trainer and each delegate.

38
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Exercise 1

Match the headings from the promotional leafiet with the gaps
in the text.

A What will you learn?
B Who can benefit?

C  What's involved?

D What is our approach?

Exercise 2

Decide whether these statements are true or false according
to the text, or if this information is not mentioned.

1 The seminars are not only aimed at business people.
A True B False 1 Not mentioned

2 The seminars last five days.
20 True B False (©) Not mentioned

3 The training company specializes only in negdtiation training.
A True € False () Not mentioned

4 Groups never include more than eight trainees.
A1 True B False (£ Not mentioned

5 At the end of the course, frainees receive a certificate.
A True (B False ©) Not mentioned

6 Trainees must do some preparation before the seminars begin.
Al True B False ‘' Not mentioned

7 There is no end-of-course assessment. _
A True 5 False <0 Not mentioned

8 Each trainee is given some one-to-one time with the trainer.
A True B False (€ Not mentioned



‘ Chapter 5

Writing

Instructions: Imagine you arc Jan and you are writing up the minutes of

the mecting vou had with Maxicola. Summarize the agreement thal was
reached.
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Vocabulary

Complete the crossword with words fram this chapter of the DVD.

T« [

N
os] [T [

Across
3 You certainly drive a hard ...

4 There will be no price increases this vear. You can take me at my ...

7 We haven't drawn up the exact ... of the agreement as vet
9 After further ... with my team, I'm happy to say we have a deal.
10 Let's...on it

Down
1 I'd preter to meet you face-to-. ..
2 We haven'l got a formal contract, just an oral .. .
5 This agreement ... to sales in the US only.
6 (an wc meet tomorrow and ... out the last detalls?
8 We expect to be able to ... the deal by the end of the week.

Finahzing the deal

4



@ Chapter 5

Structures

Modal verbs are often used for making offers, suggestions, and for asking
and giving advice. For example:

LY refer to Grammar section, p.50

In each of the sentences below, underline the modal verb and
decide what idea is being expressed.

1 Could | ask you to come again tomorrow to try to finalize the deal?
Al Request permission 81 Ask for advice

2 | think you ought to go over the contract with them again.
A Express ability 2 Give advice

3 | can do the 12th if that suits you.

Al Express obligation 8) Express ability

4 We must try to drive the price down by at least two thousand euros.
Express obligation (B! Request permission

5 You should try to convince them that this deal is beneficial to them.
A) Give advice B! Express obligation

6 I'm afraid you'll have to commit to an earlier deadline.
Al Express obligation 8 Express ability

7 We could use cheaper materials in order to reduce costs.
Request permission Bl Express possibility

8 | think we can impress them by taking them on a tour of the factory.
A) Express ability B Make a request
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Evaluation

Use words from the word bank to complete the sentences.

approach — can — delegate — drives — face — iron — might — online -
package - pertains shouldn’t-- terms

1

We treat cach in the seminar as an
individual.
The company provides an excellent support _

for all their produdts,

Since most of our clients have internet connections, we do a lot of our
training

My . to negotiation i1s very ditferent from
yours,

We finalize the deal at your offices it you
prefcr.

Can we mect face-lo- 1o talk this through?
You —_hurry to close the deal. Take your time.
The agreement only to the current tax year.
We still have a lot of issues to ___out

She certainly _ a hard bargain.

All the we agreed to are clearly listed in

the document,

i have a teeling that they _ be about to agree
lo our terms.
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CHAPTER 1

Dialogue Model

Memo

To: Jane Frears; From: Jerry MacKenzie; Re: Negotiations with Maki Asplund;

Date: Friday 11" Duration: 1 day; Location: Maki's offices in Helsinki ;

Key points for discussion: Timescales, costs involved; Morning agenda: Discuss Maki's
proposal; Afternoon agenda: Meet development team and tour of production offices;
Accommodation: Arranged by Maki's assistant.

Reading
1B;20; 3E 4A; 5C

Writing Model

Dear Mr Mckay

I'm very pleased that we are maving forward towards a possible working relationship with Maxicola.
Let me just summarize what we agreed over the phone.

Negntiations between Burgerworks and Maxicola will take place at Burgerwarks” headquarters here
in Amsterdam on the 23" of March, My assistant will make the necessary arrangements and will be
in contact with your assistant Dan [extension 253) in order to Analize the details.

Looking torward to meeting you and other members of your team in two weeks' time,

Kind regards

Fiona Richards

Vocabulary
1 associates; 2 table; 3 mutually: 4 conduct; 5 with; 6 proposal; 7 negotiation;
§ together

Structures
Exercise 1 1| take it that; 2 I'm under the impression that; 3 enter into a deal with;
4 work for both of us; 5 finalize the details; 6 cut a deal with

Evaluation
1 reach; 2 opening; 3 table; 4 stake; 5 strategy; 6 advantage; 7 take; 8 associates; 9 cut;
10 anchoring; 11 forward; 12 beneficial

CHAPTER 2
Dialogue
9,386,517 2,814
Reading

Exercise 1 1D;2B; 3A,4C
Exercise2 1/8;2B53 Ch48;5A,6C
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Writing Model

Fiona Richards is the CEO ol Burgerworks. She has been with the company for over twenty years. For
fitteen of those she was based in their London office, starting as manager of public relations and
working her way up. She is now based in Burgerworks  Amsterdam headguarters,

Jan de Kroon is the wice president of purchasing, He spent five years in ane of Burgerworks’ regional
offices, but apart from this, he has spent the rest of his career in their Amsterdam offices.

Helena Meminger is the assistant vice president of purchasing. She has only recently joined the
Amsterdam team, having worked, until one year ago, in their offices in Germany.

Vocabulary
1 objective; 2 regional; 3 ground; 4 margins; 5 prospective; 6 item; 7 start; 8 enter

Structures
1 to; 2 to/with; 3 into; 4 with/for; 5to; 6 out; 7 ol; 8 to; 9 into; 10 to

Evaluation
1 minutes; 2 margins; 3 commit; 4 commitment; 5 overstalting; 6 point; 7 reassess;
8weigh up; 9 out: 10 of, 11 objective; 12 chair

CHAPTER 3
Dialogue
DD EH e UGEREEDATDB

Reading :

Exercise 1 1 8:2 5,3 &

Exercise 2 1 outcome; 2 compromises; 3 unacceptable; 4 approach; 5 pressure;
6 possibility; 7 BATNA

Writing Model

Hi Olga

I'm just about to go down for lunch, but I thought | would give you a quick update on how the
negotiations with Maxicola are going so far.

Jack McKay has come accompanied by his vice president of sales, Jenniter Langley. She seems very
bright, although she made an averly long presentation at the beginning of the meeting.

lack got us rather distracted by 1alking about promotional campaigns, and who should fund them. It
seems as though they want us to share the cost of advertising Maxicola products at our outlets.
That's an 1ssue we need to resolve, but first we need to sort out the unit price for syrups. Their
opening offer was $1.15 per litre, and Jan told them straight away that that’s unacceptable. it looks
|ike we can get them down to $1.05 per litre, but the other surprise was that they want us

to commit fo a seven-year contract. | was quick to point out that initially we wouldn't go beyond

a one- or two-year deal. Hopefully we can sort this oul after lunch.

Best, Fiona
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Vocabulary
B2, D5 F4;, HG, )8, L1, N3, P7

Structures

1 Notonly is their price good, but their service is gnod, too.; 2 Seldom have | seen such
poor quality work.; 3 Never have we had a better opportunity to cut a deal.; 4 Not once
have they lel us down.; 5 Under no circumstances must we make the opening offer.;

6 Only after a long discussion did we finally reach an agreement.

Evaluation
1 object; 2 correctly; 3 concerns; 4 getting; 5 talking; 6 ahead; 7 enhance; 8 along;
9 concern, 10 circumstances; 11 Seldom; 12 once

CHAPTER 4
Dialogue
3;1:4,2:857.6

Reading
1 B 28,3C43,5C,6C, 73,86

Writing Model

Dear Fiona

First of all, let me thank you for hosting us yesterday, It was a genuine pleasure for Jennifer and me
to meet you and your team at last, T

In our discussions you made it very clear that being able to offer variety and choice is a key aspect
of the Burgerworks philosophy. I would like you to understand that we fully appreciate that. Indeed,
we share that same philosophy. Bear in mind that the Maxicola range includes a very wide variety of
beverages, certainly diverse enough to satisfy your clientele. We would be happy to supply different
beverages to different locations according to local needs and tastes.

With regard to price, we are happy to agree to $1.05 if you can commit to a minimum five-year
contract

| continue to believe that our partnership would be an excellent development for both companies
and | feel sure that we can reach an agreement that suits us both, IT you would like us to sit down
and discuss this further while Jennifer and | are still here in Amsterdam, please let me know,

Kind regards

lack

Vocabulary
1C, 2A;3E:4G;5H;6B: 7F; 81;9); 10D

Structures
1 reduce; 2 would go; 3 Il have; 4 were; 5 goes; 6 knew
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Evaluation
1 budge; 2 frank; 3 counter-productive; 4 win: 5 credibility; 6 am; 7 consult;
8 amicable; 9 drive; 10 tentatively; 11 clinch; 12 were

CHAPTER 5
Dialogue
TAG2T,3 B 4458

Reading
Exercise 1 1B; 2D; 3A;4C
Exercise2 1%;28:3©; 4R SC,6A; 7884

Writing Model

We have agreed to enter into an exclusivity deal with Maxicola. The terms of the deal are as follows:
1 Maxicala will supply us with syrups for sedas including cola, lemon-lime, diet versions of these,
orange and iced tea. The agreed purchase price for these products is $1.05 per litre.

2 Maxicala will provide syrups for all our restaurants, but the syrup variety will vary according to
location,

3 The deal does not cover the following products: juices, sports beverages or mineral water.

4 Burgerworks has committed to an initial five-year contract with Maxicola.

Issues araund the promotion of Maxicola products have vet to be resolved, These issues include the
nature of such promations, who should cover the costs and to what extent there will be proht-
sharing between the parties. =

Vocabulary
1 face; 2 agreement; 3 bargain; 4 word; 5 pertains; & iron; 7 terms; 8 close;
9 consultation; 10 shake

Structures

12 {could); 2 & fought to); 3 ®) {can); 4 4 (must); 5 & (should); 6 & (have to);
7 @ (could); 8 A (can)

Evaluation

1 delegate; 2 package; 3 online; 4 approach; 5 can; 6 face; 7 shouldn't; 8 pertains;
9iron; 10 drives; 11 terms; 12 might
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Present perfect simple and
present perfect continuous

Use

Form

48

We use the present perfect simple to show that an action has been completed
and therefore has an eftect in the present, or to talk about experiences.

We use the present perfect continuous when we wanl to emphasize that an
action or situation that started in the past is still continuing or to point out how
long an action has been going on.

present perfect simple
| have ('ve] reserved the VIP area.

| have ('ve) never been 1o Paris.

present perfect continuous
Jan has been skiing since childhood.
You have ('ve) been working on the sale now for six months.

... the team and | have been talking about Anna’s suggestions while you were
gane,

Grammar



Talking about the future:

will, going to, present continuous, present simple

There are many ways to talk about the future in English. Here are the most common
future forms and their uses.

Use

Form

We use will to make predictions or when we are fairly certain that something
will or won't happen (a) or to express ‘on-the-spat” decisions (b},

We use going to when we talk about things that we have planned or
have decided to do (c) or to express intentions (d).

We can use the present continuous to talk about arrangements and firm plans
we have made for the future.

We use the present simple to talk about future events that have been
scheduled, This is sometimes called the ‘time-table’ future.

. ARLWILIRID

will
[a) An exclusivity agreement will be highly beneficial to both our companies.

(b} | will (1) let him know that he is expecting a call. i

going to
{c] First, Marc is ('s) going to make his presentation.
(d) | am ('m} going to show you some statistics.

Financially speaking, 1t is {'s) going to be great for this company.

present continuous

Tonight you are ('re} coming over to our place for dinner.

present simple

His plane leaves at six o'clock this evening.



Giving advice and making requests, offers and suggestions:

Modal verbs

lise  The verbs should, ought to, had better can all be used for giving advice and have
a similar meaning.

The verbs can, could, will, would are useful in question form to make requests.
Remember that could and would are more polite than can and will.

Can, could and may are useful in making requests or giving permission. We
usually use be allowed to when we are talking about rules.

We can use the verbs will, shall, can in questions to make offers to do something
for athers.

The verbs let’s, shall, can, could are useful for proposing ideas. Let's and can are
more certain than could and shall,

Form  Giving advice

We should start now.

We shouldn’t start yet.

You ought to leave early,

You ought not to leave early.
You had better leave early.
You had better not leave early.

Making requests — question form

I'msorry, could vou repeat your question please?

Do you think you could give me some sort of figure or percentage?
Can you please hold your guestion until the end?

Making offers

So, Lucille, would you like something to drink before you begin?
May | offer you something to drink?

Making suggestions

Shall we go?
Let's get back in there,



Talking about possibilities:

If sentences

LIse

Form

Use if + present simple + the future with will to talk about situations or events
that are likely to happen if a certain condition occurs. You can also use modal
verbs do, must, can, etc, instead of will,

If all goes according to plan we'll see you in Amsterdam in two weeks.

If you still feel this way afterwards we don't have to hire him for the rest of
the launch.

If they don’t take up our offer, they will (ll) miss a great opportunity.

Note that the if clause does not always come first. You can also say:
We'll meet on Monday if we don't find time on Friday.

Making suggestions using if sentences

Use

Form

We can also use if + past simple + would or could to make polite suggestions
and to talk about something that s not true now and prohably will not be true
in the future,

If Burgerworks didn’t have branches all over Eutope they wouldn't need to
serve different drinks in each branch.

If | were you | would get on the phone with Fiona.

Again, the if clause does not always come first, You can therefore also say:
I would get on the phone with Fiona if | were you.
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Speaking politely:

Polite forms

When speaking to colleagues, customers or strangers, a certain level ol politeness is
expected. For example, if you wanted to borrow a pen from a client during a meeting,
‘Give me a pen” would sound very rude! How can we make the request sound more
polite? In English, there are a number of different ways.

Adding please:
Give me a pen, please,

Using can, could and would to make polite questions:
Can you give me a pen?

Could you give me a pen?

Would you give me a pen?

Using question tags with negative statements:
You don't have a pen | could borrow, do you?

Using other polite expressions with any of the above forms:
Would you mind giving me a pen?

Could | possibly borrow a pen from you, please?

You don't happen to have a pen | can borrow, do you?

Reported speech

Use  Instead of quoting someane’s words directly, we use the following form
for reporting things that people have said:
Direct speech: “I'm the CEO of Burgerworks.”
Reported speech: She said she was the CEO of Burgerworks.

Notice that we use quotation marks “" around direct speech, but not with
reported speech.

Form When we reporl what someone says, we use reporting verbs such as
He said, He asked, He mentioned, He enquired, He ordered and then
report the speaker’s words.
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Tense changes

The main verb in direct speech is often ‘shifted back’ a tense in reported speech,
as follows:

“I'm the CEO of Burgerworks” She said she was the CEO of Burgerworks,

“I've been working here for five years.” He said he had been working there for
five years

‘| started out as a manager in public She said she had started out as a

relations,” manager in public relations.

“It will enhance our brand.” She said it would enhance their brand.

Phrasal verbs

Many English verbs consist of two or three parts: a base verb and ane or two particles.
These are called phrasal verbs and they are very common in English.

Examples of two-part verbs: help out, sum up, sit down
Examples of three-part verbs: catch up with, look forward to

Many phrasal verbs are easy to understand because their meaning is simply the
combined meaning of the two parts.
For example: sit down, come in, come back

However, many other phrasal verbs have a special idiomatic meaning that is very
different.
For example: hang on = wail

give up = stop doing something

Form and use
Some phrasal verbs do not take an object.
For example: Can you come back later? / Why don't vou sit down?

Others do take an object. There are two types: separable and inseparable,

Separable: With these verbs, we can place the object of the verb between the verb and
the particle,

For example: Please bring back the report tomorrow.

ORr Please bring the report back tomaerrow.

Note: If the object is a pronoun (him, her, it. me, etc), then we must separate the verb,
For example: Please bring it back tomorrow, v



Inseparable: With these verbs, the base verb and the particle cannot be separated.
Thieves broke into the office last night. v
Thieves-broke the-office-into-fast-mght:

All three-part verbs are inseparable.
Can you get hold of John? v/

Catryotget{ehn-holdof?

Note: If you're unsure whether a phrasal verb is separable or not, it's always safer

For example:

For example:

to keep the base verb and particle together.

Here is a list of the phrasal verbs which you heard in the DVD. Note that many of these
phrasal verbs have a number of different meanings; the meaning shown here is the one
used in the DVD. For the phrasal verbs that take an object, the object is shown in italics
in the sample sentence from the DVD.

Verb Meaning Separable Example from DVD
bring down to reduce yes _.. bonuses do bring down
your expenditure.
bring in to introduce yes I think it will enhance our
| brand and bring in more
uniformity.
call for to require no | think this calls for
a celebration.
come back to return no When we come back 1'd like
to return to our agenda.
come on ever | to visit no Came on over to my office,
come to to reach (an agreement) no Our objective today is to
come to an agreement.
come up to think of an idea or no Provided thal we can come
with plan up with @ common plan.
drive down to force to reduce yes She was trying to drive our
something price down,
enter into to agree to a deal or no Burgerworks has never

contract

entered into an exclusivity
deal before.




| think we understand what

get at to mean no
you're getting at, |ennifer.
get down to to start working seciously | no we need to get down to
on something business.
g0 ahead {0 BIVE pernmssIon 1o no Jan, why dont vou go ahead?
someone to speak or do
something
g0 on to approach, get near to no It 1 ight interraptat’s going
Ia time} 01 one o'clock.
1ron out to find solutions to small | ye< H will of course be necessary
problems to meet again with our
marketing teams and iron
' put the last details
look forward | 1o wait for something to no - .owe ook forward to
to happen which you expect « working with Maxicola.
will be enjovable
move up 1o get promoted at work no 1 started out 1n public
relations and moved up
put aside to stop talking about an yes I'd like to put aside this issue
issie with the intention for a moment
of returning to it later
send over to send ves The most recent proposal you
sent over was rather
dttractive
setup to prepare equipment for 1 yves flona Richards 1s having her
something ; assistant call Dan w setup
: alf the detaifs.
speak up to express your opinion . no Next time | wanl you 1o
during a distussion to : speak up earlier.
make sure your opinion
1s heard
take care of to be responsible for i no You're having Dan take care

a task

ol the details?

take place

to happen

" no

And where will the meeting
take place?
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Jack
Flona

lack
Fiona
lack

Mona

Jack
f1ona
Jack

fiona
Jack

Frona

Jack.
Flana.

lack

Fiona-
Jack:
Flona-
Jack
Fiona
lack
Jack
Jennifer
jack:
jennifer
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Hello, Jack McKay here

Nello, Mr McKay, this 1s Flona Richards calling from Burgerworks

Luropedn Head Office

Oh, hetlo, Ms Richards How are you?

very well. thank you. Mr. McKay And vou?

Good IUs nice Lo hear Trom vou | Lake 1iUrom this phone call that our most
recent proposdls have found their way (0 your desk, and vou've decided to
use my direct number

Yes, the proposals have arnved 1'm phoning to invite you and any assodales
¥OuL care 1o bring to Amsterdam to come and negotiate a mutually beneficial
deal

Well, that's great news. When would you like hold the negotiations?

Would the 23 " of March be possible for vou?

Well, let me take a look here. Okay. | think that will work just finc on our end.
But. let me ask you something, Ms Richards .

Yes .

what made you change your mind> I was under the impression that you were
against entering into anv exclusivity deal with Maxicola, or with anyone, for
that matter.

Well, Mr McKay, the maost recent proposal you sent over was rather attractive
And after consulting with mv associates and our board. it’s been decided that
perhaps this is a deal that could work welt for both of us provided that we
can come up with 3 common plan and finalze a deal

Lcouldn't have said 1t better myself.

S0, how about if 1 have my assistant Inga get in touch with your assistant to
finahize \he travel details?

Okay My assistant's name is Dan and his extension 1s 253 Yl let him know
that he's expecting a call.

Wonderful.

So if alb goes according to plan we will see vou in Amsterdam in two weeks.
Yes, that's night

I'm looking forward to it

Me too Goodbye, then

Bye now.

|lennifer? It's Jack. You'll never guess who just called!

So, tell me. who?

Come on over to my office: let's talk about this tn person

You always leave me in suspense. I'll be right there

Video script



lenmiters S, who was 11?

lack Pack vour bags, we're gotng to Amsterdam
jenmifer - What® Burgerworks? You're joking!
Jack: I yust recesved a call from Fiona Richards, Appdrently she received the latest

proposal we sent
Jennifer  And, she's interested?

Jack Well let’s just say she went Irom being totally agamst any sort of exclusivity
deal to phoning me personally to invite us out to Amsterdam to negotiate
a deal

Jenmifer That's amazing, Jack. this 1s shch great news!

|ack Yep. not too bad at all

lennifer. $o when dre we going?

lack Ihe first meeting will be i a couple of weeks Fona Richards is having her

assistant call Ban 1o set up all the details Once the date 1¢ finalized, Dan wilt
let you know.

lennifer  Youre having Dan arrange the details® well, just make sure that this time .

lack Not to worry, evervthing will be fine By the way. you should give vourself a
big pat on the back. | know how hard vou worked on this proposal and it was
a good one

Jennifer Thanks. | appreciate that, Jack

Jack I'll speak to vou later,

jenniter Yep See vou later

jan, So. when are the people from Maxicola arniving?

fiona  Tdon't know exactly The meeting’s confirmed for March 23rd and I'm having
Inga take care of the travel details with McKay's assistant

|an And where will the meeting take place?

Fiond I'm going to suggest our offices [t could be in the boardroom, or perhaps

even one of the meeting rooms, depending on how many people we arc.

Jan. line,

fiona  Perhaps

Jan: Oh Fiona. you needn’t be so anxious. This deal is going 1o work for us. We
need to be cutting costs somewhere and I'm sure they're going to agrec on
a verv attractive nnit price

frona  Yes, I know Of course you're right, Jan, Their 1ast proposal was heading in
the nght direction, so hopefully the negotiations will go well and we can cut
a good deal

Jan | feel confident that we can

Fona By the wav, 1'd Tike vou to be i charge ot doing some price per unit rescarch.
I'want us to he as ready as possible when we get to the negotiating lable.
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I1ona
Jan
fiona

Jan.
Flona
|an

Ot course, I've already hegun

Excellent. And please also brief Helena

will it just be the three of us negotiating the deal?

well, 'm not sure how many people Maxicola 1s sending so 1 think three 1s
suthcient for now, And Helena is the Assistant VP for Purchasing, so | think
she should be in on this deal, even if i's just to learn.

Of course. I'll speak to her right away.

Thanks. Jan.

My pleasure

CHAPTER 2

flona:

Jack

Fiong:
fack

Fiona

Jan

Helena
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well, now that we have all heen introduced I'd like to thank both of you for
coming to Amsterdam As we all know, our objective today 1s Lo come to an
agreement about a prospective exclusivity contract between Burgerworks and
Maxicola

Thank you for vour generous invitation. If | may. 1'd like o say a little bit
about the company philosophy at Maxicola.

Of course, go right ahead

well, I know vou've all probably done vour homework and know what we sell,
where we sell 1. and maybe even how. But what you may not know 1s that at
Maxicola we think of ourselves as a family. And cach company that enters
into a partnership with oy 1s naturally a part of our extended family, We've
done a lot of research into the type of company Burgerworks 15, and, above
and beyvond how much vou sell, and have deaded vours 1s the kind of
company we hke ta do business with.

well, thank vou. Jack It'svery nice of you to begin with a compliment [fit's
alright with everybody else, I thought each one of us could say a bit about
our roles at our respective companies I'll begin 1'm the CEO here at
Burgerworks I've been in this position for five vears now Before that | hved
in yondon, where inridentally, 1 was born and raised. 1 worked at the London
Burgerworks offices far ahout fifteen vears. | started out as a manager in
public relations and moved up in the company from there Jan, why don't you
go ahead?

Yes, well, 'm the Vice President of purchasing and have been based here in
Amsterdam for most of my career, with the exception of hve years where | ran
one of our regional offices

I'm Helena Yes, well, I'm from Germany and came to the head offices in
Amsterdam one year ago, whea | was promoted to the position of assistant
vice President of Purchasing
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Jenmier

biona
Jack.
Jennifer

lan

Jenmier

Well, guess 1t's my Lurn. I'm the (FO al Maxicola, a company founded by my
grandfather exactly 81 vears ago. 1 began working at Maxicola directly out of
college and have had the good fortune to jump from position to position in
order to build up my knowledge from the ground up I've been the CEO for six
vears now ever since my father deaded it was finally ime to retire

That leaves me, Like Helena, I'mi also somewhat new to my position. I've been
VP of Sales for about 4 vear and a hall now Before that | founded and then
sold a start-up. at which point | decided to change paths,

Very interesting Okav. shall we proceed with the next stem on the agenda?
Yes please Jenmifer, the stage is all vours.

Thanks, Jack Okav. as we all know, we're here today because we all agree that
entering inlo an exclosivity agrecrment will be highly benehcial for both our
companes 1'd therefore like 1o know what some of the key aspects of this
deal are from Burgerworks' point of view

Ul answer that question Burgerworks 1s interested wn increasing our profit
margin on beverages. We want Lo continue to offer our chients a wide
selection of drinks that suit their tastes, and we are hoping that Maxicola

ran provide just that, while reducing our price per unit.

Thanks, Jan Okay. if | may. I'd like Lo begin by going through our most recent
offer and detailing the wavs in which this deal will not only save vou money,
but also increase your sales

CHAPTER 3

Flona
Jennifer
fiona

Jack

Frona
lack

Jan-
llona-
Jan

1 think we understand what vou are getting at, fennifer. but I just don't
know if that can work for us

1 appreciate vour concerns, and would hke Lo propose a solution. | suggest
we make a co-operative merchandising agreement

Sorry. Jennifer. 1 don't follow you here, Can you please exptain tha?

Let me clarifv, Your concern 1< that you should be making profits on any and
all promotions taking place in your locations, regardless of whelher itis a
Burgerworks inttiative or a Maxicola iitiative, 1s that correct’

Exactly

bd like to propose an arrangement in which we cover the costs of advertising
our products at Burgerworks, aloag with a co-merchandising agreement in
which we agree to share the costs for all mutually beneficial promotions
May | respond to this one?

Please, Jan, go ahead.

What about the prohts brought in by these promotions? Would you expect
some sort of extra profir?
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Jack: well the speaifics of that can still be worked out. In the first phase we could
start bv getting the coordinated advertising and merchandising vaderway and
then possiblv work towards creating initiatives together

Liona®  While I don't object to cooperative advertising as part of this deal, | don't
think that there's any way we could agree 10 any exira payment to Maxicola as
a result of such campaigns.

Jennifer  Well, wouldi'tit be possible to agree that all in-store promotions could be
cost-shared? That 1s, anything that relates to Maxicola products.

biona.  You know (d like to put aside this issue tor a moment ( think that maybe we
should take a short break, a few minutes to stretch our legs a bit. Jennifer
made quite a long presentation and | m sure that she and the rest of us
would be glad for a break, IS thal okav with evervone?

Jack: Okay
Fiona:  Great. When we come back U'd like to return to our agenda
Jack. Fiona, can | make you 3 cottee?

Fiona-  No. that's all night. I'm a bit picky with how | take mv tea, so 1'd rather just
make it myself, thank you
Jack Sure, no problem

lenmifer: Hey lack. how do you think it's gaing?

lack Not as smoothly as I'd like, but hot too badly 1 think we need to focus on
cach point, iron them out one by one

Jenniler | agree {think my presentauon was a hittle long and they got a bit antsy

Jack Mavbe so.

lenmifer Oh. they seem to be back at the table Mavbe we should .

lack That was quick. let’s get back there

Fliona  Ido think that for all concerned 1t 1s a hittle carly in the negotiation to deal
with additional issues such as advertising | suggest we return to our original
agenda and discuss price per litre. Alter all, increasing beverage profts at
point of sale is the reason Burgerworks 1s at the negotiating table today

Jack Agreed. I'll go straight to the figures We'd like to offer a price of 1.15 per unit
of syrup Does that make sense’

[elena 1 that euro or dollars?

lack Dollars We're talking in dolfars Is that okay with cveryone?

lan Yes, ves, that's fine But when you say unit, arc vou referring to litres or
gallons?

lack We're talking litres. We actually adjusted it for vou, as we normally deal in
gallons.
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Jack

Mona:;

It 1 understand vou correctly, you are proposing $ 115 per litre of syrup
notwithstanding the syrup bonuses that Jennifer spoke about during her
presentation?

Yes thal's nght The svrup bonuses are connected 1o the quantites used at
each location and are a sepdrate 1ssue What ) mean to say is that while the
bonuses do bring down vour expenditure, that is, 1f vou buy more you earn
morc bonuses, | think we should focus on the price per litre and talk about
the bonuses afterwards

According to our figures, V'm afraid there's no way we could agree to that

$ 1 15 per hitre would not just be much ol a saving for us

Okav then, why don’l vou suggest a ligure?

well, we were thinking more along the lines of 95 American cents

bsee Well | think vou need to keep in mind that the saving on the cost of
syrup is not the onlv benefit fraom tins deal

well we realize (hat but as we agreed the other points will be discussed
later on

Yes of course, F didat explain myselt properly. You're nght. We have agreed
to discuss marketing issues later on, However, we haven’t spoken about the
length of the contract

Well, an important issue, but I don’t see why it is an immediate concern,
The longer the length of the contracl. the lower we can lake the syeup price
We didn't speaity length in our initial proposal

That's right, 1€ only mentions vears , not the number of vears

Well Jack, how many vears are you considering?

We were thinking about seven years to begin with

Seven vears! I'm afraid there 1s just no way that we could agree to that You
need to understand that Burgerworks has never entered mto an exclusivity
deal befare In fact we prided ourselves on offering a wide range of popular
beverages that vary based on location At present, in France. for example, we
offer a completely different selection than i the Czech Republic

And by imtroducing Maxicala products into all ol vour lacations as the
exclusive beverage you are enhancaing vour brand image. Customers will
know that not only are they getting the same gquality food in every single
Burgerworks location in Lurope, but they are also getting the same consistent
beverage selections

Let's just take a step back for a moment Your proposal did nol refer to a
seven-yedr contract We were considering around one to two vears Give it a
good run and see how it goes If what vou are saying about brand uniformaty
works 1n our favour, then we can talk about the possibility of contract
extersion
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Allow me Lo imterrupt (or just  momeat | suggest, as we agreed. we first
setile the issne of umit price. Jan. you mentioned 95 cents, How about $110?

lan well ¥ think that s stubl a bit ugh How about $ 1.00°

luck | don’t know about that,

Jan we would seriouslv consider $ 1,05

Fona and I'd be willing to negotiate a term longer than the one or two vears
that | mentioued, bul I'm atrard thats my final offer

Jack Afnght well, we'll have to take that away with us for consideration

Fiona  Okay, good Now the next matter at hand is the term of the contract, and
then, of course, promotiondl and markeling 1ssues

Helena  If I might interrupt. it's going on one o'dock now, so ..

flona-  Yes, Helena, right you are And this seems hike a sensible pomt in the
negotiation to hreak far \unch (thought thal mavbe you two would like to
join s at the company dining room downstdirs |ve reserved the VIP area

Jack Yes, thank vou, that would be great.

Jennifer  We'd love to

Jan let's go

CHAPTER 4

lenniter  What are you thinking, jack’

lack: Him what” Oh, what was | thinking 2

jenniter: We need to get down to business. You wandered off there for a minute

Jack Yes, I did. was thinking about Fiona Richards

lenniter Were vou real lv?

Jeck Oh.Jen, come on | mean, [was thinking about what she <aid yesterday. about

fenmier
Jack

Jenmifer:

Jack

Jennifer:

|ack:
Jennifer

62

each of the Burgerworks restaurants being identifiable as part of the brand,
yet distinct according to its location.

What about that>

The more | think about it, the morce | understand her obyections to an
excliusivity deal She's sincerely worried about Burgenworks losing this quality
of distinct identity according to location

let's suppose that vou're night 1t doesn't change the lact that she was trving
to drive our price down and wouldn't ¢ven consider a contract langer than
four years .

well, I think that if Maxicola can demonstrate its ability 1o work with their
philosophy than we can come to a more amicable agreement

well, there is no reason why we cant We have a diverse range ol products
— 1t s not like every Burgerworks in Furope will only be carrying cola.

Of caurse nat. We know that and Burgerworks knows that. Maybe .

You mean they need to feel that we support their image 4¢ 4 company
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If T'were you I'd get on the phone with Fiona

No. no, loo much | think, and 1t s a bittate The numbers are on the table,
and 1t s limce for us to agree or disagree [t seemed pretty appdrent that thev
were not going to budge.,

then how about this> Send her an email thanking her for their hospitahity
and add a paragraph about how we understand their commitment to their
custaniers across Furope Remind her that our diverse range of products will
certainlv be able ta <atisty their cientele. And make sure vou say that we can
mosl defimitely supply ditterent products to different locations

And then Ul mention that while we can agree to the $1.05 per hitre for the
basic syrups and the prices of the other products that were discussed
yesterday, we expect a minimum five vear contract

What?

What?

First, are you saving that we arc agreeing to $ 1 052 And second., do you think
IL's dppropriate to declare now that we waat a longer term’” Don t we have to
reject the deal first and then go back to the negouating table?

Well vou're nght, in a way. Bul why not give 11 a shot? | have a feeling that
this emiail night just chinch the deal

Yau have a very snorthodox slyle, lack

But one that's been known {6 work

Okav, | support the idea. I they don't agree, we've gol nolhing to lose

We an always decide it we want to accept their previous offer.

That's what | thought vou'd say!

Helena 1want to hear a hittle more from vou You were very quiet at the
negotiations yesterday

Yos I'msorry, hut |ust didn't want to interfere or make a mistake

I'm sorry, Fiona, its partially my fault | acsked lelena to take more of an
observersrole 1didn’t want to overwhelm the Maxicola people  there's only
two of them  plus she s niew to her position,

well that's perfectly valid, Jan. But tell me, Helend what do you think about
the deal?

Well. actually, | support the dea of an exclusivaty arrangement Above and
bevond the money it will save us, which will be substantal. | think it will
¢nhance anr brand and bring in more uniformily Lo oue restaurants Not to
mention the fact that the entire purchasing process will be simplified and
standardized

She does have 3 poinl Fiona a few good onesin fact

Video script b3



= Video script

73

Helena  Well. that's just my opinion and |

Flona No, no. Helena, don't say that Your opinion is a valued one, that's why you
were made assistant VP ol Purchasing Next time b want you to speak up
earlier Now I'm wondering if | was a bit harsh yesterday 1t's possible that
Maxicola won't agree (o our terms

lan I think they can agree 1o the price $1.03 18 pretty standard 1 know, 1've
researched it thoroughlv Bul

Fioud What g1t

lan Ihe thing is. [ understand vour reservations about exclusivity, but finanaally
speaking_ i’ going to be great for this company I | were vou, (d reconsider
the comracdt Lenm and offer something a bit longer.

Fiona Do vou think we should . oh, soerv, it's an email from Jack

[an Really?

Fiona Listen Lo this In the email, Jack thanks us for hosting them and explains that
he underslands how we feel about wanting to offer aur clients vanetv and
choice He mentions therr vanous product lines and <ays that Maxicola also
tinds it extremely important to vary the selection according to location
tssentially. they want 1o make a deal

hond  He agrees to the $ 105 umt price with one condition

lan Yes .

Fona Lve-year contract, minimum

|an lona

Fona I know. | know

Helena  Would vou Tike me to aall them to confirm tomorrow’s meeting?

Fiona:  No, no. that's okay I'd prefer to call Jack nivself

Jan This 1s the right deasion. Fiona. Five vears is reasonable,

flona  Yes b ogoing Lo my office | need some time to consider these recent
developments carefully

Helena  Of course Tl make sure the conference room is free tomorrow

Fiona Thanks, Helena

CHAPTER 5

lona:  {dosincerely want to thank vou for letting us know that vou understand and
support our phitosophv. Yesterday | was still feeling unsure if this deal would
be the hest thing for the company Dowever, alter receiving your email and
npon further consultation with my team, essentially | think we have a deal

Jack A deal®

Fionad Yes, If vou agree 1o $1 05 von've got your five vears

lack That's great wonderful!
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Fiona

We shouldn't forget that we still have some finalizing (0 do in terms of the
promotional <ide of the agreement

Yes. yes, of course Rut 1t seems that we all agree here

I'm happv to sav that we do It will, of coiirse, be necessdry Lo meet again
with our marketing teams and iron out the last details But that should only
take o few weeks

For everyone's benefit. 1'd like to summarize the main points of the
agreement again,

Yes of course [an, go ahcad.

We are agreeing (o an exclusivity deal ta sell only Maxicola products in all
Burgerworks restaurants for a term of five years We have agreed to a
purchase price of $1 05 American doflars, for every litre of syrup The syrup
pertains to sodas, including cola, lemoun-lime, their diet versions. orange. and
iced tea Juice produdts. sport beverages and mineral water will be sold in
bottles at a3 price per case. which 1s still (o be determiuned based on the
quantities purchased

Yes, we'll be able 1o settle that in a matter of davs.

Good And. i addition, I would just like to remind everyone that the
promotional aspects of this deal are yet to be dosed. but as of today we
have an oral agreement.

You can take me at my word -

Shall we shake on t?

Absolutely.

I'd like to say that we look forward to working with Maxicola

And we look forward to working with you

I think this calls for a celebration® Il 1t's convenient for both of you, I'd like to
invite vou out to a celebratory dinner this evening, something a little nicer
than yesterday's lunch.

We'd love to but on one condition.

Condition?

0Oh, Jack’s only teasing.

The condition 1s that you let us iyite you.

No, please. you are our guests.

And you have been very hospitable hosls But | insist that tonight's dinner
1K 0N Us,

You drive a hard bargain, Jack, but vou've got yourseli a deal
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Useful Expressions

GETTING READY

tnviting another company to the
negotiating table

we'd like to invite vou to come to iplace)
10 negotiate a deal

Are vou ready to come to
the negotiations”

Wwe would like to propose a meeting

and begin

Acknowledging a propaosal/
an invitation

We are ready to come to . to negotiate
4 deal

We are interested 7 are notinterested .
We feel the time 1s now night to begin
negotiations on

This 1s to confirm

Arranging negotiations
Where should the negotiations be held?
When do vou suggest holding the
meeting?
How many people will attend .2
How manv will be negotiating the deal’
We are sending .
Our negotiating leam will consist of
Who will be leading ¢ taking part in the
negoliations’
We suggest holding the negotiations
atvour { our headguaners
at a neutral location
on neutral ground.
We would prefer the meeuny to be held
at our headquarlers
In a neutral location

66 Expressions

Describing preparations for negotiations
By the time we have . |

You will be receiving / we will be sending
ia detailed proposal / further mformation
about our company / further mformation
about our prices / costs involved;

We will need to draw up an agenda/

a detailed proposal.

Following our telephone conversation/
discussion we have revised the agenda.
Have you received the agenda?

You will ind the agenda attached to this
email

BEGINNING THE NEGOTIATIONS
Stating objectives

We are here today to . .

Our objective today (s . .

Our goals are .

we look forward to coming to an
agreemient about

Making introductions

Why don't we all say samething about
our roles In our respedtive companies?
I've been in my present position for . .
I was promoted to . in

I am responsibie for .

In my role as

Expressing good intent

We are grateful for vour willingness to
We're happy to have this oppontunity

to discuss . .

we believe you are the kind of company
we would like to work with.

We cerfainly teel that ...

We believe thisis a deal that could be
benetiadl for both of our companies,

I think | speak for all of us when 1say ...
We are very much looking lorward to . .



Expressing commitment

We dre committed to finding a solution
I have no doubt .

I'm sure we can lind a compromise/
salution.

We hope to be able to come Lo an
agreement,

Describing a current situation

Some of the key aspects of this deal .

lortunately

Untortunately we haven't been able to

We arc very salnlied § dissatished by
would make this easier lor us

1t has berome apparent that we need

to maodernize i branch out

Up ta now .

10 date

Following the agenda

I'd like {0 begin by going through our/
vour most recent proposal

Shall we proceed to the next item on
the agenda?

Does anyone want to sav anything clse
hefore we move on?

Since we have a lot of items on the
agenda I'would like to suggest we
move on.

Shall we come back to that point later?
I suggest we return to this item later

MAKING AN OFFER

Describing a future situation

In future we hope to be able to offer/
get

By the ime we have . you will be
receving { we will be sending . .
Hopetully we will be able to work on
this together ...

Defining a problem

Uptonow  we have not been satished ¢
has not been satistactory.

Generally we tend to do . .. butin this

rase

Inour line of business, it 1s important

that

We are currently .

Let me explain somcthing about

Confirming understanding
Any questions?
Are we all In agreement?

Asking for and giving information

and clarification

May ! respond 1o that? 7 1'd like to
respond to that

I don’t think | made myselt clear .

What | mean s . .

We would like to know it .

How wonld you do this / go about doing
this?

You say ... does that mean . ?

Are you suggesting that ...

What do you mean by . ?

If | understand you correctly

What about 2/ would vou expect . >
{don't follow voir. ¢ I'm not following you
I'mt not sure | understand what you mean.
Allow me Lo explain in more detail.

Can vou please explain that?

Let mie just make sure | understand what
yOUI are saying.

Can vou clanfy why ..?
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‘ Expressions

Expressing open discussion points
These are the points we'd like to
discuss .

First 'd Tike to talk about ., then .
We ave agreed to discuss / consider
One point which s still open for
discussion s .

Let's not forget that we also wanted to
address

Suggesting a solution
I'd like 1o propose . . an arrangement
in which
Based on our [pasti experience the best
way would be .
We could ofter vou ..
Would  beanoptionfor 2
We'd like to suggest you consider .
ds dn dlternative,
I think we should
What we have in mind s .
We could imagine |
Could the problem be <olved by . ?
It might be passible to ..
would make this easier for us.
Shall we put this into 3 written proposal?
Let's draw up a contract hased on these
points
Do you think we could . .7

Responding to a proposal

For us this s one of several options

It we just consider this point. we would
say

That sounds like onc aliernative / option /
possibility

Now that yvou mention it we .

This has / that would certaimly have
implications for .

01 course, that would depend on .
From our point of view .

68 Expressions

[r my opinion
We strongly feel that . .

Expressing agreement

I completely agree with yoo on that point
This 15 also our concern ! point of view /
our goal

That 15 exact!v what we were loaking for
hoping tor

We have to admit that vou are nght

Yes you have a point there,

| agree with vou on . .

1hat seems reasonablc

iUy a deal!

Expressing dissatisfaction
It's not in the interest of our company
to ..
It 15 certainly not our intention to
It would not be beneficial to
I'm notin a position to .
I'm afraid we wont /can't .
You must understand that .
. doesn't ht with our policy

. .18 not an optian for us
We appreciate your position, but . .
(rankly speaking, we haven't come
here to .
Unfortunately that 1s not how we see it

Returning to an issue

It we could, let’s go back to
So when you mentioned .
You said earlier that .

May | just interrupt you here?

Can wereturnto .?

Can we go back a couple of steps?

| wanted to ask about . . which you
mentioned in our last meeting.

I suggest. as we agreed. that we hirst settle
the issue ot L.,

carlier



Asking for and offering alternatives

I vou could help us ., we could

That's ane possibility, but could vou also
Imdagine

Well, do vou think vou / we could . .2
There's always the option of
How impartant is 1t for you to
if not we could

because

Have vou also been thinking about 2
How about mecling halfway?

wolld be a viable alternative
If we can’t agree on this, how about . .2
Can you offer any other alternatives .2
What do vou suggest we do?

THAT’S MY FINAL OFFER

Summing up before a break or without
a conclusion

Alright. we'll have to take that away with
us for consideration

I'm afraid that's our inal oller

If your company can demaonslrate its
ability (o
The numbers dre an the table now
So far we have established . .

What we dre now offering vou s
feom what | gather, the siluation as
follows .

then .

It seems we've all been able to .

I'think / believe we all agree here that |,
We've covered a lot of ground so far
today

Expressing opinions within your
negotiating team

The numbers are on the table

to agree or disagree

I support theidea of . .

IS time

I think thev can / will agree to . .

In my opimon we showld

I understand your reservations. but
If I'were vou, 'd reconsider ! reject
accept ! agree

Thisis the night decision.

I'think we're ready to go back Lo the
negotidting table

FINALIZING THE DEAL

Concluding the negotiations with an
agreement

Upon further consideration ¢ consultation
with  _ { think we have a deal

Il you agree to . . vou've got vourselt

a deal.

Id Iike to summarize the main points of
the agreement

Summarizing the agreement

We are agreeing to

We have agreed to

The agrecment pertains to

Some minor points still need 1o be
iraned out.

A< of todav, we have an oral agreement
Shatl we shake on it?

Moving forward

The next step is to

Firstly we should

Al the next stage

Further meetings will be necessary to .
Finally we will be able to
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‘ Vocahulary list

abifity
abroad
accepler
accommadation
according 1o

vact

+ adjust
advantage
advertising

campaign
after-sales service
agenda

agrer
agreement
1 aim lor
alang, - those lines
amicable
anchar
anchor

dntsy
ANXIoUS
apparent
11 apply
approach
approach
appropriate
area sales mandger
armed
I arrange
arrangement
asspriale

| assume
at stake
1+ attend
available
aware

base, 11 be ~d on

basis

hattle

henehcial

beverage

beyond

d

board

hoardroom

honus

hattom, the ~ line
' Brainstorm

kha nang

 nuidie ngodi

nguii tiép nhin
phong o

theo

hanh diing

dreu chinh

los the

chién dich quing cdo

dich vu hau mai
chifimg trinh nghi sy
chip thuin

sl thoa thudn

huiing vé

theo cach di

thén thién

cal men tau

tha neg, in dinh
mit kién nhdn

lo du

rii rang

duta ra yiu ey
phuiing phip

tiép can

thich hap

giim dde kinh doanh khu ve
uide trang by

thu xép

sif thu xép

cing sy

cho ring

can han/thdn luin
tham dif

v the o, dimg, mua .. duic
biét, nhan thiy

Lrén o &

aif #d

e chién

od loi

i uing

wuirt xa hom

mid diw thiu

ban giam déc
phang hop

tién thuing thém
gio han cudi cimg
ding nin

brand image
hreak

break, to — the ice
10 bret

I budge

budget

build up

business, © do -

cautious
CEO
11 chair
change, 1
mind
clinch, 11— a deal
close
close, 11— a deal
closure
L collapse
1 come down
come, 11~ {oan
agreement
I commit
cammitment
compelitive
completely
concern
concerned
I conduct
1o tonfirm
o consider
consideration
considered
consistent
1 consult
contest
contract
conventional
cooperation
costing
course of action
cover the costs
(1 create
credibility
currently
tocut down
cut, i~ costs
cycle

1= one's

hinh ank thuomg hifu
nghi gidi lan

xua lan e ngai

tom tat |g

thay dii quyét dinh
ngin sich

taa dung, tich liy due
kinh doanh

than trong

giam dde didy hanh
lam chi toa

dii v

dat duge théa thugn

gan

kit thic sy thoa thuiin
it két thie

that bai, sup do

hy gia

i dén thoa thuin

cam ket

sif cam két

canh tranh, ré
hodn todn

mili quan tim

v [ién quan
huiing din

it nhin

xem xet

sy ciin nhic

dutfc xem xét
nhit quin

tham khao

cuge thi

hop ding

thimg thuimg

sl hifp tae

suf dinh gid
duitmg 181 hanh ding
trang trai chi phi
fanra

sy tin nhifm

vao thifl gian nay
cat giim

gidm ¢hi phi

thu trinh



E I dazzle

I deal with
deal; 1v cuta -
defined
I demonstrate
detail

develop

development
11 devise
distinct
diverse
Cdraw up

drive, 1o~ a hard
bargain, *1 - sth

down
duration

lirearn
eriucalionalist

elfect
emphasis
end up
- enhance
[ Ensire
enter inlo
enter, '« ~ into
negotiations
entirely
equally
equipped
essential
evaluator
eventually
exception
exchange
exclusivity
T expect
expenditure
exploration
expression
extended famly
extension

1 fail
failure
fake
{all
familiar
favour, in sh's ~
teasihle
fee

Jim 1oa mat

gidi quyit

thut hién thoa thudn
duie xac dink e
thiing minh

chi tidt

phat trién

sUf phal trién
sing che, nght ra
Ti) rang

da dang

thao thgp ding)
i kit tra pa

that han hoat djng

kiem duge, dat duge
chuyén gin g duc
tc dimg

suf nhén manh

dat tdi

ning cao

bio dam

bt ddu cdi gi do
tién hinh dam phén

hoén toin
tugmg b
dude trang bi
thist vé
thi thim dinh
cufi cing
ngoai [é

sl trao déi
st die quyén
tring dat

chi phi

aif thim da, cude khao sat

ayf bidu 1§
dat ga dinh

st miiy nhanh. s md ring

that bas

sif thet bai
gia

1o, ha gig
quen thufc
oo lgn cho ai
kha thi

phi, & phi

figure
final
11 hinalize
it with
foolish
forceful
form
formal
founded
framing
frank
frequently

11 get at

give, 7 — sth a good
run

give, 0~ sth a shot

[ goahead

1 goon

zoal

good deal

(0 grow into

111 guess

hand in hand,
lngo ~

harsh

have, [~ in=mind

headouarters

hold, L~ a
meeting

identifiable
afraid, I'm ~
immediate
impact
impression
in favour
incrdentally
I increase
increase

[ influence
informal
in-house
ink

{11 inspect
insurance policy
interfere
interrupt

11 fron out
1ssue

item

wun 3, gid
wuil cung
hoin tat

phis hap vii
ngd ngin

sinh ding
hinh thi
trang trong
duge thinh lip
(k§ néng} tao dung
thing thin
thufimg xuvén

dat duge
canh tranh khie ligt

vl g lam vige gi dé
bt dau Jam viee gi do
Tép tue

mue tiéy

phi vu e loi

trit thiwnh

dy doan

di lign voi nhau

nghiém khie
nghi vé vide g 86
{1u 5d chinh

td chute cue hyp

i due! nhin nhin/sem li
Tii & ring

ngay lip tie

tae ding

in tuong

ung hj

nhin the

gia ting

S 14 thng

anh huing dén
than mat

ndi b

e

xem et ky

hop ding bao hiém
can thiép

¢an trd

gial quyét viin dé
van dé

mue

= 1t AIPInAaeIOA



W Vocahulary list

likely

n joimt

| key point
K kind

lack

likewise
limit
Iogistics

I look inte

manage
mention
merchandising
mercy, at the ~ of
minutes
move
Fmaove forward
mufually

negotiate

m negotiating table

nitwithstanding

1 abject o

m objection

objective
obstacle
ofter, that's my
final -
ane-off
opening offer
opponent
outcome
outsource
[ overcome
overstaffed
averwhelm

E package
packaging

party

pat sbyan the back
persuade

persuasion

picky

plenty

point of sale

policy

111 prepare

pressure

pretend

72

chimg

ditm méu chat

Iai; 8t bung

thiéu

o kha ning

tumg

i han

héu cin

didu tra

x0ay xi

dé edp

nghé buin ban

phd mic cho

hién bin

ding tar, bude

tién lén

lin nhau

dam phin

ban dam phén

mic di

phan déi

s phan dii

kharh quan

trd ngai

d6 la dé nghi nhdn nhugng cufi
cung eua tii i’

die nhat

<y chito i diu tién

i thu

két qua

khodn (cho bén ngoai thye hign)

vt qua

thita nhén cong

dp dao

g, kién hang

sif déng gdi

bén, Lige

khen nget a: da

thuyét phuc

sif thyét phue

ken cd chon canh

tihidy

diém béin hang

ché di

chudn bi

ap lue

i v

Vocabulary list

pride oneself on
printing industry
1 proceed
process
profit margin
promole
promotional leafiet
properly
property
prapasal
| propose
prospective
prove
provided
public service
purchasing
put forward
put, |
side

m quoted

raise

raise
range
reach, lv —an
agreement
realize
reasonably

1 1PASSeSS
recent
I redesign
oreduce
reflection
1 regard
regarding
o reject
rejecter

1 relate

i rely an
representative
research
liv research
resaurces
respective
restriction
retire
I revise
room for

manaeuyre
1 run through

= sth to one

tif hio vé difu g1 do
nén cing nghiép in dn
tién hanh

tién trinh

ldi rong

thing tién

td budm khuyén mai
thich hap, ding dén
tar sdn

suf dé nghi, dé xuft
dua ra, dé nghi

ve sau, sip b

thitng minh

mién li

dich vu eing

sy mua hing

dé xuit

gidi quyét edi gi do sau

duge bio g

sy ndng lén, ning luong
néng lén, néura

Ingi, dang

di déin mbt thia thuin

nhin thie

hap Iy

dinh gid lai

gin diy

thit ké lai

gidm bt

3y phan anh

dinh pa

ve (ai, i gi)

hic bo

nguiti tif chi

gn lién véi
tring cdy vao
nguin dai difn

sif nghién e
nghién ey

tai nguyén, titm lye
riéng timg (nguii)
at han ehé

we huty

slia lal

oif hiji dio ngue tinh thi

luit qua



salary

satisfactory

satished

11 Save

secandment

secref

section

selection

selling price

fsef up

seftle

shake, -
i1 5hare

share price
'shorten

simplified

sit, to = 1non

skill

shide show

smoothly

sole trader

solution

1 salve

1 50rt out

i speak up

7 speed up

staffing

stark

i1 state

steady

stick, 70 =~ n sh's
mind

strategy

strength

stretch. v
legs

struggle

stubborn

subseguent

substantial

SUCTPSS

|1 suggest

11 suil

|1 summarize

supplier

suspense

an sth

-one’s

luong

hop Iy, thoa dang
thoa mén

tiét kifm

sy hiét phai

diu bi mat

doan, phan khic
s/ ia chon

gid bdn

a0 dung

i quyét, thanh todn
hat tay

thia phin

gin o phiy

it ngin lai

dude din gidn hia
tham du

ki ning

man trinh chigu
suin se

nhi kinh doanh déc quyén
il phip

gid quyét

tim gidi phip

lén tiéng

tang tic

lién guan dén nhan sy
T0 ang

phat hiky

vitng che

in vao dav ai do

chidn e
diém manh
dubi ¢hin {cho thoai mail

sy tranh du, nd lue lim
bung bih

tiép theo

ding ké, trong yéu

s thinh cing

dé nghy, dua ra

thoa min

ting két lai

nhé eung edp

sut hoi hap cang thing

take, 10— ity
account
take on
111 take place
i take sth; 10~ sb
at histher word
takeover
Hend to
tentatively
term
third-party
thoroughly
limescale
timetable
1 trick
trouble

ultimate

under no
circumstances

under way

uniformity

urit

unorthodox

10 update

valid
value
VICTOPIOUS
1 vote

oowalk away

wander off

warrior

wasle

way, 1 go one's -

I+ weigh up
oowork out

wark, 10— one’s
wdy up; [ —
lowards

warklorce

WOTSe

a

tinh dén

thué mum
diém ra ,
tin tutng vao I cla anh/ed &y

s\ Liép quan

ci khuynh huing
s b

diéu khoan (hop ding)
bén thii ba

ky luing

thin han

thifi gign bigu
|ifi

diéu ric rii

sl elng

khing bao g

dang tién hinh

suf nhit quén (vé thuomg hig .|
dom v

khéng chinh thing

cdp nhat

hop Iy

gt

giinh duge thing I

bidu quyit

bo di

lae duimg

chién binh

sy lang phi

thea cdch cua &

cin nhic ki

tién trién tt dep

dugre dé bat tii thilp lén cao, b
glng dat

lue g lao dgng
i té hem
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Interactive Language Course
Business English: Negotiations
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Ban hoan toan co thé yén tam khi giao tiép vdi cac déi tac thuong mai toan cau.
Quyén sach nhé gon nay, ciing vdi nhiéu bai tap va dia DVD tuong tac kém theo,
sé gitp ban:

Luyén tap cac loi thoai va cau triic ngii phap dé giao tiép t6t bang tiéng Anh
Hoc thoai mai trugc man hinh hay hoc khi di xa vdi mét Notebook/Bau DVD
Nam dugc néi dung cac cudc déi thoai khi giao dich thuong mai trong thuc té
Thuc hanh cac bai tap phu hop va don gian qua man hinh

Nam viing ngtr phap téng quat, cac cach dién dat thudng gap va tir ving tiéng
Anh thuang mai

Cuing loat sach va dia DVD tuong tac ve chu dé tiéng Anh thuong mai
Ban quyén duge chuyén nhugng cho Cong ty TNHH Nhén Tri Viét, dic quyén xudt ban tai Viét Nam.

Gia 86.000°
{Bao ghm: 1 sdch + 1 DVD)
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