
Day 46
Vocab Review 

Fill in the blanks.

1.  They were forced to y_ _ _d their land to the occupying forces.
2.  I’m_ _e that we adopt the resolution.
3.  Shareholders were asked to approve a r_ _ _ _ _tion to create a special voting share.
4.  Income was up compared to the c_ _ _ _ _ _onding period last year.

5   Negotiations

  Module 5.1   Preparing to negotiate 

LEAD-IN   Look at the picture. What are they doing?

  What is the difference between negotiation and haggling?

 Listening

Listen and fill in the blanks.
Haggling and negotiations ……….. every day, from fish markets to board rooms. In the modern definition, one 
of the ways haggling …………. itself from negotiating is its …………… nature. Haggling generally ……… itself 
to a price discussion, with one party selling an item and another continuously haggling over the price. Generally, 
the buyer tries to haggle a price to its lowest, while the seller tries to get the most by acting as if he’s already close 
to cost. The “winner” is essentially the one who can ………… the process the longest. By contrast, negotiation 
seems to relate more to ……….., but not always directly opposed, goals. By its very definition, negotiations are 
seeking an outcome between two parties. A contract negotiation, for example, may use many different  
goals---salaries, days off, fringe benefits---to reach the goal of signing a contract. That contract will  
ultimately include factors that make the contractor and contractee ……………. pleased.
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 Reading

  Read the following. 
We negotiate almost every day; when we want to buy a new car, when we want a salary increase, for example.
There are three types of negotiation.

  Win-win negotiations
It is the aim of win-win negotiations to find a desirable solution that is acceptable to both parties. The name 
comes from the fact that the solution leaves both parties feeling that they’ve won after the negotiation.

  Win-lose negotiations
This type refers to a distributive negotiation whereby one party’s gain is another party’s loss. While one side wins, 
the other loses and this outcome may well damage future relationships between the parties. Here, each party 
regards the other as an opponent and seeks to win the argument, without much regard for the outcome of the 
other party. In a win-lose scenario, one party falls within their target range (or better) and the other party falls 
outside their target range. This is also called the ‘fixed-pie’ scenario in that there is only a limited amount to be 
distributed.

  Lose-lose negotiations
In a lose-lose negotiation, both parties end up with results that fall below their minimum bargaining positions.

  Read the following two situations.
1. Sarah would like to sell her car. She recently moved into the downtown area of the city and realized that she 
could commute using public transportation, which is cheaper than the collective cost of the insurance,  
maintenance, and gas for her car. She looked her car up the blue book* and found that its value is around $4,900.  
However, she would be satisfied if she could sell if for about $4,500. Since she needs to pay for her car insurance 
next month, she’d much rather sell her car before then to avoid paying it. Sarah ‘s best case scenario is selling her 
car for any amount over $4,700. Her walk away point is $4,200. 
*The blue book is a guidebook that lists prices for new and used automobiles and of various makes and models. 

2. Jack wants to buy his first car and has saved up $3,900 for this purpose. In addition, he recently made a big 
sale at work and expects to receive a bonus check of about $1,000 later this month. He can also use this money 
to purchase a car. He has started looking at the local used car market because some of his friends plan to go on a 
road trip next weekend. He wants to join them and also wants to avoid paying to rent a car. His father suggested 
he offer an initial price of $3,400 so that he has room to negotiate. Jack’s best case scenario is spending $3,400. 
His walk away point is $4,400.
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  Read the following three scenarios and decide which negotiation outcome (win-win, win-lose, or lose-lose) 
each scenario represents.
 
Scenario A

J: I’ll give you $3,400 for your car. 
S: It’s worth $4,900. But I can accept $4,500.
J: I only have $3,900 total. Take it or leave it.
S: That’s $1,000 less than it’s worth, I really can’t accept that amount.
After the negotiation, Jack thinks “Damn, I probably should’ve bought the car. Now I will have to rent a car for the 
road trip!” Sarah thinks “Why didn’t I accept Jack’s offer? Now I’ll need to pay my car insurance next month.”

Scenario B

J: I’ll give you $3,400. 
S: My car’s worth $4,900. But I’ll accept $4,500.
J: I’ll give you $3,700 in cash right now.
S: (It would be good if I didn’t have to pay that insurance premium next month . . . ) OK.
J: (Great! I have $200 left over plus I still have my bonus to come.)
S: (Actually, I shouldn’t have accepted that amount, I should’ve demanded more.)

Scenario C

J: I’ll give you $3,900 for the car. 
S: It’s worth $4,900. But I’ll take $4,500.
J: I can’t pay that much, but I could go higher if I can give you some of the money now and the remainder when I 
receive my bonus.
S: How about $4,300 in total?
J: That’s ok. I can pay $3,900 now and $400 in two weeks. 
S +J: Deal!
 
  Here is a representation of the typical structure of a business negotiation. 

     Proposal
        Counterproposal
     Agreement
        Confirmation
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Suggest a short business conversation with the above structure. Start with “I’m sure you can allow us a 10% discount?”
A proposal is an offer made by one party to the other. A successful proposal is one that results in an agreement.
A counterproposal offers an alternative proposal that may suit both parties. This can happen when one party refuses or 
does not agree with the original proposal. 

Preparation for a negotiation
Thorough preparation is the most important prerequisite to effective negotiation. Neither experience, bargaining skill, nor 
persuasion on the part of the negotiator can compensate for the absence of preparation.
  Match each of the following aspects of good preparation (a – h) with why they are important (i – viii).
a)  Knowing what you want from a negotiation, what’s your purpose, your aims and objectives  
b)  Knowing what’s the minimum deal. Decide what is the least (the lowest offer) you can accept for a deal 
c)  Knowing where you can give way or make concessions
d)  Knowing your own strengths and weaknesses, taking the marketing SWOT* analysis
e)  Preparing all support information; figures, numbers, pictures, and so on.
f )  Preparing an opening statement. Begin in general terms what you hope to achieve
g)  Knowing the other side, what they want, their strengths and weaknesses
h)  Organizing and planning an agenda
        i)  helps you to know the market, to see the negotiation in its proper context
        ii)  helps you to reach an agreement
       iii)  helps you to make your negotiation effective
       iv)  helps clear thinking and purpose
        v)  helps you to create the right atmosphere, helping things to be clear between the two sides
       vi)  helps you to find a compromise 
        vii)  helps you to support your argument
        viii) helps you to identify your own issues, priorities, and goals, as well as your opponent’s issues, priorities, 
              and goals
*SWOT is a system that companies use to examine how well they are working, in order to help them improve and make 
plans for the future. SWOT is an abbreviation for ‘strengths, weaknesses, opportunities and threats’. (See Day 49)

Match each definition (A – E) with today’s vocabulary word (1 – 5)
   
   DEFINITIONS
A.  an agreement in an argument in which the people involved reduce their
demands or change their opinion in order to agree
B.  a person who disagrees with something or a person you are competing
against
C.  involving two people or groups that agree to help each other in a similar
way
D.  the amount of money you have available to spend
E.  to accept or be able to deal with something that causes you difficulty
 
Fill in the blanks.
1.  It is hoped that a c_ _ _ _ _ _ise will be reached in today’s talks.
2.  The firm has drawn up a b_ _ _ _t for the coming financial year.
3.  He can’t s_ _ _ _ _h the idea that Jack might be the next chairman.
4.  We have agreed to exchange information about our two companies, but strictly on a  
r_ _ _ _ _ _ _al basis.
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Day 47
Vocab Review 

Fill in the blanks.

1.  It is hoped that a c_ _ _ _ _ _ise will be reached in today’s talks.
2.  The firm has drawn up a b_ _ _ _t for the coming financial year.
3.  He can’t s_ _ _ _ _h the idea that Jack might be the next chairman.
4.  We have agreed to exchange information about our two companies, but strictly on a r_ _ _ _ _ _ _al basis.

5   Negotiations

  Business Negotiations Agenda  (Formal agenda for the negotiating sessions) 
 
 Listening

Listen and fill in the blanks.
In preparation for the negotiation, we should write a ………. agenda which should include …………… (from 
each company), date and ………, schedule and discussion topics, date of next meeting, and ……... This is to be 
discussed by both parties in order for the final ……… of the agenda to be ready for the initial meeting.
Then, at the beginning of the negotiation, go ………. the agenda and ask for agreement. A clear and complete 
agenda that both parties agree to is very helpful in keeping a negotiation effective, because it sets a positive 
……………... It is the first agreement both parties have reached. And also it ……….. the points to be discussed 
and provides a clear timetable.

Before the meeting, Company A and Company B exchanged emails about the agenda. Put the email phrases  
(a – f ) in the right order and match them with A1, A2, B1/2/3, and A3 on the timeline. The first one has been done 
for you.
a)  Do you agree with the other items?
b)  It has occurred to us that we need to add . . . to the agenda.
c)  Could you please confirm that you have received the revised agenda?
d)  It is extremely important for us to include . . .
e)  Please find attached our proposal for the agenda for the initial meeting.
f )   . . . has a lower priority.
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   (Timeline)                                                                 Meeting

                          A1   A2           B1/ 2/ 3           A3
A1: the first email from company A ----------------------------  e
A2: the second email from company A ------------------------(   )
B1/ 2/ 3: the first email from company B -------------------- (   ) (   ) (   )
A3: the third email from company A -------------------------- (   )

  Knowing Your BATNA Pays Off 
Read the following sentences and fill in each gap using one of the words in the box.

bargaining/ favorable/ contrast/ alternative/ lower/ allows/ unfavorable

Your BATNA (Best Alternative to a Negotiated Agreement) ……… you to determine the point at which you can 
say no to an ……….. proposal. It is the ……….. you have identified as your fallback position; it is an option you 
can take if unable to reach an agreement in the negotiation. If your BATNA is strong, you can negotiate for more 
……….. terms. For example, if you’ve been offered a new job but you also have other offers, then you’re in a 
better position to negotiate the salary involved. In ……….., a weak or unknown BATNA means you don’t have 
much …………. power. If you haven’t researched the salaries in your field for someone with your knowledge and 
experience, or those salaries are simply ……….. than what you are being offered, then you may have no choice 
but to accept the salary that is on the table.

 Module 5.2   Engaging with the other party during the negotiation

 Listening

  Listen and fill in the blanks.
When starting a negotiation, begin with a ……… and ………. Then, ……… team members. It is important that 
everyone at the meeting knows their ………. Then ……… small talk (trip, weather, etc.) – something to ‘break the 
ice’ and to make the meeting a friendly one. After that, suggest it’s time to start the negotiation. Then comes an 
opening ………….. Then whichever party that called the meeting begins the negotiation by giving an opening 
……….. A proposal is a formal offer or suggestion made by one business to another. In a negotiation, each party 
needs to ……….to what the other says for the negotiation to proceed. And remember – it’s important to ……… 
to the opening statements and what the other party is signaling, otherwise the negotiation can quickly go in the 
wrong direction. Check your understanding of the other party’s proposal and ………. it to clarify and  
acknowledge it.
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 Writing

  Complete the following conversation.
A: I hope you had a p_ _ _ _ _ _t flight.  
B: Yes, we did, thanks.
A: _ _ _ is your hotel?  
B: It’s an e_ _ _ _ _ _nt hotel.
A: Well, we’d better get d_ _ _ to business. Let me k_ _ _ things off (start the discussion) by saying that we believe 
we can offer you a very good deal and come _ _ with a w_ _-_ _ _ result.
B: What’s your p_ _ _ _ _ _l?
A: We’re p_ _ _ _ _ed to offer a very attractive price for a minimum sale, in e_ _ _ _ _ _e for a two-year c_ _ _ _ _ _t.

  Making an opening statement
Read the following and answer the question.
An opening statement would normally be made by the company who requested the meeting, or if one company 
acts as hosts for the meeting, the top ranking member of that team should make the opening statement, which 
is the most common case. It might be made, however, by each side, or jointly done by two high level executives 
(one from each side), which might go something like this: “We expect you to come to an agreement because our 
companies put a high value on doing business together. We know you can do it.” 
Let’s focus on the most common case. What do you think an opening statement should include? And suggest 
phrases for each of the items included.

  Giving an opening proposal
Read the following aloud.
If you start with good first impressions in a negotiation, it will affect the whole process, from the first proposal to 
the final agreement. These opening stages, especially between different cultures, are very important. The  
opening proposal should emphasize mutual benefits, be positive and create interest.

  How to handle common rejections to first proposals.
What would you do if they said
    1.  “Your offer is too expensive.”
    2.  “We don’t have that kind of budget.”
    3.  “That’s not what we are looking for.”
    4.  “Your offer is not competitive.”
Match the rejections (1 – 4) with the possible way to handle (a – d).
a.  Suggest that the payment be deferred to meet the size of the budget.
b.  Keep getting information about what they are looking for until you understand their needs and reschedule 
your offer accordingly.
c.  Before you lower your price, check what price they are looking for.
d.  Focusing on strong features of your products , as well as asking what the phrase ‘not being competitive’ means 
will be the best things to do.
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Match each definition (A – E) with today’s vocabulary word (1 – 5)

    DEFINITIONS
A.  the character, feeling, or mood of a place or situation
B.  a choice
C.  to decide which of a group of things are the most important so that you
can deal with them first
D.  a particular form of something that varies from other forms of the same
thing
E.  to continue as planned

Fill in the blanks.

1.  The merger is p_ _ _ _ _ _ing according to schedule.
2.  You must learn to p_ _ _ _ _ _ize your work.
3.  There’s a very relaxed a_ _ _ _ _ _ere in our office.
4.  I have no a_ _ _ _ _ _tive but to ask you to leave.
5.  They’re producing several v_ _ _ _ _ _s of the TV commercial to see which one works best.
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Day 48
Vocab Review 

Fill in the blanks.

1.  The merger is p_ _ _ _ _ _ing according to schedule.
2.  You must learn to p_ _ _ _ _ _ize your work.
3.  There’s a very relaxed a_ _ _ _ _ _ere in our office.
4.  I have no a_ _ _ _ _ _tive but to ask you to leave.
5.  They’re producing several v_ _ _ _ _ _s of the TV commercial to see which one works best.

5   Negotiations

  Module 5.3   Bargaining and making concessions 
 

  The following expressions in a negotiation between (A) the owner of a new language school, who wants to 
buy 25 all-in-one desktop computers, and (B) the sales manager of a desktop computer maker are in the wrong 
order. Write them in the correct sequence so they all make sense. 
A: I think that’d be acceptable, if the discount is a good one.
B: As you know, our prices are very competitive. We can let you have it for $2,000 each.
A: No problem. Our engineers will take care of that.
B: How about 5%?
A: Well, we’ll be happy to buy 25 all-in-one desktop computers if you can give us a good price.
B: I’m sorry, we can’t go any lower than 5% unless you pay for the installation.
A: I’m sure you can allow us a discount for bulk purchasing.
B: Okay then, so to confirm: an 8% discount but you pay all the shipping and installation costs.
A: I’m happy enough with that.
B: Well, a discount could be possible if you agree to pay for the shipping costs.
A: 8% would be better.
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  Put the expressions from the above conversation under these headings.
Proposal                
Counterproposal
Concession              
Agreeing
Confirming

Concessions
  Read the following sentences and fill in each gap using one of the words in the box.

little/ separate/ auxiliary/ offer/ compromises/ demand/ valuable

Each side to a negotiation usually …………… by making some concessions to reach agreement. By its very  
nature a concession is worth something to the other party. The best win-win concession in a negotiation is to  
bargain something that costs you ………….. but is …………. to the other party in exchange for something of 
equal value to you.
Concessions that are poorly made can serve to further ………. the parties rather than bring them together. How 
a concession is made is as important as the value of the concession. The key to success is to make your ………. 
precise but leave some room for maneuver in your ………. by using ……….. verbs, such as ‘might’, wisely.
Look at the following example.

I cannot give you a discount on the existing order but I might be able to offer a discount of around 5% if you can 
increase your order by 1,000 units.
                                                              ( tentative offer)
                                                                                             ( firm & precise demand)

 Writing 1

  Make sentences which include concessions based on the cues below. The first is done for you as an example.
1.  5% discount / payment on delivery   We might be able to give you a 5% discount if you agree to payment on  
 delivery.
2.  let you have it for $1,000 / you pay cash
3.  free delivery / larger order
4.  a pay increase of 5% / 5 new customers
5.  deal/ cut your prices by another 3%
6.  an additional discount/ a minimum purchase of 200 units per month

 Writing 2

  Put the words in the right order to make sentences that are often used in negotiations.
1.  I / 500 units/ offer/ increase/ if/ might be able to/ by/ a/ of/ you/ order / discount/ your/ around 3% / can/
2.  I’m / you/ for/ a/ bulk/ sure/ allow/ discount/ purchasing/ can/ us
3.  I’m / installation/ than/ for/ sorry/ you/ we/ pay/ go/ the/ any/ 5% / can’t / lower/ unless/ 
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  Speaking

  Below are three offers. Reject each one, using the information in the cues. You’ll have three minute preparation 
time, after which do the task without reading the text.
Situation 1
We might be able to offer you an additional discount if you agree to a minimum purchase of 200 units per month.
You don’t know how many units you will need every month.

Situation 2
We might be able to give you free delivery with a larger order.
Your company has your own delivery trucks.

Situation 3
We might be able to offer you the position of Recruitment Head with the proposed salary of $45,000 p.a.
The proposed salary is too small, given the amount of time you’ll have to do. Also the call center industry hardly 
ever experiences any downtime during the year, which means I’ll be under constant pressure.

Match each definition (A – E) with today’s vocabulary word (1 – 5)

    DEFINITIONS
A.  the activity of buying large quantities of a product, especially to get 
cheaper prices
B.  to accept that you will reduce your demands or change your opinion
in order to reach an agreement with someone
C.  time when people are not working
D.  the act of putting something in place so that it is ready for use
E.  as good as or better than other prices, services, etc.

Fill in the blanks.

1.  We had a busy weekend so I’m planning to have some d_ _ _ _ _me tomorrow.
2.  We can’t put up our prices and still remain c_ _ _ _ _ _tive with similar brands.
3.  We encourage b_ _k purchasing.
4.  Well, you want $400 and I say $300, so let’s c_ _ _ _ _ _ise at $350.
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Day 49
Vocab Review 

Fill in the blanks.

1.  We had a busy weekend so I’m planning to have some d_ _ _ _ _me tomorrow.
2.  We can’t put up our prices and still remain c_ _ _ _ _ _tive with similar brands.
3.  We encourage b_ _k purchasing.
4.  Well, you want $400 and I say $300, so let’s c_ _ _ _ _ _ise at $350.

5   Negotiations

  Module 5.4   Dealing with conflicts 
 

 LEAD-IN   
A good negotiator’s aim is to reach a win-win situation and a deal. However, conflict may sometimes be an  
unavoidable step on the road towards agreement and in some cases it leads to the breakdown of negotiations. 
What actions would you take to resolve conflict in a negotiation?

  Match each action (1 – 6) with one of the statements (a – f ).
Possible actions to resolve conflict in a negotiation.
1.  Put the problem on hold, discuss other issues and come back later to the problem
2.  Focus on the loss to both parties of not being able to reach an agreement.
3.  A conditional concession should be offered.
4.  Sum up progress and where you have agreed.
5.  Stop for a short time to think.
6.  Focus on the benefits to both parties.
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a.  “I know we seem to have some problems, but let me summarize the areas in which we have made some  
progress.”
b.  “Let me emphasize the benefits of reaching an agreement.” 
c.  “In view of this difficulty, can we come back to the problem of the warranty later? Could we talk about the 
question of delivery?”
d.  “Do you think we should take a brief break here?”
e.  “Let’s think about what might happen if we couldn’t reach an agreement.”
f.  “The issue here is not complicated. We could offer you an additional 3% discount, if you can increase your order 
by 5%.”

  More about ‘SWOT’  (See Day 46)
Look at the table below, which shows a SWOT matrix for a small company. Put each of the following points (1 – 4) 
into the correct part of the table.
                                         
    Strengths                    Weaknesses 
                                         

    Opportunities                Threats     
       
                                  

1.  Diversification would increase sales in new markets
2.  Loyal customer base
3.  Larger competitors may take bigger market share
4.  Lack of new products

 Module 5.5   Ending the negotiation

Reading / Writing

What would you say in the following situations. Choose words from the box to complete the sentences.

in/ at/ on/ to/ during/ oral/ regret/ summarizing/ satisfactory/ glad/ physically/ efforts/ pity 
/ written/ reach/ suggest/ supply  

A. In case of the agreement reached.
Situation 1
Your efforts to reach agreement have been successful and for the next step you’ll prepare a written summary of 
the oral agreements reached during the negotiation session.
I think we have a very ………… agreement and so, for the next step, we’ll send you a …….. summary  
of the ……… agreements reached ……… the negotiation session. We look forward to a successful  
partnership.
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Situation 2
After a long negotiation, you have reached agreement and for the next step you’ll send them a letter  
summarizing what you’ve agreed to.
It’s been a long meeting, but finally I’m very ………. we’re able to ………. agreement. So the next step is for us to 
send you a letter ……… what we’ve agreed …….. It’s been a very useful and productive meeting. We look  
forward to a long and fruitful partnership.

B. In case of the agreement not reached.
Situation 3
You haven’t been able to reach an agreement and it is getting late. Before you end the negotiation, give some 
hope that you might be able to cooperate with the other party somehow in the future.
I’m sorry our ………. to reach agreement have not been successful. It’s been a long meeting, and I ……… we 
stop here. It’s a ……… we couldn’t reach agreement this time. But I hope in the future we might work together 
…… something.

Situation 4
Your customer is asking you to supply goods in a month. But this is physically impossible. Your order books are 
full, and the plant is working at full capacity. End the discussion.
I’m very sorry, but it really is ………. impossible. We …….. that our order books are full, and the plant is working 
…… full capacity. So we cannot ……….. goods …… such a short time. Sorry we can’t help you this time.

Match each definition (A – E) with today’s vocabulary word (1 – 5)
   
    DEFINITIONS
A.  to stop a meeting for a period of time or until a later date
B.  to emphasize something important
C.  a problem or subject of disagreement
D.  to start making new products or offering new services
E.  an active disagreement

Fill in the blanks.

1.  Isn’t the need to hire more staff what’s really at i_ _ _e here?
2.  The Government was in c_ _ _ _ _ _t with the unions over pay.
3.  They a_ _ _ _ _ _ed the meeting until after lunch.
4.  The report h_ _ _ _ _ _ _ts the need for increased funding.
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Day 50
Vocab Review 

Fill in the blanks.

1.  Isn’t the need to hire more staff what’s really at i_ _ _e here?
2.  The Government was in c_ _ _ _ _ _t with the unions over pay.
3.  They a_ _ _ _ _ _ed the meeting until after lunch.
4.  The report h_ _ _ _ _ _ _ts the need for increased funding.

 Progress test (testing contents of Day 1 – Day 49)

A.  Put the words in the right order to make sentences that are often used in negotiations.
1.  I / 500 units/ offer/ increase/ if/ might be able to/ by/ a/ of/ you/ order / discount/ your/ around 3% / can/
2.  I’m / you/ for/ a/ bulk/ sure/ allow/ discount/ purchasing/ can/ us
3.  I’m / installation/ than/ for/ sorry/ you/ we/ pay/ go/ the/ any/ 5% / can’t / lower/ unless/ 
4.  but/ is/ seating/ now/ not/ Polarization/ in/ only/ in/ the/ the / world/ world/ airline/ occurring/ economy/ also/ 
of
5.  Let/ so/ me/ far/ said/ summarize/ I’ve/ briefly/ what
6.  Communitarianism/ of/ in/ for/ to/ group/ the/ the/ individuals/ work/ encourages/ consensus/ interests
7.  Sorry/ you/ I’m/ I/ you/ at/ to/ but/ getting/ interrupt/ don’t/ afraid/ understand/ are/ what/ quite

B.  Complete the sentences with words from the box.

basis/ purpose/ atmosphere/ breaks/ polite/ conduct

Small talk
Making small talk is vital to building connections that increase your business. Small talk is …………. conversation 
about things that are not important, often between people who are meeting for the first time. Making small talk 
gets friendships started and ‘………… the ice’. In spite of seeming to have little useful ………., small talk helps 
develop good relationships and a good ……………… and the ability to …………… small talk is a business skill 
because it can make doing business easier. It’s nothing difficult. Discussing the weather, for example, with people 
who you don’t really know is an example of small talk that many of us are very familiar with on a daily ………….
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C.  Complete the sentences with words from the box.

evidence/ end/ introduction/ cram/ consisting/ common/ overrunning/

What to avoid
The most ………. mistake with presentations is trying to ……… in too much information – you either ……. up 
talking too fast, or ……….. the time limit. 
Start with an ………… that sets out the structure, followed by the main body ……….. of 3 (or 4) main points, 
each followed by ………. to support these, and finish with a brief summarizing conclusion.

D.  Complete the sentences with words from the box.

turns/ agenda/ enthusiasm/ drone/ allotted/ reasonable/ concerns/ track/ benefit/ hand/ focused/ present/ heard

What Is a Good Meeting?  
Bad meetings have tendency to …………….. on and on, and you keep wondering why you are …………there. In 
a good meeting, on the other hand, everyone’s ideas are ………….., decisions are made with ……….. speed, and 
what participants do are …………… on concrete results. 
Good meetings are full of ………… and provide participants with something that may ……….. them in their 
future careers.
A good chairperson is someone who understands the aims of a meeting, helps keep the discussion on ……….., 
collaborates with participants to finish the meeting in the time ……………., and follows an …………….
Good participants join the meeting knowing what the business at ……….. is, give thought to ……… over main 
issues. They take …………. talking, and help to move decisions forward.

E.  Read the text and answer the following questions.

A company resolution is an agreement or decision made at a meeting by the members of a company to carry out 
certain changes. If you want to make a proposal for action in such a meeting, you will need to “make a motion”. 
Before making your motion, it is necessary for you to obtain the floor, and be recognized by the Chair. Wait until 
the floor has been yielded or is otherwise made available. The person making the motion, known as the mover, 
must first be recognized by the Chair as being entitled to speak; this process is known as obtaining the floor. Once 
the mover has obtained the floor, the mover states the motion, normally prefixed with the phrase “I move.”  
Generally, once the motion has been proposed, consideration by the assembly occurs only if another 
member of the body immediately “seconds” the motion. Once the debate has run its course, the members 
vote on the resolution. The Chair will ask who is in favor of the motion and count the affirmative votes. The  
resolution is passed when the required majority approves the resolution. Then, the Chair will announce the result, 
instruct the corresponding officer or member to take action, and introduce the next item of business.              
(https://en.wikipedia.org/wiki/Motion_(parliamentary_procedure) This page was last modified on 27 December 2015, at 13:23)
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1.  Is a company resolution a contract?
2.  What does “make a motion” mean?
3.  What does “obtain the floor” mean?

F.  Complete the sentences with words from the box.

               paraphrase/ greeting/ roles/ introduce/ statement/ proposal/ develop/ welcoming/ respond

Negotiations

Begin with a ……… and ………. in starting a negotiation. After that, ………. team members. Everyone at the 
meeting should know their ……………  Then ……….. small talk (about the trip, the weather, etc.) – small talk 
about such topics are called ice-breakers. After that, start the negotiation. An opening ………. comes then. 
Then the party that called the meeting starts the negotiation by giving an opening ……….. Each party needs to 
………… to what the other party is signaling to make sure that the negotiation goes in the right direction. Check 
that you understand the other party’s proposal and ………….. it to clarify and acknowledge it.
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