UNIT 2 Opening the negotiation / Zahajeni jednani
THIS UNIT LOOKS AT:

(1 establishing rapport with negotiating partners and getting started / jak navazat kontakt s obchodnimi
partnery a zacit vyjednavani

(1 useful phrases for making introductions and small talk / uzitecné Uvodni fraze a nezavazna konverzace

(1 useful phrases for setting the agenda and stating your interests / uziteCné vyrazy pro to, jak stanovit
program jednani a vyjadfit své zajmy

Context

1 Match the elements of the opening phases of a negotiation (1-5) with their definitions
(a—e) / Spojte ¢asti Uvodni faze jednani (1-5) s jejich definici (a—e).

1 Welcome

2 Introductions

3 Small talk

4 Setthe agenda

5 State interests

a This can break the ice and help non-native speakers get used to speaking English.
b This can make visitors feel that it is worth them having travelled.

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

d Thisis to outline how the negotiation will proceed.

e Thisis when everyone gets to know the others'names.
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2 Putthe relevant number (1 - 6) on the line to show how often do/would do each element
when opening a negotiation. / \yznacte ¢isly (1-6) nasledujici ikony na osu podle toho, jak ¢asto
by se mély pfi zahdjeni jednani provadét.

Welcome your business partner 4 Make small talk
Introduce yourself 5 Settheagenda
3 Introduce your colleagues 6 State your interests

|

always often sometimes rarely never

3 Do you think someone from a different culture would put their numbers in the same places
on the line? / Myslite, Ze nékdo z jiné kultury by tato ¢isla umistil stejné?

Presentation

Opening the negotiation

LECLERC By D‘%"ﬁ”‘/

ELECTRONICS

1§90 2.1 Listen to the beginning of a negotiation between two companies, Leclerc Electronics
and By Design. By Design is a Design agency with whom Leclerc Electronics is considering
working. Decide if the following statements are true or false. / Poslechnéte si zacatek jednani
mezi spole¢nostmi Leclerc Electronics a By Design. By Design je designova agentura, s niz Leclerc
Electronics zvazuje spolupraci. Rozhodnéte, zda jsou nasledujici tvrzeni pravdiva ¢i nikoli.

True False

1 The negotiation is taking place in the office of By design. Q Q
2 Everyone knows one another already. Q a
3 The two parties discuss the weather before starting business. Q Q
4 The two parties had outlined the general aims of the negotiation

before the meeting. Q ]
5 Leclerc Electronics’ interests are to find a cheap supplier. Q Q
6 By Design prefer working with business partners who give detailed

information about what they want. Q Q

Tip: Some culture use first names early on in a negotiation, others prefer to use title and last name. To avoid
overfamiliarity, use title and last name until you are invited to use first names. / V nékterych kulturdch se pri
jedndni brzy oslovuji krestnim jménem, v jinych se uprednostriuje pouzivat titul a prijmeni. Abyste se vyhnuli
prilisné familidrnosti, pouzivejte titul a prijmeni, dokud nebudete vyzvdni k oslovovdni kiestnim jménem.
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$¢ 2.1 Listen again and match the two parts of the phrases used in the negotiation. / Po-
slechnéte si znovu nahrdvku a spojte obé ¢asti frazi pouzitych pfi jednani.

Welcome to

My name is

| hope

Have you

Shall we get

| suggest we start

Leclerc Electronics is

An important consideration
We want i
By Design is keen j
We need to have a detailed k

brief.

SQ Mo o nNn o

anew image.
been to Lyon before?

by clarifying what is needed.

down to business?

for us is to portray the correct image.
Leclerc Electronics.

looking to expand into new markets.
Martin Stewart.

to work with well-known companies.
you had a good journey.

a Put the phrases from Exercise 2 in the correct place in the table. / Doplite fraze ze cviceni 2

na spravné misto v tabulce.

Welcoming

Introducing yourself/colleagues

Small talk

Setting the agenda

Stating interests

b Look at the transcript from audio 2.1 on page 72 and add more phrases to the table. /
Podivejte se na prepis nahravky 2.1 na strané 72 a doplite do tabulky dalsi fraze.

Tip: The present simple and present continuous can be used to state interests, e.g. We want a new image;
We are looking to expand into new markets. / K vyjddreni zdjmt mizete pouZzit pfitomny cas prosty (pre-

sent simple) i priibéhovy (present continuous), viz piiklad.
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4 Match the informal phrases (1-7) with their equivalent formal phrases (a-g). / Spojte nefor-

malni fraze (1-7) s formalnimi frazemi se stejnym vyznamem (a—q).

Informal Formal

1 Welcometo ... a lsuggest we beginby ...

2 Mynameis ... b I hope you had a good journey.

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

4 Is this your first trip to Dubai? d Let me begin by welcomingyouto ...
5 How about starting with ...? e May lintroduce myself, my name’is ...
6 Weneedto... f  Thisis your first trip to Dubai, | believe.
7 Wewantto... g Weare hopingto ...

Pronunciation

5 a s 2.2 Listen to the pronunciation of the letter o in the word to in the following sentences.
Does it sound long (/u:/ as in too) or short (/3/ as in tonight)?) / Poslouchejte vyslovnost hlasky

o ve slové to v nasledujicich vétach. Zni dlouze (/u:/ jako v too) nebo kratce (/3/ jako v tonight)?
Short

Long
1 Welcome to Sanicare Installations. Q
2 Id like to welcome you all this morning. Q
3 Are you looking forward to seeing the Eiffel Tower? Q
4 Our company is keen to work with upcoming companies. 0
5 We need to decide the schedules by the end of the week. Q
6 He's hoping to sign the contract as soon as possible. o

b €5 2.3 Now listen to the pronunciation of the letter o in the word to in bold in the fol-
lowing short dialogues. / Nyni poslouchejte vyslovnost hlasky o ve slové to vyznaceném tuc¢né

v nasledujicich kratkych dialozich.

Long

1 Perhaps we don't need to discuss that now.

No, I'm afraid we need to. Q
2 I'mnot sure if youd like to see some of the sights

while you are here.

Yes, I'd like to. Q
3 Monsieur Rivot hasn't really got time to get involved in this project.
That's a shame, as he’s very keen to. Q

a

[ S I I

Short

a
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Practice

Welocoming, introductions, small talk

1

~N O N

a Complete these sentences. / Doplnte nasledujici véty.

Welcome Brightside Datasystems.
May | introduce , My name is Sarah Beecham.
is my secretary, Tim Hunt.
Did you a good journey?
Unfortunately, there was a with the flight — we had to wait for two hours!
This is your first to Dubai, |
I'm looking to some of the sights.

b €& 2.4 Listen and check your answers. / Poslechnéte si nahravku a zkontrolujte své odpovédi.

Setting the agenda and stating interests

2

O U1 AW N =

Put the words in order to make phrases for setting the agenda and stating interests. / Dejte
nasledujici slova do spravného pofadi a vytvorte tak véty, kterymi Ize stanovit program jednani a
vyjadrit z&jmy.

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

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

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

An / consideration / customers. / existing / for / important / is / keep / to / us
aim / business / develop /in / the /to / USA./ We

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

Present tenses

3

N U AW N =

Correct these sentences. Focus on the verb tenses. / Opravte ndsledujici véty. Zameéfte se na
slovesné casy.

We are having a good reputation.

Our clients are needing to give us a detailed brief.

Maynard Plc currently looks to promote sales in Europe.

Our Head of Marketing launches a new campaign this month.

Is your Director wanting a decision today?

Do you look forward to visiting our city while you are here this week?
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Tip: The present simple is used for states and facts. The present continuous is used for changing situations /QS
or things happening at the current time. Stative verbs (e.g. want, need) generally use the present simple. / Tip
Pritomny Cas prosty (present simple) se pouZivd pro vyjddreni okolnosti, stavu a faktd. Pritomny cas pribe-

hovy (present continuous) se pouZivd pro ménici se situace nebo pro déje, které pravé probihaji. Se slovesy
vyjadrujicimi stav (napfiklad want, need) se obvykle pouzivd pfitomny cas prosty (present simple).

Formal and informal

4 Write more informal phrases. / Napiste méné formalni fraze.

I'd like to introduce my colleague, Elodie Hussain.

I hope your hotel is comfortable.

May | suggest we begin by outlining the current situation.

We fully intend to launch our advertising campaign before the summer.
We are hopeful of a rise in sales by the end of the year.

U~ w N -

Pronunciation

5 Practise saying the sentences and dialogues in Presentation Exercise 5. Pay particular
attention to the pronunciation of the o in to. / ProcviCujte si vyslovnost vét a dialogli ze cviceni 5
oddilu Presentation. Dbejte zejména na vyslovnost o ve slové to.

Consolidation

1 Think of a negotiation you will take part in soon. Make some notes on the worksheet on
page 62 to help you when opening negotiation. Note phrases that you may use yourself or
phrases you may hear your negotiating partner use. / Zamyslete se nad jednanim, kterého se
budete brzy Ucastnit. Udélejte si pozndmky na pracovnim listu ze strany 62, které vam mohou pomo-
ci pfi zahajeni jednani. Poznamenejte si fraze, které sami mlzete pouZit nebo které mizete slyset od
vaseho obchodniho partnera.

2 Prepare what you will say to open the negotiation, expanding on the notes you made on
the worksheet. Speak aloud. / Pfipravte si, co feknete pfi zahdjeni jednani, rozvirte poznédmky,
které jste si udélali na pracovnim listu. Mluvte nahlas.

3 After the negotiation, take a few moments to reflect on it: / Po jednani o ném chvili pfemyslejte:

1 How did the opening stage go?
A What would you do differently next time? Why / Why not?

i NYNI SI NALISTUJTE STUDIJNI DENIK A UDELEJTE SI POZNAMKY K TETO LEKCI.
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Reference Useful phrases / Uzitecné vyrazy

Welcoming

Welcometo ...

I'd like to welcome you to ...
Making introductions

My nameiis ...

This is ...

These are ...

Making small talk

| hope you had a good journey.
Have you been to ... before?

| hope to see some of the sights.
Is this your first trip to ...
Setting the agenda

Shall we get down to business?
I suggest we start by (looking at) ...
Stating interests

...islooking to ...

An important consideration for usis to ...

We want ...
...iskeento...
We need to have ...

Vocabulary / Slovnicek

Increasing business
contact person

detailed brief

to expand into new markets
Head of Sales

image

to launch a new campaign
to open up

to promote sales

to be recognized internationally
rise in sales

to sign a contract

solid client base
top-quality service
upcoming company
well-know company

Small talk

to be famous for

to look forward to (doing)

Uvitani

Vitejte v ...

Rad bych vas pfivital v ...
Predstaveni

Jmenuji se ...

Toto je ...

To jsou ...

Nezavazné rozhovory

Doufém, ze jste mél pfijemnou cestu.
Byl uzZ jste nékdy v ...?

Doufam, ze uvidim néjaké pamatky.
Jste poprvév ...

Usporadani programu jednani
Pijdeme rovnou k véci?
Navrhuji zacit tim, ze ...
Vyjadfeni zajmu

.. sméfujek ...

Dulezitym ohledem pro nas je ...
Chceme....

..chce...

Potfebujeme mit ...

Rozsiteni obchodu
kontaktni osoba

podrobné zadani
proniknout na nové trhy
vedouci odbytu

image

zahdjit novou kampan
oteviit

zvysit odbyt

byt mezinarodné uznavany
zvyseni prodeje

podepsat smlouvu

pevna klientska zakladna
sluzby $pickové kvality
nova / zadinajici spole¢nost
znama spolecnost
Nezavazné rozhovory

byt povéstny ¢im

tésit se na co

to see the sights prohlédnout si pamatky
slight delay nepatrné zpozdéni
24 Preparing to negotiate / Pfiprava na jednani



Review

Skills

Why do people spend some time at the beginning of a negotiation making small talk?/ Proc¢
lidé pfi zacatku jednanf travi chvilku nezavaznymi rozhovory?

What else generally happens when opening a negotiation? / Co dalsiho se obvykle déje na zacat-
ku jednani?

Useful phrases

1 Which phrases could you use in the following situations? / Které fraze byste mohli pouZit v na-
sledujicich situacich?

Welcoming your business partners to the negotiation.
Giving your name and your colleagues'names.
Setting the agenda.

Stating your interests.

N A W N —

Choose the correct form of the verb in the following sentences. / \yberte spravny tvar slovesa
v nasledujicich vétéach.

I am hoping / hope you had a good journey.

Our competitors are having / have more experience than us.

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

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

N W N —

Vocabulary

Complete the mind map with vocabulary relating to increasing business. / Doplnte diagram
slovicky vztahujicimi se k rozsifenf obchodu.

expand into new
\ markets
‘ INCREASING
BUSINESS

Pronunciation

Say the phrases you noted in Exercise | of the Useful phrases section above. Pay attention to
your pronunciation of the letter o in the word to. Should it be a long or short sound? Record
yourself so that you can check your pronunciation. / Rikejte fraze, které jste si zapsali ve cviceni 1
v oddilu Useful phrases. Dbejte na vyslovnost hlasky o ve slové to. Mélo by byt dlouhé nebo kratké? Na-
hrajte se, abyste mohli zkontrolovat svou vyslovnost.
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