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Work with a partner or the group. Look at the following situations. What 

do you think would be the best course of action in each case? 

1. Your company wants to lower your salary by 5% next year. They say that if 

they can’t reduce labor costs, they may go bankrupt. 

 a) Accept 

 b) Refuse 

 c) Suggest a compromise – what? 

2. Your supplier wants to increase the cost of a specific machine part by 3%. 

They say this is due to the increased cost of raw materials. 

 a) Accept 

 b) Change the supplier 

 c) Negotiate a compromise 

3. You use a freight company to transport your goods to retailers. It seems that 

some items are being damaged in transit. One of your most important 

customers is angry and has given you an ultimatum: either you eliminate the 

problem within a month, or they will use another supplier. 

 a) Accept without question 

 b) Accept, but explain that it is not your company’s fault 

 c) Try to negotiate for more time to deal with the problem 

4. Your partner (husband/wife/boyfriend/girlfriend) wants to go to Hawaii on 

holiday, but you would rather go to Canada. Last year you went to Saipan at 

his/her request. 

 a) Agree to go to Hawaii 

 b) Insist on Canada 

 c) Try to find another location 

 d) Cancel the holiday 

5. All the other kids at school have a new type of sports watch, which costs 

¥50,000. Your son/daughter has asked for one for his/her birthday, but you 

bought her a nice ordinary watch last year, which wasn’t cheap. 

 a) Refuse to buy it 

 b) Say she can have it next year 

 c) Buy it 

WHAT SHOULD YOU DO? 

Activity  
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SITUATION 1:  

Student A -  You need to leave work early on Friday night.  

Student B - You need Student A’s help to finish a project. It may take all night. 

 

 

SITUATION 2:  

Student A - You are the project leader and need your team to work on 

Saturday.  

Student B - You have plans for Saturday that you really don’t want to cancel.  

WIN-WIN NEGOTIATIONS 

In an ideal negotiation both sides get something that they want. This is called 

a “Win-Win” agreement and it helps to make long-term business relationships.   

Look at the following statements. Which are win-win agreements? Put a 

check () next to the win-win statements.  

 1. We agreed to lower the price and they agreed to increase the order. 

 2. We gave them a big discount this year, but they agreed to buy more from 

our company next year.  

 3. They raised their prices by 10%.  

 4. We gave them a very big discount.    

 5. We gave the employee a 10% salary raise. He was very pleased about it 

and I think he’ll stay with our company for a long time.   

 6. They gave us a lower price and we agreed to sell their product exclusively 

for the next two years.  

 

 

 

 

 

 

Activity 1 

NEGOTIATE 1 

Activity 2 

WIN - WIN  

Try to sell your watch, electronic dictionary, or other item to your partner. 

Try to make a deal you are both satisfied with.  

Activity 3  
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Often in negotiations, we make and respond to requests. In some situations, 

it is good to be direct and informal. In other situations, it is better to be more 

formal and indirect.     

Activity 1 

 
Match the statements below that have similar meanings, then circle the 

indirect statement. The first one is done for you as an example.  

1. a. How much is it? ___ That’s too expensive! 

2. b. I’m sorry. I’m afraid that’s not possible. ___ 
We need to make a contract as soon as 

possible. 

3. c. I’m afraid that price is rather high. ___ 
We need you to reduce the minimum 

order. 

4. 
d. If we reach agreement today, we will 

announce the merger tomorrow. 
___ We can’t do that. 

5. 
e. That’s more than we’re able to pay at this 

time. 
___ 

We would  announce the merger 

tomorrow, if we reached agreement today. 

6. f. We’ve agreed on this price, right? ___ Could you  tell me the price? 

7. 
g. We’d like to see a reduction in the minimum 

order. 
___ We can’t afford that now. 

9. 
h. We’d like to finalize our agreement within a 

short period of time, if possible. 
___ 

Have we reached agreement on this 

price? 

C 

Work with a partner to practice using direct/indirect phrases.  

I’d like to … if possible. I’m sorry, we couldn’t do that. I’m afraid that’s not possible. 

That could be possible. Could you …? Would you …? 

… rather ... … a little ... … a bit ... 

DIRECTNESS 

Activity 2 
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 DIRECT  MODEL ANSWER (do not read this to your partner) 

1. Open the door.  Could you open the door, please? 

2. No.  I’m afraid that’s not possible. 

3. I want a discount.  I’d like a discount, please. / Could I possibly get a discount? 

4. How much is it?  Could you tell me how much it costs? / Could you tell me the price, please? 

5. It’s too hot.  It’s a little too hot. / It’s a bit too hot. 

 DIRECT  MODEL ANSWER (do not read this to your partner) 

1. That’s too expensive.  I’m afraid that price is a little high. 

2. Do you want a coffee?  Would you like a coffee? 

3. Switch on the air conditioner.  Could you switch on the air conditioner, please? 

4. Yes. (agreeing to an offer)  I think I can agree to that. 

5. We need it delivered now.  Could you deliver it as soon as possible, please?  

Read ONLY the direct phrases below to your partner. Your partner will make 

the phrase indirect. Is the answer indirect? (Check with the model answer 

you have.) 

Now read ONLY the direct phrases above to your partner. Your partner will 

make the phrase indirect. Is the answer indirect? (Check with the model 

answer you have.) 

Now listen to your partner’s direct statements. Make them more formal and 

indirect. 

Listen to your partner’s direct statements. Make them more formal and 

indirect. 

STUDENT B 

STUDENT A 
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With a partner or in a group, discuss the following questions: 
 

 How often do you negotiate at work? What do you negotiate about? 

 What kind of things can you negotiate with your family? 

EMPLOYEE: I’d like 20 days of vacation per year.  

MANAGER: We’ll give you 18 days if you work in the Kyushu office. 

EMPLOYEE: I’ll take 17 days if I can work in Hokkaido.  

…  

EXAMPLE 

Use if statements when negotiating to make offers and counter-offers. e.g., 

“I’d buy 500 more units if you dropped the price by 10%”. Complete the 

following sentences by matching column A with column B: 

___ 1. I’ll go for lunch... a) ...you give him a bath.  

IF 
___ 2. We’ll work on Sunday... b) ...you offer a free belt.   

___ 3. I’ll buy the suit... c) ...you pay us double time.  

___ 4. I’ll take the dog for a walk... d) ...you pay. 

BARGAINING 

Activity 2 

DISCUSSION 

Activity 1 

PRACTICE 

Activity 3 

You need to negotiate next year’s contract. 
Profits are not so good and your manager 
can’t give you things if it is unfair to others. 
Your competitor usually has higher salaries. 
You know your manager likes your work. 

Current Situation What I want 

Salary: ¥400,000/
month 

¥435,000 - ¥450,000 

Vacation: 15 days 20 days 

Current Location: To-
kyo 
 
(Other offices are Kyushu, 
Sendai, and Hokkaido) 

Hokkaido office 

Other (you choose)  

Your employee wants to improve his work 
situation. He is an excellent employee. You 
don’t want him to leave and work for a 
competitor who pays higher salaries. 

Current Situation What I can give 

Salary: ¥400,000/
month 

¥410,000 - ¥435,000 

Vacation: 15 days 18 days 

Current Location: To-
kyo 
 
(Other offices are Kyushu, 
Sendai, and Hokkaido) 

Kyushu or Tokyo 
office 

Other (you choose)  

Student A: Employee Student B: Manager 

Student A, cover Student B’s information. Student B, cover student A’s 

information. Try to negotiate the best possible deal. 

A B 

REACHING AGREEMENT 
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You work in the purchasing section for a manufacturing company. You are 

planning to purchase four new machines for your factory. These are to 

replace old machines which are delaying the production process. The 

terms of the negotiation are shown below. You should try to get twelve 

points.   

 

You begin the negotiation. 

PRICE 

 $15,000 or less 

   $15,000-$17,500 

      more than $17,500 

DELIVERY DATE 

 at the beginning of next month 

    by the end of next month 

     in two months 

PAYMENT 

90-day credit 

    60-day credit 

     30-day credit or less 

DELIVERY COSTS 

  to be paid by them 

      to be paid by you 

WARRANTY 

36 months 

   24 months 

     18 months or less 

Maintenance 

less than $500 

    $500-$1,100 

      $1,100 or more 

TRAINING 

 two-day’s training in Japan by their staff 

   one-day’s training in Japan by their staff 

     one-day’s training in Korea by their staff 

NEW MACHINERY - GROUP A 
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You work for an engineering company in Korea. You are negotiating a deal 

with a Japanese company to supply four machines. You have a cash flow 

problem and really need to sell some equipment. The terms of the 

negotiation are below. You should try to get twelve points.  

 

Your counterpart will start the negotiation. 

DELIVERY COSTS 

   to be paid by them 

     to be paid by you 

DELIVERY DATE 

 in three months 

   in two months 

      by the end of next month 

MAINTENANCE 

$2,000 

   $1,000-$2,000 

      $1,000 or less 

TRAINING 

 one-day’s training in Korea by your staff 

    one-day’s training in Japan by your staff 

      two-day’s training in Japan by your staff 

WARRANTY 

12 months 

   18 months 

      24 months or more 

PAYMENT 

 on signing contract 

   30-day credit 

      60-day credit 

PRICE 

 $19,000 or more 

   $17,000-$19,000 

      less than $17,000 

NEW MACHINERY - GROUP B 
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NEGOTIATING - LANGUAGE REFERENCE 

DIRECTNESS 

Direct statements are usually longer. 

DIRECT 

How much is it? 

We can’t afford that. 

We need you to reduce the minimum order. 

We’ve agreed on this price, right? 

INDIRECT 

Could you tell the price? 

I’m afraid that price is more than we can afford. 

We’d like you to reduce the minimum order. 

Have we reached agreement on this price? 

CONDITIONAL SENTENCES 

INDIRECT (TENTATIVE) 

If + [past participle] +  would/could ... 

e.g.,  If we reduced the price, would you increase 

 your order?  

DIRECT 

If + [present simple] + will/can  

e.g.,  If we reduce the price, will you increase 

your order?  


