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lé Step 1
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Explain Section 1.1 to the students, and ask them to discuss and answer the following questions.

1.1 Before You Begin

1. Why is knowledge of “history” and “geography” required for the “success in
learning about international business”?



Consider how a historic event has affected international business, how early Chinese traded
with other areas of the world; consider European colonization and the Industrial Revolution.

Teachers are suggested to prepare a map poster that shows locations of the major trading
partners of China.

2. What is “business negotiation”?

Business negotiation is a process of guided transformation that occurs through dialogical
exchange aiming at an optimal agreement that responds fairly to the co-negotiators’ aspirations
as persons of equivalent moral worth.

3. Why is good business etiquette important for people engaged in business?

Good business etiquette makes it easy to work together. Knowing how to act in a
well-mannered way will make you be more confident of your behavior. Confidence gives one
an advantage over one’s competition. In the world of business that extra confidence can mean
greater career success.

4. How to understand “a society’s culture has a strong influence on business activities”?
For example, in Spain and parts of Latin America, businesses traditionally were closed for
several hours in the middle of the day for a long lunch or a period of rest.

5. How can too much or too little eye contact create an uncomfortable feeling in the
person you are talking to and create problems in communication? -

For example, too little eye contact can make the other persons think you are not interested
in what they are saying, that you are not listening, or that you are upset with them. Too much
eye contact can make you be perceived as “strange”, be interpreted as an invasion of privacy, or
communicate an inappropriately high level of attraction or interest.

6. What do you think is the “right” amount of eye contact?

The “right” amount of eye contact you should maintain during a conversation depends on several
things, including culture (in some Asian countries, for example, it is considered impolite to maintain
eye contact with someone who holds authority over you), the closeness of the relationship (more eye
contact is appropriate in close relationships), and whether you are speaking or listening.

In most relationships, however, it is appropriate to spend most of the time looking at the
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other persons’ eyes when they are speaking, and between one-quarter and one-half of the time
maintaining eye contact with the other person when you are speaking. Such eye contact should
be made in an attentive manner, as opposed to an intense staring or disinterested glance.

7. Can you give an example to show the written rule for dress code or the informal
ideas of what is acceptable to wear?

For instance, a company may have a written rule that you may not wear jeans to work, or
employees may just feel that they should wear more formal trousers instead of jeans. They
know that if they wear jeans to work, they will look out of place.

8. Why are “controversial subjects” not suitable for small talk?
Because when you don’t know others’ stand, controversial subjects might spoil your

conversations.

9. How to understand “The relationship with a person determines the kind of
language you use. This relationship may even affect what you say when you meet people”?

For example, it’s not appropriate to say “Hi, how are you?”” when meeting the Managing
Director of a large company or to say “Good morning, it’s a great pleasure to meet you” when
being introduced to a person you’ll be working closely with in the same team.

10. What communication methods are used in the following sentences? What effects
have been brought by such methods? !

1) We close the café every night at 11:30 so that we can go home.

2) The café will remain open until 11:30 P.M. for the convenience of our customer.

Of course the above two sentences are exaggerated in order to show the effects brought by
different communication methods. In Sentence 1), the word “close” shows the “negative
approach”, and “we can go home” shows the “we-attitude”; while in Sentence 2), “remain
open” shows the “positive approach” and “for the convenience of our customer” reflects the
“you-attitude”. Customers would prefer that Sentence 2) be used in communicating with them
even though the two sentences have the same meaning that “at 11:30 the café ceases to be in

operation for the day.”
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Students read Section 1.2 Useful Expressions and Teachers explain the details.

1.2 Useful Expressions

A. Opening a meeting

1. Good afternoon, ladies and gentlemen, and a special welcome to our guests today.

2. Ladies and gentlemen, I would like to introduce to you our guest speaker.

3. Mr. Sikri is visiting us from Bombay. Thank you for coming.

4. Betty Walker from the Marketing Department is also here. We’re glad you could make it.
5. Now let’s get started.

B. Expressions for the host

1. I would like to open this meeting by passing out an agenda.

2. Let us begin with a presentation of the new proposal.

3. The agenda for this meeting is as follows: first...

4. The reason I have called this meeting is to...

5. We need to review a proposal we have received from our international division in Hong Kong.

C. The language of meetings

1. That’s a good idea.

2. That’s an interesting point, but I don’t agree.

3. I don’t think that will work.

4. 1 have an idea. Why don’t we invite him to see our plant?
5. I am confident this plan will work.

D. Asking for help

1. I’'m sorry. I did not follow you.

2. Sorry, but could you kindly repeat what you just said?

3. Excuse me, would you mind repeating that, please?

4. 1 could not catch your question. Could you repeat it, please?

6
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5. It would help if you could try to speak a little slower.

E. Small talk

1. Did you say you work for Mega Technology?

2. I’ve heard lots of interesting things about your new product.

3. Is it really going to revolutionize the frozen-burrito” industry?
4. Has your company done any research in this field?
5

. Your presentation this morning was very good.

F. Cooperation

1. We would be glad to start business with you.

2. We also hope to expand our business with you.

3. I’d appreciate your kind consideration in the coming negotiation.
4. I can assure you of our close cooperation.
5

. We are happy to be of help.

Step 3
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—Ask pairs or groups of students to read 1.3 Sample Dialogues.
—Explain the steps of the dialogues or make some comments on the skills or key points used by
each side.

1.3 Sample Dialogues

A. Text Steps and comments
Polite and suitable expressions in an
B; T: Tom; M: Michelle; C: Carlos; P informal meeting among five
colleagues

B: We need to decide whether to take that business
trip to Europe or not. Basically, it is a decision to

@ frozen-burrito: FHEGF
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expand our sales into the European market.
I"d like to hear your ideas.

I’m in favor of it. It’s a great idea. It will put
us ahead of the competition.

Personally, I'm against. I don’t think it’s
cost-effective.

It’s an interesting idea, but I’m undecided. I
still don’t think we have fully analyzed all the
risks involved. I vote against it.

I agree with Carlos. I would like to suggest
that we look again at our total marketing
budget for the year. Do we have the money to
do a good job?

Okay, let’s look at our budget again.
Personally, I am confident the benefits will
outweigh the costs.

Sorry, Tom, I cannot agree with you. I don’t
think it will work. How can we be sure of our
future profitability? All we can do is to work
up pro formas.

Excuse me, Michelle, would you mind
repeating that?

Sure. What I’m saying is that I don’t know if
we can really evaluate whether our profits
will be greater than our costs.

Okay. Let’s stop here. I think we have serious
disagreement at this point. Let’s take another
look at the budget over lunch, and continue
our discussion this afternoon.

1'd like to hear your ideas.
I'm in favor of it. Its a great idea.

Personally, I'm against.
but I'm

Its an interesting idea,

undecided.

1 agree with Carlos. 1 would like to
suggest that ...

Sorry, Tom, I cannot agree with you.

Excuse me, Michelle, would you mind
repeating that?
Sure. What I'm saying is that ...

Okay. Let s stop here.

Text

Steps and comments

B: Bob Schmidt; R: Roger;
K: Karen Laval; F: Foster
Good afternoon, Roger.

Proper and improper behaviors before
the formal meeting
B calls his boss by his first name
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Roger. In some offices first names

CHAPTER

are never used.

R:  Hello, Bob. We missed you for lunch.

B:  Yeah, I’ve got to do some of the things for
tomorrow.

R:  Karen, you sit here on my right. Karen Laval, R handles the introduction well. He
this is Bob Schmidt who joined us a couple of introduces Bob, the host, to Karen,
months ago. Karen is our new Canadian the guest.
representative, Bob.

K:  How do you do, Bob? :

B:  Hi, good to meet you ... Ash tray somewhere? B's greeting is informal. It s impolite to
smoke without asking for other’s
permission.

R: Karen, do you mind if Bob smokes?

K: I’d appreciate it if he’s keeping it on the other

side of the room.

R:  Oh, Mrs. Foster, I’d like you to meet Karen R calls his secretary Mrs. Foster. So
Laval. Mrs. Foster, my secretary. She made she should address her boss as Mr.
all your travel arrangements.

K: How do you do, Mrs. Foster.

F:  I’m pleased to meet you.

K:  The travel arrangements are fine.

F: Thank you.

K: Well, the wake-up call came about half an Small talk before the formal meeting
hour late this morning. So, I may be a little
slow starting.

C, Text Steps and comments

Proper and improper behaviors in a
B: Bob; K: Karen ]
meeting of two

B:  Karen, I’'m sorry for being so late. Traffic this B is late for the meeting with Karen.
morning was so terrible. (Improper!)

K:  Well, I do have another appointment in a few In business, men and women help each

)



moments. So I like to discuss our order so

that we can look up all the details today.

Here, let me help you off your coat.

other.

B:  Oh, sure. Before we get started, I just have to say B is already late for the meeting, so it’s
what happened with the football game Sunday. improper for him to still have small
talk.

Oh, that’s settled, is it? We will get the order
to you by the 15th next month.

K:  Great. I really need to call it a day today. Do Its impolite to let visitors find their
you think you could find your way out of here? own way out.

B: I see, right outside your office, left in the
corner. OK, I’ll make another appointment to
finalize the order.

K:  I’ll have to get back to you on that.

B:  Oh, OK. Bye!

Ko Byel

D.  Text Steps and comments

Proper small talks during a
T; R; S
conference tea break

T:  Last time I saw you, you were having lunch Small talk about the superior
with the superior. How’s she doing?

R:  She’s doing pretty well. She’s starting a
family, which means we have to start over
with her replacement again.

8. Oh, I started a family last year and I'm still Small talk about another company
on the job. Did you hear that the MoTyre has
plans to have four new satellite offices?

‘Ee I heard people there are having a take-over. Small talk about a take-over

10

Sherry delivered a report to Dan this morning
that had a summary of what has to be done. I
will send it over if you’re interested.



