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Asking for a Favor

92 earning Objectives

By the end of this lesson students should be able to
1. Know how to ask a favor
2. Use what has been learned to ask a favor

Q eading Passage

Asking for a Favor (I)

—The Three Key Steps

From small favors (“Could you cover for me on the conference call tomorrow?”) to the
more onerous (“Can you please introduce me to your contact at Nike?”’), we are all in the habit
of asking one another for help. Keith Ferrazzi’s bestselling Never Eat Alone highlighted our
personal interconnectivity at home and at work. It’s human nature: we rely on our network of
friends, family and colleagues to help us in life. No one can go it alone.

Being deliberate about how to ask for what you need or want can make a huge difference
in your outcome. When you are asking for a favor, here are the three key steps to keep in
mind:

o Set the Stage: “I have a favor to ask you”

e Give a Reason

e Provide an Escape Clause
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Set the stage

The phrase “I have a favor to ask you” is a small but powerful thing; it suggests an
informal contract of sorts—if you help me now, I’'ll get back to you later. Taking time to
acknowledge that your request is indeed a favor and not just a given implies a two-way
relationship that acknowledges some level of give and take, as opposed to just making the
other person feel like they’re being taken for a ride.

It also gives the other person a moment (however brief) to switch gears and go into
receiving mode to prepare to respond. Whether your friend or colleague’s initial reaction is
“uh-oh” or “happy to help,” being transparent and stating your motive before asking for the
actual favor is helpful.

Consider the following:

Anthony, can you please cover for me at the client dinner tonight, I’'m not going to
be able to break away from the office, or

Anthony, I have a favor to ask you... By any chance could you cover for me at the
client dinner tonight? I’m not going to be able to break away from the office.

While in the first scenario Anthony may be caught off guard, in the second scenario he gets a
brief heads-up and extra second or two to prepare his response. Equally important, the first request
runs the risk of sounding like a command. In the second phrase, it’s clear that you value Anthony’s

time and effort and imply that you’ll be open to returning the favor at some point.

Give a reason

In Robert Cialdini’s iconic book /nfluence, he showed that if you ask someone to do you
a favor, you have better luck when providing a reason; people react positively to the word
“because.” Even if the reason makes no sense or is unrelated to the request, people like to
know why they’re being asked to do something. Presumably, your reason does make sense and
is directly related to your request—so go ahead and share it.

One can imagine having even less success with the request above by simply stating
“Anthony, can you cover for me at the client dinner tonight?” Your odds of Anthony

complying just because he’s a swell guy are probably pretty low.

Provide an escape clause

People are inherently good and they like doing things to help. Giving is said to be more
fulfilling than receiving. So keep in mind that your goal is twofold—to get what you ask for
and to do it in a way that enables the other person to feel good about helping out. The best way
to do this is to always give the other person the opportunity to easily and graciously decline.
No one feels good about doing a favor that is “put” to them. A favor you don’t really have the
option of opting out of is not so much a favor as a command.

Quickly after making your request, be sure to add the following:
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If you can’t help out, I completely understand, but I thought I’d ask. or

I completely understand if you can’t make it; [ know it’s a busy week for everyone. or
I’d love an introduction to Katherine, but if you don’t feel comfortable passing along
her information for any reason that’s okay. I don’t want to create an uncomfortable
situation for you.

People won’t always come through for you and you’re not expected to keep track—you
shouldn’t simply decline someone’s request because they didn’t pull through for you last time.
You can, however, do your best to ask people in a way that shows gratitude and that
maximizes your chances of getting what you really need or want. Presumably, you will pay it
forward at some point along the way.

(764 words)

Source: https://hbr.org/2011/01/asking-for-a-favor

@ ialogues

To Take Care of the Cats While Away

Jack plans to have a holiday for a couple of weeks. He is worried about his cats while he

is away. He has recently been looking for a suitable neighbor to look after them.

Neil: Oh hello, there, how are you doing?

Jack: Hi Neil, I’m fine, um... have you got a minute?

Neil: FEr, yeah, sure.

Jack: I’m not disturbing you, am 1?

Neil: No, no.

Jack: OK, well, what it is, um, I don’t know if I told you that I’'m going on holiday next week
for a couple of weeks...

Neil: Oh, right, cool—very nice! I don’t think you did tell me, no...

Jack: Yes... I’'m going to propose to my girlfriend!

Neil: Congratulations!

Jack: Thank you! Well, you know I have several cats at home, and I’m trying to see if I can
find someone to help me keep an eye on them while I'm away ... you wouldn’t mind
popping in and feeding the cats, would you?

Neil: I’d be glad to!
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Thank you so much!

I know you are so busy these days. If you can’t help out, I completely understand.
That’s OK. I mean, what sort of time do they need to eat ‘cause, um, I, sometimes I get
home a bit later than usual, so...

Well, generally what I do is I’ll leave out some cat biscuits for them in the morning. So
it will just be an evening meal. They’ll be hanging around when they’re hungry—they
won’t go anywhere apart from into the garden. So I just give you a key and, if you would,
just open a tin of cat food and put it in their bowl, whenever you get back from work. That
would be super!

I think I can handle that!

...and we usually leave the bowl by the back door.

Oh, right, perhaps you should show me where everything is at some point...

Yes, would you be able to pop round later on this week? I’m going away next Monday,
so if you could pop in any time before then, really. Just give me a call and I’1l show you
where everything is.

Yeah, that’s fine, sure, no problem.

Ah, thank you so much for this!

W)ords and Expressions

onerous adj. Ee; IR
interconnectivity n. FHABRLEE; MKiEiE, ZBRME
highlight V. Ry %A
deliberate adj. ¥Eay; IREHEN
V. 15 % %
contract n. SR Y
given n. B F %
mode n. X F K
initial adj. RMIW; FEMY
uh-oh intery. ", R
transparent adj. FH; RRE; |EY
cover V. BE; RE
scenario n. TE; EY
heads-up adj. RIT SR BEHIEN



n.
iconic adj.
react Vi

Vi,
presume Vi,

VI
odds n.
swell V.
inherent adj.
fulfill V.
twofold adj.
gracious adj.
decline Vi.

Vi,
option n.
gratitude n.
maximize V.
presumably adv.

conference call

be in the habit of

go it alone

of sorts

as opposed to

be taken for a ride

switch gears

break away

by any chance

be caught off guard

run the risk of

make no sense

be unrelated to

help out

pass along

opt out of

come through for someone
keep track

pull through for someone
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@roper Names

Keith Ferrazzi
Anthony
Robert Cialdini
Katherine

OZ otes

FAaHE « BIER
P

1. Asking for a favor. favor” 1E N, HIECRBEA “an act of gracious kindness” )

B, ERHEN N

“asking for a favor” FIPEN “iERA M7,

%’9[\ “do me a favor” VEA—Fh[E E FiiE AT LRI N “aaAT T, IR Fln:

Do me a favor, stick around because I’ve got some questions for you.

HRAM T, WA N RA AFEEEEUR.

2. Could you cover for me on the conference call tomorrow?

“cover” TEIX R NAZEHTEN “TE; Bab”, Hilan:

1) She did not have enough nurses to cover for those who were sick.
B AL (3 R AR IR B2 0 1 [R] 3 1 A

2) Will you cover for me at the telephone switchboard while I run out to post a letter?
Wik L ardHE, RERIEE — T Bk L2

3. Taking time to acknowledge that your request is indeed a favor and not just a given implies

a two-way relationship that acknowledges some level of give and take, as opposed to just

making the other person feel like they’re being taken for a ride.

KRB E AR AT

“Taking time to acknowledge that your request is indeed a

favor and not just a given” M MA)RA)F ) F1E, “implies” &H)FHIEESH, ¢
two-way relationship that acknowledges some level of give and take” {E =&,

1) “imply” & K&Wahin], H “=

G . B

a) So what does this imply for Chma?

W, o EE

b) “I never meant to imply you should do anything unethical,” he says.

(EAVE “&U\ﬂiﬁaTijﬁzﬂﬁﬁﬁi JIEERIFE 7

2) “as opposed to”

—MpEEIEH, SOy X, SRR . B

Most people think in terms of what they don’t want as opposed to what they do want, and

their attitudes reflect this.

KAB> NSEAFAATT I AR L) AR U2 S AR L AR PO AR P T 1 AT 25 8
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B H X — A,

4. People won’t always come through for you and you’re not expected to keep track—you

shouldn’t simply decline someone’s request because they didn’t pull through for you last
time.
1) “keep track” JE[ERH, BN “HEBEHE. 0.
a) We use a spreadsheet to keep track of the requirements.
FAE T Bl ok 1 K
b) Now that you know your fitness level, keep track of your progress.
WAEARCAFNIE T ARREROKF, T AR B BE 1
2) “decline” 7E1X BLHME LWahial, Ros “iid; widE”. Bla:
a) If the host does not do this, the people may already have something planned and
therefore have to decline the invitation.
AR N BOX R, X7 T e 2 tH R 7 A F LA, RIS A B4 .
b) We have to decline your proposal of acting as our sole agency.

FATAG A LEARA I B TT I FACEE R

8 xercises

I. Answer the following questions based on the above passage and conversations.

O 0 3 O U B W N =

. What’re the three key steps when you ask for a favor?

. Why should one set the stage before asking a favor?

. What is the purpose of providing an escape clause?

. How can one improve the odds of success when asking a favor?
. What’s the relation between Neil and Jack?

. What favor does Jack expect of Neil?

. Why couldn’t Jack bring the cats with him for his vacation?

. How long will Jack spend his holiday?

. When does Jack plan to leave?

10. When is Neil expected to feed the cats?

I1. Compose a dialogue.

Discuss in groups what we should do to make it easy to gain a favor, and make up a

dialogue asking for a favor.

Important points to cover
I have a favor to ask you
important reason

related reason
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value sb’s time
help out
completely understand

return someone’s favor

III. Complete the following dialogue.

Jane is supposed to have dinner with her client tonight, but at about 4 o’clock, the boss
called Jane to finish another task before 8 o’clock. Jane has to work overtime this evening and
she needs someone to help her out. Complete the following dialogue.

Jane: Hi, Nancy, have you got a minute? I have a favor to ask of you...
Nancy: ?

Jane: You know, my boss just called me to finish the financial report tonight, but I've
already booked an appointment with a client...

Nancy: Ok, um...

Jane: ? I know you are so busy these days.

Nancy: No problem, could you tell me some information about the client?
Jane: ! In fact I made an appointment with Pool

who you are familiar with, and I’d like to

for his support of our exhibition last month.
Nancy: That’s ok! By the way I will give him the pictures of the exhibition.
Jane: !

Nancy: Not at all!

IV. Translate the following passage into Chinese.

Asking a favor seems like a simple topic. You choose a person suitable for the task, ask
them and then they say “yes” or “no,” right? It’s not as simple as that. There’s an art to asking
someone to help you with something, and there are definitely ways to respond and react that
can make the experience easier and more positive for both parties. In an age where online
connections and bonds are made so quickly, it is generally assumed that a lot of our friendships
are fortified, if not made, through our computer screen. So this topic feels like a good place to
get us going today. As always, it’s important for you to reflect on you own experiences. Have
you been in an uncomfortable situation where you needed to ask for a favor? If so, what would
have made it different or gone more smoothly? Or are you extremely adept and successful at
asking for favors? If so, we’d love to hear your secrets. The goal of today’s topic will be to
understand better ways to ask for, receive and be appreciative of help. A little kindness and
thought goes a long way toward maintaining close friendships in both life and work, so I hope

these ideas—and your comments—will help all of us keep those bonds tight.
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Asking for a Favor (II)

—Do it courteously

One of the reasons we make friends and acquaintances is that we’ll have a network of
people who can help us when we run into difficulty. Unfortunately, even if you’ve got plenty
of potential helpers at your disposal, asking a favor can be a difficult thing to do. For many of
us, it’s hard to admit that we need help with something, even if the consequences for
proceeding without that help are major. Don’t sweat it—this short guide will teach you how to

ask for favors with tact and grace.

Approach your helper at an appropriate time. If you ask someone for a favor at an
inconvenient time, you can embarrass or even anger him or her. You also might decrease the
chances he or she will say yes. If you’re going to ask your teacher for help with your math
homework, don’t ask in the middle of his lecture. Definitely don’t ask right after he’s learned
his house has burned down! In general, try not to interrupt someone’s work, nor their moments
of joy or sadness.

Tell them you’re looking for a favor. The sooner you mention your intentions, the
better. It’s polite to be up-front about what you want, but it’s also a smart use of your time. If
you ask for a favor at the end of a long conversation and your helper says she/he can’t help
you, you’ve wasted time you could have spent looking for another helper. It’s simple—all you
need to say is something like, “Hey, I was wondering if I could ask you a favor” within your
first few sentences. Then, simply launch into your request! Your potential helper will probably

appreciate that you weren’t sneaky about what you wanted!

Word your request for a favor carefully. You want to be polite and gracious while also
being crystal clear about what you want. Explain the facts of the situation. Leave nothing to
guessing. Then, without dallying, explain what you need this person’s help with. Ask them
plainly if they’ll help you in the form of a simply-worded question. Don’t allow any chance of

misunderstanding. If this issue is important enough to require a favor, you should address it



