
ENGLISH FOR MEETINGS AND NEGOTIATIONS 

 

COURSE OBJECTIVE 

In today’s global economy, all key roles within an organization require the ability to communicate 

effectively in meetings and negotiations with colleagues, clients and suppliers. Moreover, there is a 

need for this communication to be in English, that is the international language of business. The aim 

of the course is to develop participants’ language skills, vocabulary, language analysis, active listening 

and role-plays to make students aware how to prepare, arrange, chair and close professional 

meetings, how to write a memorandum, the agenda and minutes and how to negotiate during 

meetings. 

COURSE CONTENTS: 

1. Could we meet next week? 

- Types of business meetings 

- Arranging, confirming and rescheduling meetings 

- Writing e-mails to confirm meetings 

- Roles of a chairperson 

2. Can we make a start now? 

- Making a small talk 

- Arranging the agenda 

- Welcoming participants 

- Opening a meeting, making introductions  

- Stating the objectives of the meeting 

3. Can I make a point here? 

- Giving opinions 

- Asking for clarification and presenting own points of view 

- Reporting progress, negotiating 

- Explaining cause and effect 

4. I’m not sure I agree 

- Asking for comments and contributions 

- Taking part in the discussion 

- Diplomatic language 

- Interrupting and dealing with interruptions 

- Expressing strong and tentative opinions 

- Agreeing and disagreeing 

5. It’s a deal 

- Resolving conflict situations 

- Responding to offers 

- Reaching agreement 

- Types of negotiations 

- Buying time 

- Taking a vote 

6. So, I think we’re finished for today 



- Summerizing the results of a meeting and finalizing the agreement 

- Ending a meeting and thanking participants 

- Confirming decisions and action points 

- Taking formal and informal minutes 

- Writing follow-up e-mails 

SUGGESTED READINGS: 

Thomson, Kenneth, English for Meetings, Express Series, OUP, 2008. 

Welch, Birgit, Lafond, Charles and Vine, Sheila, English for Negotiating, Express Series, OUP, 2010. 

Websites  

GRADES 

Participation during the classes  

Project –chairing a meeting 


