Learning English through Workplace Communication


Supplementary Materials 6c

Using appropriate language in meetings

Compare the two sentences below. Do they convey the same message? What is different?

I reject your proposal.

I am afraid I am unable to accept your proposal at this stage.

In the second sentence, the use of ‘I am afraid’, ‘at this stage’ and ‘unable to accept’ make the sentence more diplomatic and polite.

Other typical ways of using ‘diplomatic language’ include:

· Softeners: unfortunately, I am afraid, with due respect, to be honest, actually…
· Restrictive phrases: at the moment, at this stage, in the near future, so far…
· Qualifiers: a bit, a little, rather…
· Modals: would, might, could …
· Positive adjectives: we would not be totally happy with this, I am afraid (instead of we would be unhappy)… Not completely convinced (instead of unconvinced)… not really clear (instead of unclear)…
· Avoid negative language: can’t, won’t, impossible.

Using ‘diplomatic language’, improve the sentences below:

1. This is too expensive! (afraid) ……………………………………………………………………………………………....
2. You must pay 50% now! (would / mind) ………………………………………………………………………………..

3. We won’t agree to these terms! (cannot) ………………………………………………………………………………..
4. We hate this model! (not interested) ………………………………………………………………………………….....
5. That’s rubbish! (do not agree) ……………………………………………………………………………………………….
6. What do you want? (help) …………………………………………………………………………………………………….
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