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INTRODUCTION

As a context-based conversation book, English for Business Negotiations brings
the language of business communications into the upper-intefmediate to the more
advanced business English classroom.

The primary goal of this book is to develop communicative competence in
English through conversations across the negotiation table. Students hone their
English communication skills by using the language actively. In the process, they
learn the fundamentals of negotiation and develop an awareness of the different
approaches various cultures take in negotiations.

Overall, English for Business Negotiations is a practical and challenging book
containing idiomatic English based on real-life situations. The skills taught in this
book are not only useful for business students but for all other students learning
English. English language instructors will find it especially useful in business training
classrooms.

The following are some practical tips for effective conducting of negotiation
sessions ;

1. Tips for Conducting Negotiation Discussions

The principal negotiator must assume leadership responsibility during the discussion
conference. This includes:

e Actively leading the team throughout discussions.
e Opening the discussion conference.

¢ Reviewing facts and identifying discussion issues.
¢ Bargaining on the issues.

¢ Reaching an agreement.

The key leadership responsibility of leading a negotiation team is to make sure
i



that preparations are complete before opening the discussion conference.

e Assure that team support is available when needed.

¢ Control team member participation.

® Use caucuses to maintain a unified government position.

® Use breaks to relieve tension and control the pace of discussions.

When opening the discussion conference, the chief negotiators must greet the
opposite team, introduce the members of their own team and try to warm up the
atmosphere.

e Take time for introductions.

® Help attendees feel more at ease.

® Briefly review background information.

¢ Emphasize the goal of a win/win outcome.
e Review the discussion agenda.

What will follow is the bargaining on the issues. Discussions should address
issues related to price, delivery, technical requirements, contract type, or other terms
of the proposed contract.

The discussion plan should be followed. Be sure to maintain the initiative
throughout the discussions by sticking to the discussion plan. Make changes when it
is appropriate.

® Use your agenda to address the issues.
® Ask questions. Listen and evaluate the answers for responsiveness, truth, and
consistency.

The team should work: closely together by employing appropriate tactics and
countermeasures to achieve win/win results.

2. Tips for Successful Negotiation

Negotiation is about reaching agreement on an issue between two or more parties
with differing points of view. This could be anything from haggling over the price of
ii



something to a complex international agreement. Here is a presentation of a set of
bullet points at a negotiation in the context of business dealings, although the basic
ground rules could apply to any situation.

Preparation is Everything
The most important aspect of any negotiation is preparation. You need to:

¢ List the things you want to get from the negotiation, i.e. your objectives and
your “ideal” outcome.

® Rank these into high, medium and low priority.

e Decide which objectives are fixed (i. e. not negotiable) and which are
variable (i.e. you would be willing to make concessions).

e Decide how far you are willing to go on each issue.

¢ Know your “bottom line” or “walk away” position (i.e. the highest deal you
are prepared to agree on or the lowest deal you are prepared to accept).

® Ask the same questions about the other party. The more you know about them
and their objectives, the easier it will be to turn things in your favor.

Creating a Win/Win Situation
In any negotiation there are four possible outcomes:

* A lose/lose situation, where the parties fail to agree and negotiations break
down. You are back where you started and nobody wins.

e A win/lose or lose/win situation where one side gets everything they want and
the other side gets nothing. This is a short-term victory for one party, but the other
side will feel cheated and may be unwilling to do business in the future.

® Win/win situation is the only successful outcome. Both sides feel that they
have got a fair deal and walk away satisfied. There is every chance that they will do
business again in the future.

Do’s and Don’ts for Negotiation
In the process of negotiating there are many things you’re advised to do and
many things you’re not supposed to do: '



¢ Don’t be afraid to ask for what you want, but try to get the other party to make
the first offer.

¢ Accept that some of your goals may need to be modified.

e Compromise, but never “concede”. If you give a concession, make sure that
you get something in return. Use phrases like, “We would be willing to do that if
you would be willing to...” _

¢ Treat every concession as “important”. If the other party feels that you have
given them something that seems unimportant to you, they do not feel that they have
gained anything. So, avoid terms like “No problem, of course we can...” Replace
this with, “Well, that could cause major problems for us, but we might consider it if
you...”

e Listen carefully and make notes.

e Observe people’s reactions to what you say. You can often pick up points from
facial expressions, gestures and other body language.

e Summarize regularly during the negotiation. This ensures that everyone
understands what has been agreed, but it can also be used to defuse an emotional
situation or a deadlock.

¢ Call a recess when you need time to think. You don’t have to conclude the
whole deal in one go, so if you need to buy some time, or are backed into a corner,
call a recess.

® Never volunteer information that could work to the other side’s advantage.

e If you are negotiating as a team, do not contradict each other or argue amongst
yourselves.

These tips will help to point you in the right direction for successful business
negotiation, but the best way to learn is through practice and experience. You must
also learn to recognize your own strengths and weaknesses and work on these.

Good luck and rewarding negotiating!
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Recommended Teaching and Study Method
— the Seven-R Approach

KT G PRARE R B , BUT AT URIEE RN AR A RTR, RBUAS
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Steps to be taken:

L. B E—RARPINE P S el B A TR

Read the dialogue several times alone and /or with a partner — to ensure good
comprehension.

2. HERHIRGIE R R — A R UER

Reduce the dialogue to a summary and an outline with reference to those at the top of each
lesson.

3. EBURAXSEPHNEER

Recapture the main points at the different stages of the negotiation situation — know what to
say at each step.

4. IBERANTERERNES S

Remember the useful phrases and expressions — with reference to those at the end of each
dialogue — and use them in the process of negotiating.

5. EE—HNEM LIRS = B EEHEK, BRIRANE

Reproduce the entire dialogue orally with your partner, trying to sound as fluent and natural
as possible. '

6. WRAXERGE T KEZREGN I

Rehearse the dialogue many times until you become fairly fluent.

7. B RBHRAIIFE S RE



Revise the key skills and phrases after the study of each lesson.
FHEA¥RE—RE, T -REERII T HNERNES, LS5 FA TR 8
BMFEREUREMHLLY HEBARERE, XA B TEIRESEE B .

Bargaining process:

: Puts forward a proposal

: Imposes a condition (s)

: Accepts condition subject to new condition

: Accepts new condition subject to new condition

: Accepts / Restates terms of the agreement / Asks for confirmation

% W ® >

. Confirms

Bargaining phrases .

1. putting forward a proposal

I suggest that. . .

Perhaps we could. . .

I propose that. . .

I would like to propose. . .

What we would like to do is. . .

What if we. ..

How about this. . .

2. imposing conditions

If you lowered your price, we could. . .

We would accept your offer if you lowered your price.
We won’t accept your offer unless you lowered your price
3. accepting subject to a condition

We’d have no objection to your offer provided that you lowered your price.

If you lowered your price, we would be prepared to accept your proposal.

Compromising process:

A . Makes an offer / a proposal

B; Accepts it subject to a condition (s)
A Rejects condition

vi



B. Offers compromise /ask for acceptance
A Accepts (or rejects) compromise (if reject, explain why)

Compromising phrases:

1. Compromises

We are prepared to accept the deal, on condition that. . .

I believe we can accept the proposal, if you. ..

We are willing to accept your demands, on the understanding that. . .

I think we could accept your offer, provided that. . .

We are happy to accept your offer, as long as. ..

2. Asking for acceptance

Is that OK with you?

Is that agreeable to you?

Would that be acceptable?

We hope that this will be acceptable.

3. Accepting a compromise

We see / have no objection to that.

I think this is perfectly acceptable.

I think we could agree on / to this.

That seems to be a reasonable compromise.

4. Rejecting a compromise

You leave us with no alternative but to reject your offer.

If that is your position, unfortunately we would have to say no.

In that case, we really have no choice but to reject your offer.

I don’t think we could accept that unless you were prepared to. . .
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BSRIBEXNIE

1 Preliminary Discussions

on Setting Up Joint Ventures in China

(A potential foreign investor,

who is new to the Chinese market,

is making

enquiries about the possibility of setting up joint ventures in China. )

A = Foreigner

B

= Mr. Zhao

The Dialogue Outline

: You ask B what kmds of forelgn operanon B: You tell A in what sectors forelgn invest-

are allowed in China.

: You ask B about the screening criteria for

foreign investment projects.

: You enquire about the possible business
structures foreigners can operate in China.

. You are interested in Sino-foreign joint
venture, and ask about the differences
between equity joint venture and cooperative
joint venture.

: You tell B that you want to invest in
operations that are of the manufa'cmring
type with advanced technclogy and export
potential.

: You tell B you prefer the CJV format. You
tell him something about your company and

what kind of operation you’d like to go ~

into. You also tell A that you’re interested

in cooperating with A’s corporation.

ment is welcome, and explam to him about
tax incentives and preferenual treatments.

. You tell A about the policies for foreign

investment in terms of preference by

industry, etc.

: You explain to A China’s policies about the

different forms of foreign investment

. You first tell A what is in common between

the different forms of foreign investment,
and explain to him about the emphasis of
China’s policy.

: You say you're interested in the projects

proposed. But as you don’t have time to go
into details today, you suggest that you
meet again tomorrow.

: Then you tell A about the legal dlstmcflons

between an equity joint venture (EJV) and
a cooperative joint venture (CJV).



