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Use of symbols in this book

This warning symbol indicates common problems and important points.

This refers to other chapters or sections with relevant information.

This indicates useful advice to help you achieve a successful outcome.

This symbol is used to indicate a ‘hint’ or suggestion to improve your negotiating skills.

This symbol indicates important cultural points.
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Introduction to this
book

Negotiation is often regarded as something rather complicated and specialised.
People tend to forget that, in many areas of business, negotiation takes place
even though it may not be on a formal basis. In fact, we all negotiate regularly in
our daily life with members of our family and with friends and colleagues at
work.

What is negotiation?

Negotiating involves two or more individuals or groups of people communicating with
each other, hoping to reach agreement about something.

AGREEMENT

COMMUNICATION

INTRODUCTION TO THIS BOOK Business Skills Series 1



About this book

This book is divided into three parts.

2

Part One: Phases
The stages a negotiation goes through
and the language used at each stage.

Part Two: Approach

PHASES

Your approach to negotiation: cultural
differences and other problems.

Part Three: Evaluation
Assessing how the negotiation went.
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Phases of negotiation

In order to reach agreement, all negotiations go through the following phases:

Preparation

Establishing rapport

Discussion: starting the negotiation
Proposals

Bargaining

Reaching settlement

In each phase, you will apply different skills and use different aspects of
language. This book describes these phases of negotiation, the skills and the
English that you will need for each phase.

Negotiating language

Language is a very important aspect of negotiation and many business people of all
nationalities have to negotiate in English. It is useful to think about the language that
you will need for each phase of a negotiation.

Some examples are shown on the next page.
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AGREEMENT

Yes, that should
be possible.

I think we’re nearly there,
aren’t we? Can you deliver
by the end of March?
7~ SETTLE
I think we could
do that.

If you gave us a long-term
contract, we could reduce
the price by three per cent.

BARGAIN
That seems much
I'd like to set the too high.
price at sixty dollars
it.
pert® PROPOSE
It’s vital that we
receive the order by
How soon do you the end of March.
want delivery?

DISCUSS

PREPARE ' .

NEGOTIATIONS
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Preparation

Preparation is the first stage of the negotiation process. /

e Alack of preparation can result in failure to reach
a satisfactory agreement.

e Anegotiator who is well prepared will be more \
successful than one who is not so well pre- \
pared. It is not easy to ‘think on your feet'. /

Preparation will help you to organise your
thoughts before you start to negotiate.

How should you prepare?

Start by considerin
Y & Issues Your
e theissues involved involved interests
e your interests .
e your objectives ‘ A
e the other party’s interests. -
Other party’s % Your
interests ‘ objectives

PREPARATION Business Skills Series 7



Identify what the issues or problems are

The purpose of negotiating is to discuss an issue or a problem with another party in the
hope or expectation of reaching an agreement.

In many negotiations, there are several issues or problems. Make sure that you know

what they are.

Examples

SUBJECT OF THE
NEGOTIATION

ISSUES OR PROBLEMS THAT COULD EXIST

You are trying to sell a
rying
product to a customer

* The customer might not want to buy it.

* 'The customer might agree to buy it but will argue
about the price,the product’s quality or the delivery
date.

* You must make a profit from selling the product.

You are negotiating with
representatives of your
work force about pay and
working conditions

* 'The work force want more pay and better working
conditions.

* You do not have enough money to give them what
they want.Your company must reach its financial
targets.

You are negotiating with
representatives of other
countries about fishing
quotas

* There is a danger that the number of fish in the sea
will become too low.

* Each country wishes to protect its fishermen and
fishing industry.

8 Business Skills Series
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Identify your interests

In any negotiation about an issue or a problem, each party has certain interests that it

wants to defend or promote.

An interest is not a specific objective or target. It is something that is a matter of funda-
mental concern. You should not reach any agreement in a negotiation that damages
your interests or puts your interests at risk.

Examples

SUBJECT OF THE
NEGOTIATION

INTERESTS THAT COULD EXIST

In a negotiation to sell a
product

* The profits of your company.

* Getting a good price from selling the product.

* In the long term ,having a good relationship with the
customer.

In a negotiation to buy a
g y
product

* Getting ‘value’ for the money you spend.
* In the long term,having a good relationship with the
supplier.

In a prolitical negotiation

* The safety of your citizens.
* The prosperity of your citizens.
* The economic interests or your country.

PREPARATION
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The interests of each party will be different. This is why they must meet to negotiate an
agreement. The aim of a negotiation should be to reconcile the interests of both parties.

In many negotiations, both parties have some interests in common (‘common ground’).
When you look for common interests with the other party, you will have a good chance
of reaching an agreement in the negotiation.

Example: common interests

When representatives of the management of a company meet representatives of the staff
to negotiate pay and working conditions, each party will share some common interests.

Preserving the
reputation of
the company

Success and
prosperity for the
company

O

O Avoiding
wastage

EXAMPLES
OF COMMON
INTERESTS

Security of Protecting the
employment environment
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