siness i
& COmmunic*tion'; ;

.

! '




Engllsh\; for Internatloml Business
—— Negotiation & (:ommunlc*tlon |

=uls SRS |
xXFl=s5a
F R B i e
BIER E il LEts aiig
T
oY% DT

RAMUNATT  Nggy

5

{4"1-
I T

E o

H
2
£
)

A% OE M B

Higher Education Press kA

l:::IIHIiiiiﬁiiﬁiiii!Ei!Eiiiiiii;;i‘-5




EHBERSH (CIP) B

- ERHEFREAGSWEARER —ILR RS
B At , 2007.8
ISBN 978 - 7~ 04 — 022204 - 3

I.H... I.#%... . BERS-RA5KRA-%
B N.H31

W E A B H1E CIP BEZF (2007) 55 121278 &

RUmE Anase RERE RAL HERT 2 4 REHH L

HERRIT REHHF LM WHMLE 010~ 58581118
# i ARTERRAS A4S ®WMAH 800 810- 0598
BRELAREL 100011 A HE  http://www.hep.edu.cn
B Pl 010- 58581000 http: //www . hep.com. cn

‘ P_EITH®  hitp: //www.landraco.com
7] #H KeanREBRTERAR http: //www.landraco.com.cn
Ep Bl dbER R ARDER AT BEEH  http://www.widedu.com

AR AFEIR

F K 787x1092 1/16 B & 20074 8A% 1K
B % 175 Bl &k 20074F 8 A% 1 KEPRI
¥ ¥ 430000 E # 24.005x
EBWAHGRT BT BEAEHERAE, FRIMWEABHERI TR R AR,
RS @R

YRE 2220400



Ol

BY

MEARZHF R ELFNRERE, FEAIBLHEENNRIRH. ABE%A
WEHEHEEME. BN . EFRRHEABC RN EFEA TR E L BN AT, RAL5HAE
BEABREAFRLAVEE TN -, A HES ERTHAENACR N EB L AE S
E4HWEEHE. W TERHAHR . BELAALBRBRELG AN BEAARAURR LA EAR
$THENEIREE. RNE5 T(EFRBSFEERA S HE) —F,

(BB ERERASHEE - NEEFARERHSRHE AL B R TS RR, BT
KUEREH GO AEE, EEARH S FHER PN — TR L2 H S E B L VNG T X
HREE., ARRAMERHS AN EARER AL ERNAE . A FREGRES R A E
FREMERT SR ALBNARLRERE, UNEERH SR AN IEVSRY A 2L, 250
BEXFTHREARPERES . ABRFREFS PR FHLR ARABNAZEIFRE E
EEEROHERY R ENETRHES WY I L AR A AN S L ERHWET L ED S
RAWRAER R B TRES TR RHAB T ABEARAESD, TRLRBSFFIHAX
¥R MAURAGRERF NTIREH S EHAF ML E ., ETRAEL,
ABRMEREHENEERBER A SR HEDI I AN B ET S RN RARE 2 E, D RE
EHESH S E RN TE, I REAE TR NN A SRS P RNET BN R E I HAE
BERARANEMEER S L bR AT SRR E 08 AL 8 B AR,

APRAEXES, G AE ¥4 ARRH SR BN EERETER AR TERBH % H
W ARE AR, TRIFAXY B THAE D WAE R AR LS, 3485 B FH
FHPWED, BURSAEX -4 TAREENH G, YEFS MW EERE. XhPEEH
FRUNE T BE S TN el BT S

B EHRRA: 2 F AT WS, BEFSUE HEAR TEREURBAB L EH Wik H
EWEMAR AR, TEAE. WA XERH G HBNEREL B RHASHBNEN,; 753
HEHBRHHR G SR AW AN EE BT, SR AP RO LB, TSRS
WAL FEEAEHERIRA BRI HARA SR AR SRR WS P e X
B FE B Xtk 5 HEs,

EBRBIRHE: (B EYTHEREH AR LT

® ¥ % k5 (Learning Goals): BE WX Bf MR ENBMEAE Y thin B 5, ¥ T %
EFBFEN2ZMARENA N2 HHMBE TR, HHRELE B AWK EHET,

® i (Lead-in Words): X MW EAH, UHHF T HHBEXEIHER, X8
B W E X &,

® BX: URHEABL ST Y AL RPN FEAF T B AR E FER, %4 L2



2 EFESAERHEER

SREXFRREHMERBAX T LR E X EMAXERZ T AL LR, RREHBERAIN
BB AT,

® 5 JE 3 (Practical Activities) : B EF AN ACH B HARXRHA. ZL4EFTHHR
EOBOHETZENLRERAN A THFAERER RS LRMAES BENMERMALELFH
oY R R, A T 2 B4R iR

® % ¥ ftik (Negotiation Tips): £ &L FEFEANF 2 E 3 MRANHT.

® i % % 5] (Extended Activities): BBy ¥ AL r¥ W AR EFRERAEXLFRY, BEET
BWEA RG]  FHFENEREANFAL. F e RBERAEAX N T LR, BUELEL VL

REWB AR,
AEMEBERREER . ELEERFT LI HOT:
% H.F1E FH . £2.,12%F X HYE: £3.10%F
L2, £4.13% LEM: #5.8% E A H69F
B, B 701 F F o4 EUE

ABHHBRAR T HERT HREQR A AR B B RAR T RSB M.

EARGERRT,RNSEHELETERSAERA A X HHERR G AKX 0 R FR, E R
— I RH .

HTFRFAFAR, FFLRZAEER HFEASER FH ) AEHHRIFHIE.

-
2007 £ 7 A



Table of Contents

Part 1 ABC to Business Negotiation & Communication

Chapter 1 Fundamental Theories of Business Negotiation & Communication «:«-eecsreeeerereeaees 2
Section | Introduction to Business CommuniCation «cesceceesreccesrerrearaarecemianeiineene 2
1. Business Communication & [ts Nature «esseeeeeseeccsssrrsrscressecercenssescnsas 3

2. The Role of Business COMMUNICAtION <=tt+rsrssessetsorntossnraesccsasacssaraans 4

3. Components of COMMUNICALION =++tsesreeseesrrontenseeintisiiiiitttoniianecinnne 4

Section i Basic Concepts of Business Negotiation «++-=ss+tesssesrtaceeeriinmnnienniiiinnnene. 7
1. Motivations of Business Negotiation «essseeesesersnssescenserimenieticiienneans 7

2. Implications of Business Negotiation — «ssseeessseserassetiieenniiuiiiininaann.. 8

3. Elements of Business Negotiation «e+++++esessseesessesssassrasiasunnnuunnnnnennene. 9

4. Characteristics of Business Negotiation «ccsseesseseceseersernimnaniiinininiinn 10

5. Types of Business Negotiation «+eeeeecessssseeneertmmitiiiniiiiiiiiiiiinanee. 10

Section Il Practical ACLIVILiEs =+eeeresserrerasrerrersencetrienenererennanens creereresarenercrncenes 12
1. Case Study  eseeerreresssssensinnetietne ettt 12

2. ROIE Play «ereeeeeeseesssinntnetmeeiiiittien ittt 14

3. Mini Negotiation «+++ssssssessersseseesssaesnas cresseenes ciavanens eeeecensucracane veeer 15

Negotiation Tips =-s++ee-- teseaeensittacanrsitsensractone tenetececrestientarricsrcasnnanesnsarsaes 16
ExXtended ACHIVItIES +ressesreeereerarerertnttarirtittreueaetntniesereensessassncsssssssssssssasns 17
Chapter 2 Principles of Business Negotiation & Communication ««++++++-+ R SR ALEL IR 19
Section | Principles of Business COMMUNICAtION «+++ssseresestrrnnsmermnneiiiiiineiiiinnenine.. 19
1. Clarity seeeeeseeeseeesnetmettimmuitiiietieiiete ittt ittt taeenaes 20

2. COITECLIIESS *+e evvsererssesnnaeessaerasasascessasecsosnsscsssassssssscsersssssssnsssasnse 20

3. COICISEIIESS *+++++rrsesssrssrssrrasssnasarssssusssosaaresenssesssssssssassssnnensssssssnes 21

4. COMPIELENESS ++rereeeesreserrtetinemiiiiii it esseeee s 21

5. COUILESY e trreeessnsneansstnnsttnnnmuntttonnttuietaestttnnnteitintntetannesacannes 21

6. CONSIAEIALION +++v+rerererrrrrsrasenmeeeserseursssseestsserseresssssaseeessrscssanessenes 29

Section Il Principles of Business Negotiation  «««ssseeeeerrsecriiiiin, 22
1. Principle of Collaborative Negotiation «sseseeeeereseeesseeiieriiiiiiiniiine 29

2. Principle of Interest Distribution ««««+sssseeestsseseeeriiiimmimim. 25

3. Principle of Trust in Negotiation ++--=ssssssssssvensrerumnnmmneiiiiieiiiiiiiii. 27



2 EREHFRERMSHA

4. Principle of Distributive & Complex Negotiation «ceceseerseecerereeeecnee A

5. Win-win Principle s+esssseeeeeeremmmmmmmmmiis 29

Section Il Practical ACLIVITIES ««+++rereererresssrarersenarnruresonasssesssarnsaessanrsasssnnsesssnsns 29
1. Case Study  eseeeeeessrssssmnrinniiten et et 29

2. ROIE Play «eesrresereessressetenmetutttiiiiititti sttt 31

3. Mini Negotiation ++sesssssssessssrrreetetmniiiinineetninieitttieasssiitsiaeseens 392

Negotiation Tips .................................................................................... 33
EXtended ACHIVILIES «++eesesrrererserssnsenmrsesenerneeseerereorairrasensresensenssassnansssssns 34
Chapter 3 Process of Business Negotiation & Communication :---coecocercerresceserccininaiciaieens. 36
Section | Forms & Approaches of Business COmMmMuNIcation «cerecesssereceresceesacecenens 37
1. Forms of Business COMMUNICALION ++++rr+rssessssesrosassarsssssnasoraasnassessnas 37

2. The Five Planning Steps of Business Communication srssssessserssesesesecs 40

Section 1l Procedure of the Negotiation =seccoseereececersreatiiirtiatcriiieeiitiaieeion 40
1. Pre-negotiation Stage ««+«+sssssssreeesessssrreutmisiiiiimiiiiiiiiii. 41

2. Integrative Bargaining Stage ...................................................... 46

3. Decision-making & Action Stage ««+++sssssserreesssessasan PP 49

Section Nl Practical ACHIVILIES «++resrrrseesrnertnseeentutrmeriiitearruiiinrititieristaeenseenn, 51
1. Case Study -rreeessesssressstunmiiitiiiiiiiii e 51

2. ROIE Play «reeeeseeeeeennennsnttimmeiiiiiiiiiiiiii e 54

3. Mini NEOtAtion ««+++ssseessseersrsesaesistanesitiiinnittsiantteniantsssaaesas 55

Negotiation Tips .................................................................................... 56
Extended ACLIVILIES  ceceerrerseceseerteteanacetatietnsssctarscccrssssscscssssescssssssccssacccanes 56
Chapter 4 Strategies & Background of Business Negotiation & Communication — «-c-coceeeeceseees 59
Section | Background of Business Communication «sssssessss- Cerreraesserataeitertateieatanes 59
1. ECONOMIC SYSLEMS +rrw+ssssssrerssssnanassisunarannnees Ceeeeeriereieceiararatineaeaes 60

2. Political SyStems +esssreeeeesssssssssuneansnsensiinenness Ceeeeueireretirareraeeneaenes 60

3. Legal SYSLEMIS +seecesessersseeeunetsrnttmtiiiiniiiiiiieiittiiiiiten 60

4. Linguistic SYStEMS «++eesessersrreersmmensiitiionitniiciiiiiiumi, 60

5. SOCial CUStOMS SYSLEMS «++++rerereserrsrsrenssirntresesiunsteniitaseeiiteasseannas 60

Section Il Strategies and Tactics Of Negotiations «+s+esesererersrserererecsccrresecraccacsacies 60
1. Choosing Suitable Style and Modes ««+++=sssreeesssssssessnarsuesmnasniaeennnnee 61

2. Strategies of Pre-Strategies of Presentation «secesereeeccssesereccesiiccececeen. 63

3. Strategies Of ReSPONSIVENESS +++rwereesrrressrssrsteraniitttraniutttmnsiieenecanaes 64

4. Offensive and Defensive Strategics =+-+essessssssssessssssnssnnnuns eveseesenenans 64

5. Strategies of Making CONCESSIONS  reeesssssresssssssenssssstnrrmnsstneinnnnees 67

6. Towards Settlement ceseeee- RO 67

Section 1l

Practical Activities ........................................................................ 68



Table of Contents 3

1. Case Study sreeeeserrreresnnntttetiiiii ittt sttt s n s 68
2. ROLE Play seeeeeseerrtninnntmmiiiiiiiiiii et et 70

3. Mini Negotiation +++ssssssesseeeeerrrumtutmmiiiniiniinieitinniteteteaaes 70
Negotiation Tips .................................................................................... 71
Extended ACLIVILIES seceecsressercesesctencctrceccnissoccatessessosncsccesscssescssccserccssocnnce 72

Part 2 Practical Business Communication

Chapter 5 Oral Communication in BuSiness «+++seesreseeseereattirtiitiniiiiiiiiiiiiiiiinens 76
Section | Forms of Oral Communication «--«-esesceseses Ceeetetsesetitaittentaicnentocstsonaasane 76
1. Oral Presentation seereseeseseeseecassssssncstaaressaseesesasonsssonsacssasasnsnnsncss 76

2. Dyadic COMMUIICAtION +++++esssssserrarmssesrertrmnanesrntemmnniantetismenniinnnnn. 78

3. Effective Ways of @ CONVETrsation sessssessesessrseesetunnststuniessiuncitins 80

4. Major Advantages of Oral Communication ceeecesersessrerssscesrassansceiees 81

Section Il Strategies of Oral COMMUNICALION «+++++serrrsrrrrmmrrimeiereieiritiieeiii. 81
1. Euphemistic Presentations «»«+s+seeesssersestetrnsettuonttimiiiiienninmnacnna.. 82

2. FUZZy WOIdIng seeeeeeeesrereessssesertmeeniiiiieiiiieiiiiieteennonacennieens 82

3. Merit Demonstrations ............................................................... 84

4. Polemic Statements  ceccserecscecctsitetattetitactctriccttiottttcrectosseccscesasenans 86

Section [l Practical ACtIVItiES «t-ceetersessrsettatrettriirtcsinnsessttescetorresereassssanananranannes 88
1. Case Study +eeeereeerereseeseenianieniennns cesesecctretacaesrsanccsenns ceseacenstoesanes 88

2. Role Play «eereeeeeenremrmminiiiiiiiiiiiiiii, cesesneesessenscesnsanasens 90

3. Mini NEZOLIAtION ++++esserssesasssnnsmmnmnnuuunmmuiiiunnnien Cerererneracatacetesnees eee 90

Negotiation Tips =-+seseseesrseeesearsressecsuueesaaanes ceeeseestesttanernsntesesersasssesansases . 91
Extended ACtIVILIES ceveeeccetesecctcattenicesccccncns D Dy R T T X TR P PP PP PP 92
Chapter 6 Written Communication in Business(1) «--++sseeeeseenssttuatiniiniiiiii. 95
Section | Business Letters «+-+-- tevnsernsrenteresresenanns ereeseesaesenas ceeseseetesertensessrennesen 95
1. Styles of Business Letters =seeeeeeeeesss PPN 96

2. Essential Parts of BUSIiNEss LEtters  ceeereeseserscescssescassasesosssssasnsenses 101

3. Optional Parts «eeeeesereseeerneetentmtintiiieiiii e 106

4. Envelope Addressing —--sssseseressessesenrnriamiiimiiiiiiietitiiies 108

Section Il Social Correspondence in BUSINESS «+++ss+reerrreeessssisrtiriieiniiiinnneieiiienens 110
1. Features Of SOCIal Letters +e+reteeeesessssensseseceeresassosecssssssscssssssscasens 110

2. Types of Social Letters sereesererseessresssenntetanmnniintiiiintiiiin. 111

Section Il Practical ACLIVILIES +++++esrrsrrrsrrsrerrirrrerirnierireirirssesiesientesiesssmssnssacenns 123
1. CaSE StUAy ++r+reeesssaresrrrnmiasstmtttunietittetiiiitee ittt ettt 123

2. ROIE Play  eteeecesstnsrestuentetiuiitiiuiitiiiiiiiiiiiiittteiiiitintiiniaanian, 125

3. Mini Negotiation ..................................................................... 126




4 EREMHFIAERHMSHA

NEOtiation TIPS ++eereessssssreessarstetrnnnnttissttirsrt e e ettt 127
Extended AcCtiVI{Ies sssesversersssssssssstsssssrcsrisceesssssssssssceessesssescascescasasscancaans 127
Chapter 7 Written Communication in Business(2) -r-cceereereerecccstiiiiiticiititiiiieiianie. 130
Section | General Business Paperwork =+=++=+sseeeerserereennenans ceeeeeerrreeeeeaaraaaseaaaes 130
1. Notices and ANNOUNCEMENLS ++s+esseessrssrsesscessarsrssencsscerassrassssssssses 131

2. Memo and MINULES seeeeescrssorersscsccessesssscrcecorsssscsassscssssrscnssssssses 134

Section I BUSINESS REPOTLS  ++rreereeeereesteeeesimirnesiieiiiiintiitiitiis et eee e 141
1. Types of Business REPOrt +++s=ssssssessesenssnsrtetsstinnninnutieteninssennn 141

2. Structure and Contents of short Report sscecereseseseeneccecceccacacnaneees 141

Section Il Practical ACLIVILIES ++++++ssessersrrsrrsrcrrararuserrurrsssacisrsensessascssssmsessnsenees 146
1. Case Study seeeeeesrrreesseenenatntuumiinittiiititunittiittiuisttstiuiessisaae. 146

2. Role Play  creeeeessrrosserunesttmmeiiiiitiiieniiniii ittt 147

3. Mini Negotiation «r-esreseseeessrmmsresrmiiiiiniiiiii . 148

Negotiation Tips ................................................................................. 149
Extended ACLIVILIES «eceeeoresrerrersraasssesrnresuesesuerimreenctncsssarasrocssensnssosnssssanns 149
Chapter 8 Electronic Communication ctereseeeeerorsescostscsccssscscscscssscsnsscsscsssccssssssscscscscscess 152
Section | TEIEX  ++ververreecnrrorneersuesirtasnseorasesssatssnssessessasnsrerssnsssssssnsnsnssossannns 152
1. FOrm Of TEleX crorrereecscscseessnnsncsscesronssorcscsstsssssnssscesssnrsaccasssssnnce 153

2. Types Of TeleX r++eeeeeessrsessssesstierniitiiniiieiiiitinittett et et 154

3. Rules for Simplifying Words and Phrases in Telex Messages  <+e+seceeee 154

Section Il Fax  seeeereerererercnccirniiinecians rvecessssseeseresetaterasttanensateratrernsnerorasseaan 155
1. Structures of a Fax «eeecescesesssaceacenns ceererereeenenene B 156

2. Features Of a FAX ++eceeeevresassesanensrsessaacasessrsraressaenans ceesrensensmrrncsons 157

Section 11l E-Mail  erereeeereerrensrarnrenturteeeiiriiiestasestnanioseaseannns ceererreeennrateeeneanes 157
1. Layout of the E-mail «seeeeeesserssnseceeranannineeens ceevereneneans cevrerernenenes 157

2. Features Of B-mail ereceeeteerorsersasccosstatsarontseccnrsnrsarsetscsssassasssssnces 158

3. Smiley in E-mail «++seeeesvreeesesessniitnnetininitieet 158

Section IV Telephone MEssage  «++««tcteeeererersemmmmieniniinntnnniiitieiiiererntereeeseeeeeeeens 159
1. Elements of a Telephone Message +++++ssseesseeessrserernntsectceniniiiietinn 159

2. Tips for Telephone COMMUNICAtIONS ~ ==sssssesssrressssntrsastrennnnacuianens 160

Section V. Practical ACLIVILIES «+++rsreserssesrrnersresrastattrnisnesessesetsesssscsssersencsnsssns 161
1. Case Study «oeereeesreermenerimiiitiniitiiiiiiiii e 161

2. ROle Play seeeeeeersesemmmmeettueoniiiiiitiiiniiiieetiiiniitiestieinactiiennes 162

3. Mini Negotiation sereeesessssseesssssrsnanunttinnniietittteneeneieeesaneee 163

Negotiation Tips ................................................................................. 163

Extended Activities .............................................................................. 163



Table of Contents - §

Part 3 Practical Business Negotiation

Chapter 9  Sales Negotiation — »++++eccecrerrereruiiiiiiiiiiiniinitiiiiir s setsns st antinnaees 168
Section | Quality and QUANTILY ++s+eerermrrsssasaarsnseessmninnttetiitsttesiitsss it 168
1. QUALILy  eseesssesmmenremresnentttrniiritttttttttttiitaia i 169

2. QUANLILY »eeevessssseresesenssntnmmmititititttitieiiiiiniieiaiaieeenianenasinriinineees 169

Section Il Packing and Marking «ses«-+sesssesssessssessasasseniiinsinnininnnines e 170
1. Packing eeeeeeeeeeeeeesrmseeennmnniiitiiiatittiiiniieianiiii e st 170

2. Marking «esssesereesereseesmemmnnnnninis ittt 170

Section Il Transportation, Insurance and Payment ««ss-ssssseesssusssustsestinuninnnneianns 171
1. TTanSPOrtation «eeseeessssesssessssssemmtnettttttimimimieeieeieaieaesnnsaenenenes 171

9. INSUFATNICE +eeresrvrrrsesssensrseosncasanacsancans eeeteeeenietttanntetetttatosatanes 171

3. PAYMENE woeeeeeerrscseeeennnnmuiiiiiiittttiittittrrrteseetetteenattrtaeeeenans 173

Section IV Claim and ArDitration -« ceeeecsesesserrmmieeitititaiiittetiiininitaee. 174
1. ClAIINL eevrererernsarasrosrsosnsasssetettsseoeterssisatusnenenosstssosasnanotetocssassces 174

2. ATDILIALION #++vevessnveseesassanosenssresntrnuieriuiernuesenniernssttusseriesesseanas 175

Section V. Practical ACHIVItIES ««eeeessreerrrrserterrtnmtmitttmimiiieniitiieesettiuniisiiitian 175
1. Case Study «eeeeeesereeesesestertmtmtiiiitititiieiiiiiiiiii e 175

2. ROIE Play  seereeesssersesesnesettttiiiietttttiiitiiitiiiiiesssiiranestttunneneess 177

3. Mini Negotiation «-ee-eeeeeesssersrmmtummmmmuiiiiitiiiiiiiiiiene s 177

NEGOUAtION TIPS  ++rerreressesssersesstssttisiotostsiitiitist sttt sttt 178
Extended ACHVILEs +weseseeesssssuersssstisssmrtisiitiststi sttt s 178
Chapter 10 Investment Negotiation — «««e«reeeeeerrereerrierntneriniiniiiiieiniiniieniniiiiniiiiieen: 181
Section | Types of Joint Ventures «e-sssesseeee D P PP 182
1. Equity Joint Ventures «-s«:ssssseeee B PPN cerenees 182

2. Contractual JOINt VENTUIES ++rreeseeesesrersessratonimmeintinimiieiiinitaiaesinnes 182

Section Il Management and Operation of Joint Venture — «seeeceeessescescacanerennennaee 183
1. Form of Organization «r+esseseeeessssssessnesnittttitiiiiiee. 183

2. Registered Capital —«s-seessessersrsirmnminniitiiiii s 183

3. Form of Investment and the Proportion of Investment sseeseersecneraseces 183

4. Board of the Directors and the Management Body  sececrereersresasneeees 183

5. Distribution Of Profits «+eteessteceseresntatattitarnmnaterirocecacasaacatsasssssesnes 184

6. Technology Introduction of Joint Venture «:-reeeceresnserenrerecncnneaceces 184

7. Procurement of Materials and the Sales of its Products ~ ceeereeeeenenenes 184

Section Il Other Issues of Investment Negotiation «eceseeseseererrerennanaarnuaceciaceceeeees 184
1. Labor Management s+seeeceeesessresnnossneniintntuinnmuuiniinmiiietiaccnen 184

2. Management Of Land ------ eeessssasesssesesisre et seteteetesesrersea0sses st SR Iee 184




B EEASHAEFRFMSER

3. Foreign Exchange CONtrols «««««ssseeesttasreesimiiiiinri.. 185

4. Taxation ................................................................................. 185

5. Terms and Termination ............................................................ 185

Section v Practical Activities ........................................................................ 186
1. Case Study ssreeeeeresrsesettnmmrtttt ittt 186 -

2. ROIE Play  rreeseesosrresrnusemrnn ittt 188

3. Mini Negotiation «esesteeeeessetumtnmtiuiiriiiiiiii e, 189

Negotiation TipPs +++eereerrreerrnsetoosntaetiniiiiiiitiiiia i 189

Extended Activities .............................................................................. 190

Chapter 11 Technology Trade Negotiation «««--teeceereteestecrritiiriiiiiiiiiiii. 192

Section | Principal Legal Forms of Technology Trade esseceeeeremseeeciiiniciiiiiaae.., 193

1. ASSIGIIMENE  ceeeversesesttunmestmuuittiiiettttiitiiittistitt it 193

2‘ A LiCCnSe Contract .................................................................. 193

3. A KHOW-hOW CONLract  esesesreeseecccrsrcroccctsscsiccccttonsscscstssesccactssnsecs 193

Section I Features of Technology Trade Negotiation — «cseserreeeececeriiecacecniinecnennee. 194

1. MONOPOLISES  =+seteessrnssernmnrtntttnttiiiitiitiiiieititiis sttt 194

2. Multiple Transactions ............................................................... 194

3. Profit—oriented ........................................................................ 194

Section Il Content of Technology Trade Negotiation ««--seeseereerrerccraccricicaiaricaenaa. 195

1. Scope of Technology — «reesteeeserecsersetuitininiiiiiie. 195

2. Terms of Payment —ceeeeeeeecserssereesssrmmmentiminieiintceiittiineiee. 196

3. Delivery of DOCUMENtation ««+ ssssesesssrnssestriiontttsttitmietiien. 197

4. Training PrOGram «-c::cesececesssttnmntiiiiiiiii . 198

5. Technical Assistance ............................................................... 199

Section IV Practical ACLIVITIES ++eceeerereettreeteitetieceestariosesresctecsscescrentscsccsnssncnaes 199

1. Case Study sreeeeereesrresrnaiien tesectsetienanniteenearanstetectassattecsascasansene 199

2. Role Play -+eeeceee e eereesasaetitesanaetttasanniettanaanttcanstnseanseritsennnnnnionns 202

3. Mini Negotiation «eessseeeseeesstsiesuntieinteiiiiiiiiitiienan. 202

Negotiation Tips +eeeersssereesstrrnttrtuiiiiiiiiiii s 202

Extended ACtiVitiCS .............................................................................. 203

Chapter 12 International Business Contract Negotiation «:cccceererceercctaniioniaiciciiccioicnniecae.. 206

Section | An Introduction to International Business Contract ««-eceeeeseeserecereniennnnees 206

1. Concepts of Business CONtract =esessssssseesssssruettisteimiuinietiieiinie. 207

2. Types of Business CONLIAct -« +eeseseeesstnesteurterntiiiieteiniiiiiioee. 207

3. Terms Of BllSiI’lCSS CONLIACE  s+vseseseressescctstotecccctsstssccescrsnccncccsctsnne 208

Section Il Procedures of Business Contract Negotiation —«cececesemsrrerscaiaiiiiana... 208

1. Drafting and Signing of Business Contract ««s-seesereeseecnracccccnineecaeae. 208



Table of Contents ]

2. Implementation of Business CONtract eseseesreeesecsesseseceenees tesescscanases 209

3. Contract Dispute Settlement ceceeceecsescasorcrsceccercccttcnccrscstcctonccnrases 210

Section |l Practical ACtiVities sssssreeesessscatiecrrrtattcecarrsttencectasssctsccsnnscccccsstsanases 211
1. €ase Study «reeeeeeseeserrnnmeetummii ittt s 211

2. ROle Play +eseeeeeesrrnnmnneessatninniitiiieceesmiuiiittistitiitit e 213

3. Mini Negotiation s+-eseseeseresssssasrssrnsutureettttettintrtnneaneeniistonsaeces 214

NegoUtation TIPs «ee+seeeseessseessessnrmrmmsitenttiiitaitearntietastt et sttt eae 215
EXtended ACHIVILIES «+eeresrerrasreresstostameorsestossstostustutessraseatssssusesisasenssaicnns 215

Part 4 Intercultural Business Negotiation & Communication

Chapter 13 Intercultural Awareness in Business Activities cecccocereececcececcorsecrieceeneccncacecens 218
Section | Impact of Culture Differences «+-+---ssssseeseees seesernreseeresnnusasasnesrrasnensnsee 218
1. Cultural INflUuEnCes <+++eeseesrersroraseosensnns sessnsmsusssoccasesasarassrsesnsasnsne 219

2. Relevant Cultural FACIOrs eeseeserssesrrsrnesecssssustacrsssesracessesssecrecsnnss 219

Section Il Features and Context Orientation of Main Streams of Cultures ««--««s+eexee 221
1. Oriental Culture and Occidental Culture «ceseeresecesscrsrsescscereresaceceene 222

2. Context Orientation in Major Cultures «sesecesserererssesarecccrcncasaseceones 222

3. COMMUNICAtioN Style eessssrsserertoesnmmnuietittiiiniintttietensnnanaaeeee 2923

Section Il CUUral Pattern seeseeeesssraestessenstesssuttustrusresstuiseectssteisrsnrsnastacrnns 295
1. Individualism vs. COllECtiVISI ++vevesesrasnsesssesceroresrsassaracrnrensssnsnes 296

2. Uncertainty of Avoidance of Cultures s----:+:+++s cavvesanencsnenes ceerrennaeens 296

3. Power Differential +esrereeeereseesess cerencarerranans ceceverecacensaanans N 297

4. Masculinity and Femininity — cececeocecececcresceceiniiiiniaiaiiiiiciiienannieee 227

Section IV Business Protocol and Etiquette «-:<:seseceeeee sssesssscosnstnsanes sesesescssnitasanns 228
1. Exchanging Business Cards +++sss++++s+-2 erenernsasensaans cesvesecsecasacenes . 228

2. Dress Code se+eereresss emsersasnscecencsasan creersrarenencenes crerecensassence ceeveerens 229

3. Forms of Address s+«++-+ P 230

4. Dinner Party Etiquette  ceeeeessesreseseessestrmettiiuiiiiiiiie. 230

5. BUSINEss Gifts +eecereessrrrsasrrenrnesaesacnsesaoescsnsas cerrrreentereeneriaiernens 232

Section V. Practical ACtIVities teteeseseesesessessessrtartitiiiisitontiiiacissasscestcessssacsasasses 233
1. €ase Study +reeeeseeerersrrnneceettomitteatiimuiistiuiitieotisttiiiinitiiiieeniin 233

2. ROIE Play  cecerrseseersrennssseetttiimiiiiiiiieesiiiiiieisiiiii s 235

3. Mini Negotiation seseeeesessseernmnmssssntcueaiiiiiiiiieniiiiis 235

NegOtAtION TIPS  +e+ssereerrererserersenstteniuersttnntritttettrensssrt et se et 236
Extended ACHIVILIES ++eeeerrersressessrsrstserietsrnrruerssssessesnerossnssnsssonassnssnssnesses 236
Chapter 14 Different Culture and Business Negotiation ««ceeeeesecerreessierecriiiiiii. 239
Section | Different Business Culture Types eccceceserersrencecrccrncatititniiecacatnaacees 239




PR S X VERP SR

1. Task-oriented vs. People-oriented Cultures «cesseseeceeccerseececiciecanee. 240

2. PiOneer vs. BUTFEAUCIAL  +eesesececsrsssereracsssscstessssssssesessscssnsasaseasssss 241

3. Relationship-focused vs. Deal-focused Cultures -«sceeeereeererrenccacianenens 242

4. Formal vs. Informal BusSiness CUItULES +++++ssssrsessrsencresscrconssssscnscnses 243

5. Expressive vs. Reserved Cultures «-treeseeeeserseernneneniiiiiiniiiii... 243

6. Rigid-time vs. Fluid-time CULLUTES  +eeerersssennerennsrsniessasennassanneennnes 244

Section i Business Negotiating Style of Different Culture «ceeceeeececcecciecieceiiiancees 244
1. AMErican Style «s+sssseecceessertuminetieniittiiiittiuiiitiiieetiiiereeie, 245

2. AUStralia Style «eeeeessresessrsrnniiiiiiiiiiiiii 245

3. German Style ........................................................................... 245

4. Japanese Styles «eesseeeeeresesessrsneetinietiiiiieietteeieea e 246

5. RUSSIAN Style ereeereeeeessnrnnreeetimniiiiiiiitiiiiii e 247

6. French Style «eeeesrecerersrreneettintuiiiiitiiein s 247

7. BritiSh Style ........................................................................... 247

8. Latin American Style «e-s-sssssssssrermmmmiuiiiiiiiiiiiiiiii . 248

9. African Styles «e-eessec etetrrteceencetesteeteectentntrenonntntansnontnenanserennnrnn 248

Section lll  Cultural Conflicts Management in Business Negotiation «ecccceceecereereccecees 249
1. Approaches to CONfliCts «++rsesssessrsacereensaentsttnintuiettainnuiiiiiniann. 249

2. Effective Conflict Management ++eesssseeessceesssseruiiettciontatnncinniianens 249

3. Rules of Conflict Management ««sessssesseseseeeanaes teeeecserentantensetcstssoas 250

Section IV Practical ACtiVities «+«teeeerrsrerseanees ceeeeereeieeesnns Ceteeearsetrieetaetatttcnsaianne 251
1. Case Study seeeeeessssereesersneeesasiuenenes eeertnreetetatarnteataeseesiatatrasnroas 251

2. Role Play ...................................................... “esescsssssecssscsccsses 252

3. Mini Negotiation ......................... teceressessrercetssssssesnnccssssescenas esee 259

Negotiation Tips eeseesessesesssssesesniiunna teeetetesaieentarattrestsrtsasactrsttnasasannse 253
Extended Activities s-eeeeseeses e eteteratatttereratasathstattstetaenaatasttesetsnsrtnsnarnrns 254

Key to the Exercises

CRAPLET 1 reeeeerrrrnnnteetttee ettt et et sttt s et et 256
CRAPLET 2 #osvererernreserntttieee ettt ettt et e ettt et et ana et e e e e s et s e e bnaaaaas 256
CRAPLET 3 +eeeesneresnunnttntt ettt ettt et ettt s et s e s e e st a b e e e s bas 256
Chapter N 257
CRAPLET 5 #+eseennrserntemeeenne ettt ettt ettt ar e ettt e e bt s s aan et rr s e e et eenes 257
CRAPLET 6 +vesreernnrersteenntins ettt et ettt et et ettt et e se et e e s 257
CRAPLEr 7 +eesseeesrunsmstettntneeteet ettt ettt s ettt e st et b s s et ettt et e s e et sse s e s aan s e 258
CRAPLET 8  +eeesseerrrmnaretntutoiette ittt ettt et et et ettt e st et b e e s e s s bba e se s nne et 259

Chapter [ I T L R D L LT LY PR PP PP PP RN 261



Table of Contents - §

Chapter 10 «eeseerseerserenttmiiiintiniiireenin, eetesasrsastttasitssenetiensinsetnncstsane 261
CRhapter 11 eereeeeennnmmuonmtiiiio ettt sttt ettt ettt s e e s tt e st et e s seesenas 262
CRAPLET 12 «sseeeennnneeetteteiiie ittt ettt sttt s e et et et ettt L s s et e baus s aaeeessnaas 262
CRAPLET 13 +erereerannnnseentttueiettttit ettt ettt eea et e s ettt s st e s b s e s st e saeaes 262
CRAPLET 14 =+eveseeennnnnemneettuniine ettt ettt e et et s st ettt s s et e b s e s s s e naeaes 262

FTEBETE cooeeeereeromennees Ceeeeeseresentaraetetueataeastrestntasaneeteersrsesianreratasarertoraseretasens 264




e

o

.




Fundamental Theories of Business
Negotiation & Communication

Learning Goals

Upon completion of this chapter, you will be able to:

& recognize the important role of communication in bussiness;

& identify the components and nature of communication;

= define concepts and motivation of business negotiation;

& recognize the key elements of international business negotiation;
== distinguish the major characteristics of business negotiation;

& present the different types of business negotiation.

Lead-in Words
infinite adj. XFR& tackle v. Bxf, &2, gt g
8 vital adj. R EL6, HAH A option n. i 5
territory n. 4RL, 403 plead v. #EK,BK,%XK
concise adj. A, &9 bargain v. n. 4, HEH
divergent adj. RE#,H E769,F He agenda n. WFBRE,FHE {
confrontation n. iz, &t embodiment n. #A{,B2H,.LF )
trigger v, A&, 5, jlL

Section | Introduction to Business Communication

As an element of human behavior, negotiation depends on communication. Communicating
effectively in speaking and writing extends across all areas of business, including management,
technical,clerical, and social positions. And now in the 21st century, business has become truly
global and the electronic age has made possible instantaneous communication. The phenomenal

growth of international business also creates the need for us to understand international
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communication.
1. Business Communication & Its Nature

In general, communication is the transferring of message and understanding of meaning
among people. But communication is morc than just the spoken or written words. At its best it is
multifaceted through which we exchange information with the world around us. We use
communication skills in every aspect of our lives: at work. family and friends. even with
ourselves.

As for business communication, it differs to a certain degree from other forms of
communication even though they do share something in common. Sun Yao-yuan () # i)
explained that international business communications mean the exchange of trading messages that
relate to buying or selling, understanding or being understood , with the use of traditional or
advanced technology. Xu Xian-guang (#% % J) in his Business Communication defined it as: a
dynamic, multi-channeled process, which covers internal as well as external communciation in a
given organization. This definition has included those essential elements like dynamic, multi-
channeled process in nature.

First, business communication is dynamic because it is always changing with the changing
business. Every day business people from CEO to employees should take part in all kinds of
business activities inside or outside the organization in an oral or written way. They
communicate with different people for different reasons or purposes trying to solve all kinds of
problems -— some between individuals, some between the individual and the management, some
between the organization and the public, and still some between organizations. Besides, from
time to time, they will hold meetings or give presentations to people inside and outside the
organization. Moreover, every day business people either receive or send many business letters,
memos., faxes, e-mails, etc. However, we could hardly believe that business communication
would involve so many aspects in its applications. All these and more have constituted nothing
else but the dynamic nature of business communication.

Second, being multi-channeled is another important feature of business communication. It is
highly advantageous for business people to get in touch with each other in a multi-channeled way
in their daily management of business communications. Sometimes they choose the form of
telephone or video conferences to discuss important issues. Still sometimes they have their
activities recorded or produced on a tape or disk, so as to make it portable and convenient for
promotions (like a product presentation or a TV promotion) or for distribution. When a GM
(general manager) has something in his mind and he wants to discuss it with someone, he has a
number of choices. He may choose a face-to-face way so as to make the talk more impressive or
emphatic. He may simply pick up the phone if he wants to save time. or he may write a memo,

even send either e-mails or faxes to the relevant person(s) instead.



