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Unit 1

Business Negotiation Skills

s *‘ Background Information

Successful negotiation involves lots of factors. We should pay attention to the following
points especially in oral business negotiation:

1. Equality and mutual benefit principle

The purpose of business negotiations is to meet the need of two parties and reach an
agreement at last. Therefore, the interests of two sides must be taken into account, namely fair
dealings, equality and mutual benefit.

2. Courtesy language which is clear and easy to understand.

This point helps to establish good interpersonal relationship, and to reduce the
transmission of information in the process of distortion.

3. Different prologues depend on different persons.

Generally speaking, Europe businessman have short prologue, they like to directly go into
the discourse purpose after telling their names and company names. But in South America and
Africa, it’s not easy to discuss without a gossip before discussing.

4. Listen more and speak less

This point helps to explore their motivation and discover the truth. Then give judicious
guidance according to circumstance and achieve success at last.

5. Frank attitude without equivocate speech

It’s difficult to convey the nuance of meaning while two people talk in English. So honest
attitude is necessary and avoid making equivocate speech.



Section 1  Starting the Negotiation

A *& Sample Dialogues

(Yesterday, the Americans had a great time at the Tian’anmen Gate and enjoyed the Beijing

(1)

Opera show tremendously. At 9:00 this morning, they came to Dafa Garments for the formal

negotiation. After exchanging greetings with Mr. Li, Mr. Yang and another Chinese, they took seats.)

Li: Mr. Bowen, did you have a good time yesterday?

Bowen: Oh, yes. We got on the Tian’anmen Gate and had a great time up there.

Li: Good! How about you, Mr. Dewey and Miss Cade? Have you enjoyed your first
visit to China?

Dewey: Oh, yes. I’ve enjoyed every minute of it.

Cade:  And everything of it: the Tian’anmen Gate, the Forbidden City, the Chinese food and
the Beijing opera. Everything!

Li: I’m glad you all have had a good time. But, have you got anything to complain
about?

Cade:  No. It couldn’t be better.

Bowen: Well, I’ve got only one thing to complain about. That is, we’re a bit spoiled by your
hospitality, I’'m afraid.

(All laugh.)

Bowen: Honestly, we’ve got nothing to complain about.

Li: Very good. Have you all got over the jet lag?

Bowen: Thanks to your thoughtful arrangement, I feel much better now.

Cade: So do L.

Dewey: I have no jet lag because I spent last week in Hong Kong.

Li: Great. Then, maybe it’s time to talk business now.

Bowen: I think so.

2

Li: Good. I hope that through our joint efforts you will go back home with a new
contract, just as you did in all your previous visits to China.

Bowen: Sodol.

Li: Terrific. Now let’s get down to business. Your email of June 2 says you want to buy
blouses from us.

Bowen: That’s correct. Here are the designs.



Li:

Bowen:

Li:

Bowen:

Li:

Bowen:

Li:

Bowen:

Li:
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Thank you. We certainly welcome this opportunity to further our relationship. Now,
how shall we proceed?

We’re here at your disposal.

Well, as we both have expressed satisfaction at our previous contract, may I suggest
that it be the basis of the new contract? This will simplify the matter a great deal.
That might be a good idea, but the market situation has somewhat changed since we
signed the previous contract last July. At that time, the US economy was not as bad
as it is today and people still had a lot of discretionary money to spend. According to
the latest forecast by the US Consumer Association, however, the recession will get
worse before the economy gets better. As a result, the US consumers will remain
tight-fisted if the price stays on the same level.

Your point is well taken, Mr. Bowen, and people will spend less when their wallets
get flatter. But that applies mostly to luxurious items such as cars and fashions. What
you want to buy from us are blouses, a common necessity, just like food. As we all
know, goods of necessity are inelastic. In other words, whatever the prices, people
will just have to buy them.

Well put, Mr. Li, as far as the theory is concerned. But I’'m afraid the price of
blouses is not entirely inelastic. Too high a price will certainly force people to buy
fewer blouses, particularly in a recession like this.

But the price of our blouses is never too high. As a matter of fact, they are always
the most competitive in your market.

Well, what should I say? I only hope they will remain competitive and affordable to
our customers.

That’s for sure.

0 Words & Expressions

1. spoiled /spailt/ adj. #FIRT &4 9. discretionary money ( % %% du/E 6 )
2. honestly /onistli/ adv. #5%#% FAR

3. hospitality /hospi'teliti/ n. ¥F%& 10. recession /ri'se2on, ri'sezln/ n. (i)
4. thoughtful /0o "tful/ adj. # j&J& 544 ik

5. blouse /blaus, blauz/ n. % XA4T#45 11. to get flatter E/F EHB T

6. proceed /pro'sid, pro-/ vi. #AT 12. common necessity B & 56F oo

7. at your disposal @15 (117) ZHE 13. inelastic /ini'leestik/ adj. W49

8. simplify /'simplifai/ v¢. 4% 14. well put HLAF4F



1. # B
Did you have a pleasant flight? Jifg & iy ng 2
How do you like the weather here? #&%#31X JLI S REAKE?
What do you think of your hotel? #55 #3158 1) S 15 fifa] ?
Did you have a good time on the Great Wall? &7 Kot phnt 2
2. IR
Shall we get straight down to business? FAT ] LATFUR AR T 5 2
May I begin by welcoming you to our factory? F&n] LLJF4S T 15?2 WOl @R AT k.
What part of the contract should we discuss? FA 1158 5 £ MBS 53 We ?
I’ve come here to discuss the point of shipping today. 4K kix B EE gz d .
3. THHME S
Could you tell me a bit about it? & HEHLIX 5 [ (1) —LE i 15 VR Fng ?
Could you tell me how much you are going to reduce the price?
fsret R RAR T SRR 2 D g ?
Could I ask what is the usual practice of payment? i [ /R 541k 7 2P G AT A ?
Could we talk about the terms of payment? FA'1HERIRAT A 2
Would you mind telling me how these goods should be packed?
AT DL R FRIZ L DRz i ] 0 e 1 2
I wonder if I could ask you about when the vessel will arrive here.
NG AT T LA ] [ Mg o] I 213k et o
4. TR
(D WA NIRRT #E S, ARATBLRI%E
As far as [ know, the present market is rather favorable to us.
AT, H TR TR EAT AR
Well, in confidence, I can tell you that we can ship the goods in time.
Grng, AT PURA R S R R AT BE S R iE B ) .
I’m afraid I can’t tell you that—it’s confidential.
RH A BE S PR R L
(20 RGN —LER, IR LA
I’d like you to know that nobody will buy this sort of products.
oAy AR FIIE BT NS S o
I think you should know that it’s very important to tackle the problem.
FRATE N AZ S0 A X A ) R 2
Do you know that you’ve shipped the wrong goods?
TR HEAR TR T Dy ?
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Section 2 Negotiation

A *& Sample Dialogues

Yang :
Johnson:
Yang:
Johnson:
Yang:
Johnson:
Yang:
Johnson:
Yang:
Johnson:
Yang:

Chen:
Yang:
Chen:
Yang:
Chen:
Yang:
Chen:
Yang:
Chen:
Yang:
Chen:

Yang:
Johnson:
Yang:
Johnson:
Yang:

(1)

Let’s get down to business, shall we?

Okay. Do you like our offer?

Yes, well, we’d like to discuss the price you quoted.

It’s true we haven’t agreed on the price, but let’s talk units first.
Okay. We’d like to order 1 500 of your computers.

We can do that at the price I quoted you before.

You’re offering this product at $1 600 per unit, then is that right?
Yes.

That seems high. Could you do it for $1 400?

Well, how about $1 5007

Deal!

2

I’d like to hear your ideas on this matter.

The response time of the computer is slow.

Why do you think so?

Take a look at this.

I’m sorry, but I'm not sure I understand your point. It seems okay to me.
But look how if you make a mistake it skips all the way back.

Just use this key, then press “code blue.”

I tried that, and it still skips back.

Well, try this shift/reserve function after you press the command key.
How will that help? Could you explain that in more detail?

I’d be happy to. Here—let’s go over here, where there’s more room.

(&)

Now that we’ve worked out the bugs, I’d like to talk about the payments.
We’re pretty flexible, within reason.

I was wondering—could you wait a little longer for our payment?

I’ll take your request to my direct superior and see what she says.

As long as you ask.

5



Johnson: I will, but I can’t make a decision this time.

Yang: That’s fine. I understand completely.

Johnson: The price is agreed on at $1 500 per computer, right?

Yang: Yes, that’s what we agreed on.

Johnson: And Mr. Chen has helped you work out the bugs?

Yang: Yes, he’s been most helpful.

Johnson: Well, I’1l get back to you tomorrow with our answer on the financing.
Yang: And you’ll send the contracts over first thing after you call.
Johnson: Yes, ready for your signature.

Yang: Again, thank you.

Johnson: No, thank you, sir, for doing business with X-Man Compuware.

Q Words & Expressions

1. quote /kwaut/ ve. #& (#~), 7 (4) [ (+at/for) ]
The heavy oil was quoted at $17 per barrel.
THRMAFRTLET.

He quoted 2 000 dollars for repairing the door.
Yo 2T F R AR

. unit /ju " nit/ n. Az, ET

. order /'ocf'do/ n. & v. iTH, iTH

. flexible /'fleksobl/ adj. R &&, H FEHe

. bug /bag/ n. #E, £5A

wm bW N

g Useful Sentences

I EB 73 H5 8 R 2 55 HEAT HEZ1D
(1) A
I’m sure that the quality is fine. & & 8 A o
I’'m convinced that we can effect shipment in time. FIR{F A€ A AN EEI2 T84
It’s perfectly clear to me the present market is rather favorable to us.
FA- G2 H T i AT A A
Don’t you think the price is too high? &A= T 15?2
Wouldn’t you say (that) this color is rather beautiful? AN Ak IXZi A 1R 50 2
(2> — G IO
I think/consider that nobody will buy this sort of products.
TN KB NI ST
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In my view/opinion, your proposal is workable. 7EFKE K, BEHIEVGE AT,
What I’m trying to say is that the contract terms are no longer fair.
FAR G EIX A R 0 S A
To be quite honest with you, we don’t believe that the product will sell very well in
China. ZSEUd, FATAV AT it 278 [E 5] .
(3) AU LR EOR D
I’m inclined to think that the market will be fine. FA 7] T4 iU 1.
My inclination would be to have a talk this week. FRARZEAHAATIR 1
I tend to favor the view that things are taking a good turn.
FAu ) T A DU EAE S e R
We’d appreciate it if you could sell it to us for US$1 200 per unit.
IR RELIAES 1200 SE0an JATHIE, AT ARG
AESRS T R
What are your views/feelings on/about our price? &5 15 FA TS B AFE?
I’d be glad/grateful to have your views on this proposal.
PAR W W R XA BB .
Do you agree to this? XM ] R ?
Do you have any comments on the present market?
Tt AT A e ?
Let me have your views on our new products. 15 1k A1TE GRS TA DB = i KA.
ANEY B T
Sorry, could you say that again, please? 1R, & UL UFE?
Could you explain what you mean? & GEMFR:— N1 1= g ?
Could you please put it more briefly? 5 FE 15 15 5 i 5 — s ?
Could you please get to the point? 5 %40 5 5 i 2 4yng 2
Could you give some examples? AEFT 251 Ui B — K ?
- B HTEI
I EB 73 H5 8 R 2 55 HEAT HEZ1D
(1) sRFI
The only solution is that you must replace the defective products.
W — PR PR R T V2 AT T 200 B e T A ) FBOEE s o
We must improve the quality of the products. A2 2 5 77 i i & .
You’d better amend the Letter of Credit. & &z 415 254 FIE
(2) — sk
I recommend/suggest/propose that we should buy a new computer.
T FRATIN 1% 5K — 5 BT i i
My recommendation/suggestion/proposal is that we should adjust the price.

F VORI TN AL AN S



I think we should provide them a market report.
TR FAT I AZ [m) ARAT TR A4 T I
(3) AN
It might be a good idea to extend the Letter of Credit.
JEIEAE FF B M E R
I entirely approve of your suggestion. & 5¢ 4% A& 113
Have you thought of reducing the price? &% &1 FE4 I 2
What about advertising in the national press? 7E [E Y HAC LA 5 S AFE?
Would it be possible for you to sell it to us for US$1 200 per unit?
RETRELUIEES 1200 LTI HE L4 TRATE ?
5. Bl
G 0] 53 A At A IE R A 20O
(1) bt
I’m (completely) in favor of that. & (584) .
I’ve absolutely no objections. F44 TG 71 o
I’m sure that’s the best solution/idea. FA{E & Bl U / F R
I suppose you are right. AL,
(2) JFEMK
Great/Excellent/Wonderful/ Terrific/Fantastic! 4% T !
Sounds fine. Wit KAt .
Suits me fine. {RE G-
I'll say. XfWF .
Fair enough. R AF.
6. FEALXTJT R I
GXIo 4o R, —BaCAME =38
(D wRX
That’s just not feasible. JS47 ANl .
I really can’t accept that. FRELIIAFERESZ .
I’m absolutely/completely against that. FRZEAHEAL
(2) —f&k
(— e a4 5 LAER T 46D
I’m afraid this doesn’t solve our problem. RL{[TiXANBEAREHLIATTIT 7]l o
I’'m afraid we have conflicting views on the matter. R {FFA XX HFFIIGERALEH .
I’m sorry, but I have reservations about that. {RHIHK, FXT A TR -
(3) Ak
I would if I could. WFKFEIFH], —ERIIMA .
Is there anything else? & (1) Jp7505 ?
Well, perhaps another time. M, BV IXIE,
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I appreciate your point of view, but I’'m not happy about investing large sums of
money on it. FARKFEII AL, Ak ALK BB RKER T4
I can see why you want to do this, but I don’t intend to change my plan.
T BB A A, R IRAT R SR TR
7. A X T EE R
Could you reconsider our proposal?/Could you think about our proposal again?
TR B MR ?
Could you think over the matter one more time? & HEFF% 8 — FIXFH N ?
Isn’t there any way to change your plans? ¥ JMESCAR I THRI 7052
1 see what you mean, but I more appreciate your reconsideration about this.
F AR E, (H2 I BB X H RS E.
That’s essential. I think you need talk with your boss, for we can’t give in about that.
M RAR Ry . ARG TREMBERRR, BRI R T .
8. AN A [H1 %
That depends. ZE 1% HL T 7E -
That may well be so. BV AZIXFF.
I’m not in a position to say yes or no. FKIA UL “ &7 8 “AR&7,
I need time to consult with my colleagues. B Z 0 B MK [FHEHE— T
I’1l convey your proposal to my boss and see what he says.
TR ILA I ER, BEA.
I'm afraid I can’t give the answer to that at the moment. RLAf LI FAGEZ 1.
We’d have to study this. FAFHFFT— FIXA ]
There are certain points that I’ll have to consider very carefully.
A LR IR DI 4175 &
It’s impossible for me to give a definite answer now. FRILLEA T RELSIE—IIFATIE E .
9. Jiti
We refuse to sign the contract. FAJFELZE A A,
In that case, I should very reluctantly have to insist on immediate payment.
MEFERI T, FRBATGARRELAIAR.
Look, if you don’t send your engineer to repair the machine, we will be forced/obliged to
cancel our next order.
ME, A REEAIR TRRAZ B, FATR BB Oy~ — kBT .
Unless you cut down the prices you’ll lose your market share.
WUERANRGY, R R L T A 3 A0
10. B IS
Could you come down a bit on the price? & HE R A/ 15?
What would be your lowest price for your product? FRATTHI d R R /& 22> 2
Are you prepared to accept a ten percent discount? #EUERFERZ 10% K441 ?



11.

10 gazEsiz

The price depends on quantity. %1% £5 2 11 €

That is far more costly than I expected. HS LI TUEHTI TR 2 T »

Price cannot be taken separately from quality. A GEHH I T = R

We won’t make any profit at that price. EAHS A FAT 1A A4 3 ] T

I'll go no further. FAREFH LT o

How about meeting each other halfway? B¢ ANGEEAELD?

FTWA A UFE

May I interrupt? F&n] AT Wr— F g2

Sorry to butt in, but what is your lowest price? RIEHKFT Wi — ", MR BARA &2 2
Do you mind if I say something here? #5 /™ AL B idfi— s ?

Excuse me for interrupting you, but could you give me a rough idea of the amount

needed? THRIEITWIE T, AdEREAERER, BAMFELEL DHE?

Section 3 Conference

A * Sample Dialogues

(1)

(Mr. Yang is chairing a meeting at the L.A. branch of ABC Inc.)

Yang:  Good morning, everyone. I’m Tianming Yang, Manager of U.S. Distribution here at

ABC, and...

Wallace: You don’t need to introduce yourself, Yang. You’re famous.
Yang:  Well, thanks, Mr.Wallace, but I thought I’d try and chair the meeting by the

book—at least for a while.

Newton: Hear, hear.

Yang:  Now, I’d like to get things under way. The main topic on today’s agenda is the de-

velopment of a U.S. sales strategy for the new EBP. I’d like to hear any and all of your
ideas. Mr. Wallace, you seem in top form today. Could you start the ball rolling?

Wallace: Uh, oh, sure. Well, I think we should keep in mind that the key to good sales is

advertising.

Newton: Well, that’s kind of obvious, Mr. Wallace.

Wallace: Mr. Newton, give me a break.

Yang:  Uh, let’s keep this going, shall we?

2

Yang: It may seem an obvious point, but it’s true that advertising determines the rate of

sales. Ms. Ivans, do you want to say something?



Ivans:

Wallace:

Ivans:

Newton:

Ivans:

Wallace:

Newton:

Yang:

Wallace:

Yang:
All:

Unit 1 Business Negotiation Skills 11

Yes. I want to add that one of the main causes of the poor U.S. sales of the original
EBP is our advertising strategy.

Could you be more specific?

Well, we used the same Japanese agency for both the Japanese and U.S. campaigns,
and the campaigns were very similar—but response was 40% lower in the U.S.

So you mean the ad appealed more to a Japanese audience than to an American au-
dience?

Exactly. They used visuals and music to convey an overall image, but did not say
much about the product. Japanese are accustomed to this type of advertising, but
Americans tend to want more information from ads.

That’s fascinating. What do you think is the historical and cultural basis for this dif-
ference in advertising?

This is interesting, but let’s get back to the main issue.

Yes, we seem to be getting off the point a little.

Too bad. I really want to hear more about it.

Well, we can extend the meeting into lunchtime, if you like.

No!!!!

Q Words & Expressions

1. to chair a meeting 42X
2. agenda /o'd—endo/ n. FIXFR, A4
Today’s agenda includes many important items. AR #9iIXAZQLIETH % TEAH .

~N N D B~ W

. specific /spa'sifik/ adj. BA#AH), EAREY

. visual /'vi==ual/ adj. A, AITH

. convey /kon'vei/ vt. 453k, thik; Eik

. overall /'ouvero |/ adj. @4y, A4

. accustom /o'kastom/ vt. (/&% 4% oneself XA X, ) 12717 (F) [(+to) ]

These people are accustomed to hard work. iX 2 A 5] 1 F A& 59 T4E.

Q Useful Sentences

1. FFiae

W

(D e CERRIANLD
I’d like to get things under way. FRAETFLHEAT S,
under way & “HHTH” Z . Let’s get started. (FFRNE!) A& H & A0 H Bk

M HA NS 3%. R Ladies and gentlemen, can I have your attention,

please? (7o, WARZERD MIh, KEMNZSH FRA R,



