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Unit One

Establishing Objectives

& D

| Negotiation Dialogues ( ¥it1iF )

: Linda, is everything going well for tomorrow's meeting with Mr.
Johnson?
Yes, everyone had been told by external memo. I've also made
sure of the meeting schedule with each presenter, personally.
Great. We dont want any big problems.
| know such a big account could easily be lost through a tiny
mistake.
Youre so right. Mr. John is a tough negotiator, so we need to pay
extra attention to detail. Are all the audio-visual aids ready?
Yes. There were a few flaws with the slide presentation but theyve
all been taken care of.
Youd better double-and triple-check. just to make sure.
Il do it right. I"ll spend the rest day proofreading all supporting
documentation.
Who'll do your regular duties?
Miss Chen from accounting will take over my regular duties.
: Well then, now Id like to set the meeting schedule once and for



all.

Linda: OK. First we've got a little time for general introductions, then
introductions of each presenter to Mr. John.

Taylor: Fine. And by the way, | think it would look more professional for
you to call me Mr. Taylor.

Linda: rll keep that in mind. After the intros, David Smith will open with a
ten to fifteen minute demo.

Taylor: Tell him to be sure it doesnt go over fifteen unless Mr. John has a
lot of questions.

Linda: | know westerners generally don-t like to wait until after a
presentation to start asking questions, so I've asked Mr. Smith to
use a flexible format.

Taylor: After the demo, each of the other presenters will follow as
scheduled, no changes there. And I'd like to set up a lunch right
after the meeting, for Mr. Li and Mr. John. | think Mr. John may

have some questions only Mr. Li can answer.

Linda: I tell Mr. Li. Its a little short notice, but | think it can be arranged.

Part B

: Nice to see again. Mr. Green. Hows everything going?
: Fine, thanks. Hows everything with you?

: Good, thank you. Please have a seat.

: Thanks. Now Id like to know if Article A105 is available.

: Yes. We have a large stock of the goods.

> > 0 >

: Would you please give me a quotation? If your price is favorable, | can
place the order.

A: It depends on the quantity you request. Our average price is US $ 100
dollars per ton.

B: Your quotation is worth considering. By the way, if | want to place an
order for the goods, when would be the earliest delivery date?

A If you place your order with us in a week or so, we can ship the goods
in May.

B: Thank you for your help.



A: Its my pleasure.
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Section IIl  Useful Expressions for Negotiation

Part A

Expressions from the dialogues

Take over

(1) Who will take over your duties when you leave for the negotiation
with James Company?

(2) Colin Lamb has taken over responsibility for this project.

(3) She took over as a chief negotiator two weeks ago.

Once and for all

(4) We cannot settle the dispute once and for all.

(5) Lets set the agenda once and for all.

(6) He closed his shop once and for all, and retired.

(At) short notice

(7) Unfortunately it was at such short notice that we were unable to
make the delivery until this Sunday.

(8) We expect to find it increasingly difficult to do so at short notice



(9

because our budgets are under mounting pressure.
These alternatives will not always be available at short notice but it

might be possible to plan for them.

(10) In negotiating table, things change at such short notice and you

Part B

have to be flexible.

Negotiating expressions

In case of asking for reconsideration (# 2 X HFEIFHEE)

(D
(2)
(3)
4)
(5
(6)
about thi
(7

Could you reconsider our proposal?

Could you think about our proposal again?

Could you think over the matter one more time?

Isn't there any way to change your plan?

I'd like you think about this problem one more time.

I see what you mean, but I more appreciate your reconsideration
S.

That's essential. I think you need talk with your boss, for we can’t

give in about that.

In case of uncertain reply (AN{ERAAHEIZ)

(8

9

(10
an
12
(13
(14
(15
(16)
an
(18)
19
(20)

That depends.

I need time to consult with my colleagues.
I can't reach a decision by myself at this time.
Il convey your proposal to my boss and see what he says.
I'm afraid I can't give the answer to that at the moment.
I'm not in a position to say yes or no.
I don't have the authority to decide on this alone.
Could we talk about that later?
Would it be all right to give you an answer tomorrow?
There are certain points that Ill have to consider very carefully.
It's impossible for me to give a definite answer now.
Youll give us more time on this one.

I must refer this to my board.



Section IV Exercises

1. Translating the following paragraph into Chinese
In establishing the objects, it is necessary to consider minimum
requirements (FfKEER), constraints (the maximum we can produce are 3,
000 units per month), the best choice (2, 000 of item A and 1,000 of item B
would give us the most efficient mix), and other desirable outcomes. To list
all the meaningful objectives in each of these four areas it is useful to use the
five W's and the H.
(1) WHO can contribute to and who will be affected by this negotiation?
(2) WHAT are the maximum and minimum targets we will seek?
(3) WHEN must we conclude this negotiation and when would we like to
conclude?
(4)WHERE is the best place for us to negotiate?
(5)WHY has the buyer selected us to negotiate with — does this suggest
any bargaining strengths for our side?
(6) HOW willing are we to make concessions and how will we seek

counter-concessions from the other party?

2. Translating the following dialogue into English
sk AR B EORMERUAR T R A B . AT AR iE—
TR
R 0F B AR AT 2 17
5K AR IR ATIE I T B4R A9 238 AR 1 )&, (K o H Aoy & TR
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AR BATAR S RO RN LA B A 0 . B BB RATI R W A b & 1
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3.

Reading Comprehension

Negotiating tactics

Seven principles of establishing objectives and targets

D

2)

3

4)

5)

Be sure not to begin negotiating without a clear idea as to what your
targets and objectives are, or what information you need in order to
establish them.

Set high targets, allowing plenty elbow room if you should find it
necessary to make concessions.

Do your homework. Be sure you can justify your rationale for your
objective or target to the extent that the buyer will perceive it as
realistic, even if it is high.

Develop a worksheet for negotiations objective setting, particularly for
larger, more complex negotiations.

For team negotiations, get the input from each team member, then
obtain a firm commitment from each to support the objectives and

targets you have set.

6) Prepare to negotiate within your own team and organization, to



establish high targets, as you will with the buyer organization in the
actual negotiations.

7) Check your targets and objectives for each negotiation with your
management to make certain of the minimum requirements and to
gain support for your negotiating range(s).

Questions:;

(1) What should you do before establishing targets or objectives?

(2) What should each team member do?

(3) What should you do if you have no authority to make the final

decision?

Understanding the negotiating styles and cultures

An executive’s style at the negotiating table is usually characterized as
formal or informal. References to style focus on the way a negotiator talks to
others, uses titles, dresses, speaks, and interacts with other persons. A
negotiator with a formal style insists on addressing the other team by their
titles, avoids personal anecdotes, and refrains from questions touching on the
private or family life of members of the other side. An informal style of a
negotiator tries to start the discussion on a first-name basis, quickly seeks to
develop a personal, friendly relationship with the other team, and may take
off his jacket and roll up his sleeve when deal making begins in earnest. Each
culture has its own formalities, which have special meaning. They are another
means of communication among the persons sharing that culture. For an
American or an Australian, calling someone by his first name is an act of
friendship and therefore a good thing. In other cultures, such as the French,
Japanese, or Egyptian, the use of a first name at a first meeting is an act of
disrespect and therefore a bad thing.

Negotiators in a foreign culture must take care to respect appropriate
formalities. As a general rule, it is always safer to adopt a formal posture(%
%) and gradually move to an informal state,

Questions:



