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实用外贸谈判英语

前 言
《实用外贸谈判英语》是作者根据自己长期进行外贸英语教

学、外事工作和业余谈判的实践经验而编著的一部对外贸谈判有

实用价值的教材,是继作者所编著的《实用公关英语》、《商务文秘

英语》、《实用外贸英语函电》、《实用外贸英语函电常见错误辨析》、

《实用公关英语 900 句》、《实用公关、文秘、外贸、旅游英语口语教

程》、《实用外宾接待与外贸谈判英语》、《国际商务英语———商务理

论、语言与实务》、《实用英语应用文写作》等系列畅销书后,又一部

指导和实施外贸谈判的、内容丰富、理论与实践并举的专著。

全书共分 14 章,1 至 4 章属谈判理论指导部分,从“国际商务

谈判策略”,“文化差异对国际谈判的影响”、“国际商务谈判中的语

言交际技巧”到“国际贸易实务简介”,多方面对外贸谈判进行指

导,使谈判者掌握相应的谈判策略,具有相应的文化素养,提高语

言交际技巧和了解贸易实务知识。5 至 14 章为情景会话部分,从

建立业务关系到询盘、报盘、还盘、反还盘与递盘、接受与订货、包

装与装运、付款与交货、商检、保险与仲裁、抱怨、索赔与理赔、代理

与签约到合资办企业,包容了国际贸易谈判中外方谈判代表与中

方谈判代表口头交谈的全过程。由于国与国之间相距万里之遥,

百分之九十以上的买卖都是由书信(包括、电传、传真和 e - mail)

往来完成的,因此,针对同一谈判内容,每一章设有若干封信函,以

适应书面谈判的需要。实际上,本书将书面谈判和口头谈判交织

在一起,是一部标准的“函电与谈判”教材,能适应不同的读者在不

同情况下使用。无论是书面谈判还是口头谈判,均按谈判进展的

程序,上下文相互衔接,宛如一幅完整的生活画卷。并聘请外国专

家配制有录音带与光盘,使读者一闻其声,如临其境。耳闻目睹,

易懂易见。便于记忆,收效更佳。书中配有相应的书面和口头练

习,以达到巩固课文,扩展知识的效果。
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本书适用于高等学校的公关、文秘、外贸、旅游、酒店管理、外

企管理、涉外会计、国际经济技术合作、经贸英语、商务英语、应用

英语等专业作专业英语口语教材和商务英语函电写作教材,也适

用于外贸、银行、海关、进出品贸易公司、厂矿、企业、事业单位的公

关文秘人员、外贸业务工作者、国际营销人员、口译工作者、海关业

务员,以及与外商打交道的厂长、经理、政府官员作专业英语口语

和商务英语应用文培训教材也适应广大读者作自学教材。上述人

员若能熟读此书,运用自如,足以胜任本职工作。

本书由湖南大学外国语学院商务英语系硕士生导师廖 瑛教

授编著,参加编著工作的还有国防科技大学禹金林副教授和长沙

民政学院外语系的覃蔚老师。在编著过程中,作者参考了国内出

版的有关书籍和资料,从中获得了很大的启示。甚至少数地方还

引用了其相关内容,在此谨致谢意。

由于编者水平有限,书中不妥之处在所难免。欢迎同行专家

和广大读者不吝赐教。

廖 瑛

2004 年 4 月湖南大学外国

语学院

内容简介
本书不仅从文化差异和语言交际技巧等方面讲述了外贸谈判

的策略,介绍了国际贸易实务操作过程,而且根据国际贸易实务的

操作程序,从建立业务关系到询盘、报盘、还盘、反还盘与递盘、接

受与订货、包装与装运、付款与交货、商检、保险与仲裁、抱怨、索赔

与理赔、代理与签约到合资办企业,包含了中方代表和外方代表口

头与书面谈判的全过程。全文语言通俗流畅、内容新颖、实用性

强,是涉外工作人员的良师益友。
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Chapter 1 .Negotiation St rategies on Inte rnational Business

国际商务谈判策略

1 . In troduction (概述)

We all know that in in terna tional business it is mostly

through negotiations that expor ters and impor ters bridge the

difference and reach a fair and mutually satisfactory deal . After

business negotia tions, if the buyers and sellers of a t ransaction

reach an agreement, they will s ign a writ ten cont ract which shall

function as basis for the performance of righ ts and obligation by

the two par ties . Once the cont ract is effectively concluded ac-

cording to the law, the par ties concerned should perform the

cont ract strictly . So we can say business negotiation play s a

basic par t in conclu sion of a cont ract and has direct influence on

the conclusion and implementa tion of a cont ract, and also has a

grea t bearing on the economic in terest of the par ties concerned .

众所周知,在国际贸易中,出口商和进口商要消除分歧,达成

一项公平的相互之间满意的交易,大多是通过谈判才能做到的。

经过谈判后,如果说买卖双方达成协议,他们即将签订一项书面合

同,作为确定双方权利和义务的依据。合同一经依法生效,有关当

事人必须严格遵守。所以,我们可以说,商务谈判是合同签订的基

础,它直接影响到合同的签订和履行,也关系到交易双方的经济利

益。

In ternational bu siness negotiation refers to a wide range of

inte rnational business activities . As far as in terna tional invest-

ment, import and export of products, machinery, equipment,
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technology, etc . are concerned, in ternational business negotia-

tion is a consultative process bet ween governments, t rade organ-

ization s, multina tional en terprises or private firms . In a word,

it is a con sultive process between the buyers and the selle rs .

Business negotiation is conduct ed either by correspondence or by

face - to face talk, and involves all kinds of terms and conditions

of a sales cont ract including quality, quantity, packing, s hip-

ment, payment, in surance, inspection, claim s, arbitration and

force mejeure, etc . Generally speaking, business negotiation

contains four steps: inquiry, offer, counter - offer and accept-

ance, among which offer and acceptance are two indis pensable

steps for reaching an agreement and concluding a contract . Ne-

gotiations on some special trading main ly involve the following

elements such as processing and assembling trade, compen sation

t rade, t echnology importa tion and join t venture, etc .

国际商务谈判涉及到国际商务活动的范围很广,就国际投资、

商品、机械、设备、技术的进出口贸易而言,国际商务谈判是发生在

政府之间 、贸易组织之间,跨国公司之间,私人商行之间的嗟商过

程,简而言之,就是买卖双方之间的嗟商过程。贸易谈判可以通过

函电或面对面的洽谈进行。谈判内容涉及买卖合同的各项条款,

主要包括商品的质量、数量、包装、装运、支付、保险、商检、索赔、仲

裁、不可抗力等。谈判的过程一般包括询价、发盘、还盘和接受四

个环节。其中发盘和接受是达成协议,成立合同的两个不可缺少

的环节。关于某些特殊贸易的谈判,主要涉及下列内容,例如来料

加工与装配贸易,补偿贸易,技术引进、合资经营等。

2 . T he preparation s for Business Negotiation (谈判前的准备工

作)

In ternational bu siness negotiations involve different respects
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and the cont en ts are very complicated . In order to achieve a fa-

vorable outcome from the negotiations, the negotiator s of both

par ties should make efficien t prepara tions, which can be divided

into three aspects:

国际商务谈判涉及不同的方面,内容非常复杂,为了使谈判取

得有利的结果,买卖双方的谈判人员应在谈判开始前做好充分的

准备。谈判准备可分三个方面:

1) Defining the aims for negotiation (确定谈判目的)

Defining the aims for negotiations means that the negotia-

tors should know well their desired results according to their

own practical conditions so as to avoid manipulation by their

counterpar ts .

所谓确定谈判目的,就是谈判人员应根据自己的实际情况,对

谈判的预期目标做到心中有数,从而避免被对方任意操纵。

Before business negotia tions, there are three differen t aims

to be decided: the best aim, the satisfactory aim and the accepta-

ble aim . T he best aim is the ideal aim that will benefit you best

and help you achieve all desired resu lts planned at the beginning

of the negotiation . If the world market is beneficial to you, as a

negotia tor, you should seize every oppor tunity to firmly main tain

the desired objectives from the beginning to the end until ob tai-

ning the best aim . When you find it difficult to get the best

aim, as a negotiator, you had bette r make a good preparation to

get your second aim - the satisfactory aim, which is fair for

both par ties, although it provides you with lower inte rests than

the best aim . When you find you have no advant ages in the

wor ld market, or you have met a s killful negotiator in the busi-

ness activities, or you have to expor t or impor t some products,

you have to face the reality - to accept the th ird aim, i .e . the
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accept able aim gradually . But you should always remember

that this should not let your cou nterpar t know .

外贸谈判前,要设定的谈判目的有三种:即最佳目的、满意目

的和可接受目的。最佳目的就是最理想的目的,最有益于你,能帮

助你达到谈判开始前计划好的预期效果。如果国际市场有益于

你,作为一个谈判人员,你应当抓住每一个机会维护预期目标,直

到获得最佳目标为止。当你发现难于获得最佳目的,作为一个谈

判者,你最好做好准备去实现你的第二目标———满意目标。尽管

这一目标获利低于最佳目标,但对双方来说还是公平的。当你发

现自己在国际市场上没有优势,或者遇上了商务活动中谈判的老

手,或者不得不向对方出口或进口某些产品,那么,你只好面对现

实,逐步接受第三目标,即可接受目标。但是,你得牢记,切勿将此

举向对方泄露。

2) Getting necessary information (获取必要信息)

Whether you are the expor ter or the impor ter, you s hould

lear n as much information as possib le about the market that you

want to ent er, the poten tial clien ts and the competitors you will

deal with before you join the negotiation . Only by doing so,

you will know your count erparts quite well and take the initiative

in business negotia tion . In order to obtain the information con-

cerned, market research should be made necessarily, which in-

volves the following:

无论你是出口商,还是进口商,参加谈判前,你应当尽可能多

地获取你所要进入的市场、潜在的客户和竞争的对手的信息。只

有这样,你将熟悉他们的情况,在谈判中采取主动。为了获取有关

信息,市场调研很有必要进行,其内容如下:

(1) Make use of t rade statis tics published by most count ries

to learn the size or potential size of the market for your products

or service .

8



充分利用大多数国家已公布的贸易统计数据弄清你的产品或

劳务有多大的市场或市场潜力。

(2) Try to have a good command of the language and cul-

ture, local condition s and customs, social backgrou nd s and rele-

vant government politics, esp . the policy to foreign trade of the

count ries of the target market .

尽力掌握好目的市场国家的语言文化、风俗习惯、社会背景和

政府的政策,特别是外贸政策。

(3) Be sure to know the geographical conditions and fea-

tures, communication and t ranspor tation of the count ries of the

ta rget market so as to pus h the sales of cer tain products .

务必了解目的市场国家的地理条件和特征、交通运输情况,以

便推销某些产品。

(4) Be sure to know the target market conditions, s uch as

the demands and s upplies of the commodities, the changes of the

prices, the number s and ability of the competitors, etc .

务必了解目的市场的行情,如商品的需求与供应、价格的变

化、竞争者的数量和能力等。

3) Making a practical negotiation plan (制订切实可行的计

划)

I t is very import an t to make a practical negotiation plan afte r

establishing the aim for negotia tion and get ting necessary infor-

mation . When you draw up the plan, you should pay attention

to the following poin ts:

确定谈判目标和获取必要信息之后,制订切实可行的谈判计

划就很重要了。当你草拟这一计划时,你得注意下列几点:

(1) designing an agenda most suitab le to you and letting all

the negotiators be very familiar with the plan .

安排最适合你的议事日程,并让谈判人员对此十分熟悉。
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(2) comparing your own agenda with your counterpart’s

when you have got h is agenda and considering how to adopt the

new strategies and t actics which should be used with caution .

当你知道对手的议事日程后,将自己的议事日程与之比较,并

考虑好采用新的战略和策略,小心谨慎地使用之。

(3) Choosing the location of negotiation which is favorable

to you, for example, choosing the “home cour t”which is con-

venien t for you to get the information; or at least choosing a neu-

t ral location which is equally convenien t to both par ties

选择有利于你的谈判地点,例如,选择主座谈判地点,这可便

于你获得谈判资料,或者至少选择一个对双方都便利的中间地点。

3 . T he Notable P roblem during the Process of Negotiation (谈

判中应注意的问题)

In ternational b usiness negotia tion is a process that is com-

plica ted, arduous, and of course in te resting in inte rnational busi-

ness activities .You will meet with not only the language barrier,

the foreign t rade policies of various countries, the life styles of

customers coming from every par t of the world, b ut also the

changes of the world market, pow erful opponents for negotiation

and differen t negotiation styles and tactics, which may bring you

some difficulties in your negotiations, but give you great joy and

satisfaction once you overcome those difficulties .

国际商务谈判是国际商务活动的一个复杂的、艰难的,当然,

也是很有意思的过程。在谈判中,你遇到的不仅是语言的障碍,不

同国家的外贸政策,来自世界各地的顾客的生活习惯,而且还有多

变的国际市场,强有力的谈判对手,不同的谈判方式和策略,所有

这些都会给你参入谈判带来诸多困难,但一当你克服这些困难时,

也许会给你带来欢乐和欣慰。
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A t the negotiation tab le, the price is u sually the key point .

Both parties will have a few bargain s before acceptance . Many

difficulties cente r on pricing problems . In order to achieve a fa-

vorable outcome from the negotiation, the following points

should be paid attention to:

谈判桌上,价格通常成了关键的问题,在接受之前,双方要反

复进行讨价还价。许多困难都是围绕定价进行的。为了使谈判取

得有利的结果,下列几点应当注意:

1) Making a H igh Offer at the Beginning of Negotiation:

(谈判开始,出口商报高价:)

If you are an exporte r, you s hould make a high offer at the

beginning of the negotiation and try your best to achieve your

best aim through negotiation . Even if the best aim could not be

achieved, you could reduce your price step by step without tak-

ing any financial risks because your first quota tion is high e-

nough . Meanwhile, as reducing your prices step by step will

make a good impression on the other party, he will be pleased to

cooperate with you . And on th is situation, he may well accept

your quotation as the best price .

如果你是出口商,谈判开始,你应当报高价,并尽力通过谈判

实现你的最佳目标。即使最佳目标不能达到,你还可以逐步降价,

而不承担任何经济风险,因为你的初次报盘价格够高了。同时,由

于逐步降价给对方留下了一个好印象,他会十分乐意与你合作。

而在这种情况下,你的对手也许会把你的报价作为优价接受下来。

2) Making No Compromise in the Mat ter of P rices at the

Begin ning of Negotiation . (谈判开始,出口商不要在价格上妥

协)

If you are an expor ter, remember never to make compromise

in the mat ter of prices at the beginning of negotia tion, or you
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will lose the other advant ages, such as the product's quality, the

firm's experience and credit, and other conditions of t ransaction

being of benefit to you .

如果你是一个出口商,记住切勿在谈判开始就对价格做出妥

协,否则你就会失去在谈判中的其他优势,比如说产品的质量,公

司的业务经验和信誉,以及其他有利于你的交易条款。

T he danger of making compromise in price a t the beginning

of negotiation is that it immediately directs the discussions into

pricing iss ues at the expense of the other impor tant components

of marketing mix . Generally speaking, such initial price com-

promises are followed by more demand s from b uyers that will

further reduce the profit ability of the expor t t ransaction . For

instance, the buyer may press for concessions on: quantity dis-

counts; discounts for repeat orders; improved packaging and la-

beling (for the same price); tigh ter delivery deadline that may

increase production and t ran spor t costs; free promotional materi-

als in the language of the import market; free afte r - sales servi-

cing; supply of free par t to replace those damaged from normal

wear and tears; free t raining of staff in the main tenance and use

of the product; market exclu sivity; a long - t erm agency agree-

ment; higher commission rates; better credit and payment

te rms, etc .

谈判一开始就在价格问题上做出妥协的危险,是马上把谈判

引向价格的争议,从而牺牲了营销组合中的其他重要因素。这种

一开始就让价的做法,一般随之而来的是买方得寸进尺,进一步要

求出口商在交易中让利。比如说,买方也许会步步紧逼:要求数量

折扣,重复订单折扣,(在同样价格条件下)改进包装和标签,缩短

交货期限(会增加生产和运输的费用),免费提供以进口市场所使

用语言文字印刷的促销资料,免费提供售后服务,免费供应替换正
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常磨损的零配件,免费培训维修养护和产品使用人员,独家销售

权,长期代理协议,更高的佣金率,更优惠的信贷和支付条款等。

As pricing is the most sensitive issue in business negotia-

tion s, you’d better t ry to make the subject be postponed until all

of the other as pects of the t ransaction have been discussed and a-

greed upon if possible, so as to avoid losing the t ransaction that

may benefit you .

因为定价一事是商务谈判中最敏感的问题,如果可能,你最好

尽力使这一议题放到与这一交易条款有关的其他条款经过讨论,

达成一致协议后,再进行讨论。以免失去也许有益于你的这场买

卖。

3) Rejecting an Expor te r’s P rice at the Outset of the Nego-

tiation (谈判开始,进口商应拒绝出口商的报价。)

As an impor ter, you s hould reject the exporte r’s price at the

outset of the discussion in order to get the upper hand from the

star t of negotiation, thereby hoping to obt ain maximum conces-

sions on other matte rs, or to test the reality of the offer, or to

find out how far the expor ter is willing to lower the price, or to

seek a specific lower price because the product you offer is un-

k nown in the market . At least, you may force your counterpar t

to cu t down the high price he offe red .

作为进口商,在谈判开始,你就应当拒绝接受出口商的价格,

为的是抢占上风,先发制人,希望以此使对方在其他问题做出最大

的让步;或许是为试探一下价格的真实性;或许是为了摸清出口商

到底愿意把价格降低到何等程度;或者是因为该产品在本市场无

人知晓而寻求特殊低价。到少你可以迫使你的对手把他所报的高

价降下来。

4) Making No Concession on P rice at Once When the Im-

port er Does n’t Accept the Offer (进口商不接受报盘时,出口商
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不要立即在价格上做出让步。)

If the price quot ed by expor ter has not been accept ed by im-

port er, the expor ter should react positively by initiating discus-

sions on non - price questions, in stead of immediately offe ring

price concession or taking defensive attitude . Widening the is-

s ues and exploring the real reasons behind the objections to the

price quoted will put the talks on a more equal and const ructive

footing . Only by knowing the cau ses of the impor ter's disap-

proving the offer can an expor ter make a new offer accept able by

impor ter or make other arrangements .

如果出口商所报的价格没被进口商所接受,出口商应做出积

极的反应,开始讨论非价格问题,而不要立即在价格上做出让步,

或采取守势。展开讨论,探索对方不接受报价背后的真实原因,便

可把谈判建立在更加平等和富有建设性的基础上。出口商只有了

解到对方不同意报价的原因后,才能提出新的能被进口商接受的

报盘,或做出其他处理。

5) Constitu ting the P rice Package (构成一揽子价格方案)

After discussing all of the non - price issues, the exporte r

can shift the discussion s in the final stage of the talk to financial

matt ers affecting the price quotation, such as credit terms, pay-

ment schedules, currencies of payment, insurance, commissions

rates, wherehousing costs, afte r - sales serving, costs of rep la-

cing damage goods and so on . Agreement reached on these

poin ts constitu tes the price package . Any change in the buyer

requirements should be reflected in a new price package .

在讨论所有的非价格问题之后,出口商在谈判的最后阶段可

把谈判的议题转向对报价有影响的财务问题,如信用证条款、支付

时间、支付货币、保险、佣金率、仓储费用、售后服务责任、替换损害

货的费用等问题。就这些问题达成的一致协议,构成了一揽子价
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格方案,买方要求做的任何变更,都要在新的一揽子价格方案中反

映出来。

Explanatory Notes on Technical Ter ms

1 . processing t rade —加工贸易

2 . assembling t rade —装配贸易

3 . compensation t rade —补偿贸易

4 .manipulation —操纵

5 . ta rget market —目标市场

6 . home cour t — 主座(谈判地点)

7 . neut ral location —对谈判双方同等便利的中性地点或中立

国

8 . bargain — 提出条件,议价

9 . at the expen se of — 担负费用,在负担⋯费用的情况下

10 .component of marketing mix . — 营销组合的基本因素

11 .quantity discount — 数量折扣

Test Yourself

1 . Comprehension Questions:

(1) W hy do we say that bu siness negotiation pays a basic par t

in conclusion of a cont ract ?

(2) W hat is in te rnational business negotia tion ?

(3) W hat does bu siness negotiation main ly refer to ?
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(4) W hat step s does business negotiation contain and which

are the indispen sable steps for reaching an agreement and

concluding a contract ?

(5) Do you know some special t rades except the impor t and

export t rade ?

(6) W hy should negotiators establish the aims for negotia-

tion s ?

(7) What aim s s hould be estab lished before business negoti-

ation ?

(8) W hen should negotiators accept the third aim ?

(9) What main information should the negotiators get before

negotia tion ?

(10) What does the market research involve ?

(11) Wha t s hould the negotiator do when he knows the a-

genda of his cou nterpar t's ?

(12) What does the phrase "home court " mean ?

(13) What does the phrase "neut ral location" mean ?
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