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UNIT 1: PREPARATION
General ideas about negotiation:
What Is Negotiation?
The term negotiation refers to a strategic discussion intended to resolve an issue in a way that both parties find acceptable. Negotiations involve give and take, which means one or both parties will usually need to make some concessions.
Negotiation can take place between buyers and sellers, employers and prospective employees, two or more governments, and other parties. Here is how negotiation works and advice for negotiating successfully.
KEY TAKEAWAYS
· Negotiation is a strategic discussion between two parties to resolve an issue in a way that both find acceptable.
· Negotiations can take place between buyers and sellers, employers and prospective employees, or the governments of two or more countries, among others.
· Successful negotiation usually involves compromises on the part of one or all parties.
How Negotiations Work
Negotiations involve two or more parties who come together to reach some end goal that is agreeable to all those involved. One party will put its position forward, while the other will either accept the conditions presented or counter with its own position. The process continues until both parties agree to a resolution or negotiations break off without one.
Experienced negotiators will often try to learn as much as possible about the other party's position before a negotiation begins, including what the strengths and weaknesses of that position are, how to prepare to defend their positions, and any counter-arguments the other party will likely make.
The length of time it takes for negotiations to conclude depends on the circumstances. Negotiation can take as little as a few minutes, or, in more complex cases, much longer. For example, a buyer and seller may negotiate for minutes or hours for the sale of a car. But the governments of two or more countries may take months or years to negotiate the terms of a major trade deal.
*Importance: Some negotiations require the use of a skilled negotiator such as a professional advocate, a real estate agent or broker, or an attorney.

https://www.investopedia.com/terms/n/negotiation.asp
The Stages of the Negotiation Process
Regardless of what you're negotiating over or with whom, negotiation usually involves several distinct steps.
Preparation
Before negotiations begin, there are a few questions it helps to ask yourself. Those include:
· What do you hope to gain, ideally?
· What are your realistic expectations?
· What compromises are you willing to make?
· What happens if you don't reach your end goal?
Preparation can also include finding out as much as you can about the other party and their likely point of view. In the case of the SUV negotiation above, you could probably find out how much room the dealer has to bargain by looking up actual sales prices for that vehicle online.
Also, marshal any facts that will help you make a persuasive case. If you're negotiating for a new job or a raise at work, for instance, come armed with concrete examples of your accomplishments, including hard numbers if possible. Consider bringing testimonials from satisfied clients and/or coworkers if that will buttress your case.
Many experienced negotiators consider preparation to be the single most important step in the entire process.
Exchanging Information
Once you're prepped for the negotiation, you're ready to sit down with the other party. If they're smart, they have probably prepared themselves, as well. This is the point at which both sides will present their initial positions in terms of what they want and are willing to give in return.
Being able to clearly articulate your wishes is critical to the negotiation process. You may not get everything on your wish list, but the other party, if they want to reach a deal, will have a better idea of what it might take to make that happen. You will have a better idea of their position, and where they might be willing to bend, as well.
Bargaining
Now that both parties have laid out their case, you're ready to start bargaining.
An important key to this step is to hear the other party out and refrain from being dismissive or argumentative. Successful negotiating involves a little give and take on both sides, and an adversarial relationship is likely to be less effective than a collegial one.
Also bear in mind that a negotiation can take time, so try not to rush the process or allow yourself to be rushed.
Closing the Deal
Once both parties are satisfied with the results, it's time to end the negotiations. The next step may be in the form of a verbal agreement or written contract. The latter is usually a better idea as it clearly outlines the position of each party and can be enforced if one party doesn't live up to their end of the bargain.
Tips for Successful Negotiating
Some people may be born negotiators, but many of us are not. Here are a few tips that can help.
· Justify Your Position. Don't just walk into negotiations without being able to back up your position. Bring information to show that you've done your research and you're committed to reaching a deal.
· Put Yourself in Their Shoes. Remember that the other side has things it wants out of the deal, too. What can you offer that will help them reach their goal (or most of it) without giving away more than you want to or can afford to?
· Keep Your Emotions in Check. It's easy to get caught up in the moment and be swayed by your personal feelings, especially ones like anger and frustration. But don't let your emotions cause you to lose sight of your goal.
· Know When to Walk Away. Before you begin the negotiating process, it's a good idea to know what you'll accept as a bare minimum and when you'd rather walk away from the table than continue to bargain. There is no use trying to reach a deal if both sides are hopelessly dug in. Even if you don't want to end negotiations entirely, pausing them can give everyone involved a chance to regroup and possibly return to the table with a fresh perspective.
What Makes a Good Negotiator?
Some of the key skills of a good negotiator are the ability to listen, to think under pressure, to clearly articulate their point of view, and to be willing to compromise, within reason.
What Is ZOPA?
ZOPA is an acronym from the business world. It stands for zone of possible agreement. ZOPA is a way of visualizing where the positions of the parties to a negotiation overlap. It is within that zone that compromises can be reached.
What Is BATNA?
BATNA is another acronym from the world of business, meaning best alternative to a negotiated agreement. It refers to the next course of action a negotiator may take if a negotiation fails to arrive at a satisfactory conclusion. Veteran negotiators often go into a negotiation knowing what their likely BATNA would be, just in case.
The Bottom Line
Negotiating is essential part of day-to-life, the business world, and international affairs. Regardless of what you're negotiating, being a successful negotiator means knowing what you want, trying to understand the other party's (or parties') position, and compromising if necessary. A successful negotiation leaves everyone satisfied that they have gotten a deal they can live with.
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EXERCISE: Students do all of the exercises in unit 1
ANSWER KEY:
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UNIT 2: SETTING OBJECTIVES
Negotiation is the process by which two or more parties meet to discuss an arrangement that ideally, would benefit all parties involved. Negotiations can occur among individuals, such as between a supervisor and employee, or among larger groups, as well as between companies or nations. Purchasing negotiations are a familiar and are also major aspect of business negotiations, but the process also applies to many forms of partnership building, such as establishing terms for collaborative projects. No matter which type of negotiation you undertake, establishing your objectives in advance will help bring about a favorable outcome.
PRELIMINARY OBJECTIVES
The time to start developing your objectives is before you even sit down at the negotiating table. You and your team should carefully think through what you want to get from the negotiation process. Some objectives may straightforward, such as leasing an office under a standard contract. In this case, you might simply want to sign the contract at the agreed-upon price. Complex projects, however, require deeper thinking as you explore the short and long term implications of your negotiation. For example, your objectives for a major new machinery or software development purchase might cover, in addition to basic factors like price, delivery, warranty and payment terms, such advanced considerations as installation time frames, service contracts, operator training and replacement costs.
BRACKETING YOUR OBJECTIVES
Once you’ve developed your list of objectives, you should review each of them to develop the maximum desired and minimum acceptable levels. For example, when making a major purchase you would likely have a desired price point along with an higher price point that is still acceptable. You would begin the negotiation by offering a price that is somewhat lower than your desired price point, while keeping in mind the higher level to which you might ultimately agree.
Note where it’s possible trade off your objectives. If you’re acquiring an essential manufacturing component that’s needed right away, you may be willing to go to the higher price point in exchange for expedited delivery. On the other hand, you’re more likely to negotiate a more attractive price If you can accept a longer time frame for the delivery because the item isn’t immediately needed.
YOUR NEGOTIATING PARTNER
Knowing and understanding the other person or company involved in your negotiation will help you refine your objectives so that both of you reach a favorable outcome. For example, imagine you are negotiating with a valued employee who pushes for a raise exceeding your company’s current financial limitations. You don’t want to lose this employee, and you do want to provide reasonable recognition for the employee’s contributions to the company. You also know that the employee is a parent of young children, and would welcome the opportunity to be closer to them while working. You might offer a modest raise along with a more flexible work schedule that includes work from home options. This offer may satisfy the employee’s need to feel rewarded for good work, along with the extra incentive of serving family needs.
YOUR CIRCUMSTANCES
External circumstances can affect your negotiation process and should be reflected in your development of objectives. Major influences include the state of the economy, or even simply the market position of your negotiating partner. In real estate, the concept of a “buyers’ market” versus a “sellers’ market” succinctly describes this idea. Tough economic times or slow-moving markets enhance a supplier’s willingness to negotiate on price and other parameters of the deal. In strong economic times, suppliers and contractors often have enough demand for their offerings that they don’t need to negotiate on price, although they might respond in your favor to other points of negotiation, such as extending a service contract at no additional cost.
YOUR BATNA
Having a Best Alternative to a Negotiated Agreement,also known by its acronym, BATNA, gives you an out when your objectives cannot reasonably be met. The BATNA term and concept was developed by the originators of the WIN-WIN negotiating method, Roger Fisher and William Ury, and presented in their book Getting to Yes. Your BATNA is your Plan B, an acceptable option that allows you to amicably cease negotiations and walk away from the table. For example, suppose you're seeking a contractor to work on a project that must be completed in a very specific and limited time frame. You have identified several contractors that would be suitable, but one of them is preferred. You begin negotiations with your preferred contractor, who explains that under the current workload, that they would not be able to meet your deadline. You offer incentives, but the best the contractor could do in the time allotted would be to complete only the first stage of the project. At this point, you and the contractor agree to cease negotiations, while keeping the door open for work on future projects. This outcome was possible because of your BATNA, which is to offer your project request to the other contractors under consideration.
https://bizfluent.com/what-breaks-down-negotiation.html
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EXERCISE: Students do all of the exercises in unit 2
ANSWER KEY:
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UNIT 3: THE MEETING
Examples of Negotiations
Negotiating can take place between individuals, businesses, governments, and in any other situation where two parties have competing interests. Here are two everyday examples:
Say you plan to buy a new SUV but don't want to pay the full manufacturer's suggested retail price (MSRP). In that case, you might offer what you consider a fair price. The dealer can accept your offer or counter with another price figure. If you have good negotiating skills, you may be able to drive the price down to a level where you're happy and the dealer is still able to walk away with a profit, albeit a slimmer one.
What Is the Manufacturer's Suggested Retail Price (MSRP)?
The manufacturer’s suggested retail price (MSRP) is the price that a product's manufacturer recommends it be sold for at the point of sale. Any retail product can have an MSRP, but the term is frequently used with automobiles. An MSRP is sometimes informally known as the "sticker price."
The MSRP is also referred to as the list price by some retailers. Other higher-priced goods, such as appliances and electronics, may have an MSRP as well.
The MSRP is designed to keep prices at the same level from store to store. But retailers are not required to use this price, and consumers do not always pay the MSRP when they make purchases. Items may be sold for a lower price so a company can reasonably move inventory off shelves, especially in a sluggish economy.
KEY TAKEAWAYS
· The manufacturer’s suggested retail price (MSRP) is the sticker price recommended by a product's producer to retailers.
· They are frequently used in the sale of automobiles, although most retail products come with an MSRP.
· MSRP is different from the invoice price, the price a dealer or retailer pays a manufacturer.
· Many retailers will sell products below the MSRP to reduce inventory, attract more consumers, or during a sluggish economy.
· Conversely, some retailers will set prices higher than the MSRP for products in high demand.


Or, suppose you've been offered a new job but don't consider the salary sufficient. An employer's first compensation offer is often not its best possible offer, so it may have some room to negotiate. In fact, a 2016 survey by the CareerBuilder website found that 73% of employers were open to negotiating a starting salary with job seekers. And if higher pay isn't a possibility, the employer may be willing to offer something additional, such as more vacation time or better benefits.
In both of these examples—as in most successful negotiations—both parties have made compromises, while also achieving their principal goals.
NOTES: 
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EXERCISE: Students do all of the exercises in unit 3
ANSWER KEY:
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UNIT 4: PROPOSALS
How to Counteroffer in Business Negotiation
Wondering how to counteroffer effectively when your counterpart makes the first move in a business negotiation? Here are three strategies that will help you meet your negotiation goals.
BY KATIE SHONK — ON MAY 23RD, 2023 / DEALMAKING
Imagine you’ve received a salary offer for a new job that’s less than you’d hoped for, or a client has delivered a “take it or leave it” ultimatum. While there is ample advice available to negotiators on how to make the first offer in negotiation, the question of how to counteroffer in business negotiations often goes overlooked. That’s unfortunate, because how you react to another party’s opening offer will have a significant effect on the negotiation’s final outcome. The following deal-making techniques can help you determine how to counteroffer for maximum effectiveness.
1. Resist Their Anchor.
In a negotiation first offer, the first number or other figure mentioned tends to serves as an anchor that pulls counteroffers in its direction. When receiving a first offer, it’s typically very difficult to ignore the anchor, even if it is completely unreasonable.
For example, suppose you receive a salary offer of $40,000 per year for a job that, based on your research, you believe should have a salary of about $50,000. If you had proposed a salary first, you might have asked for $55,000. But after the hiring manager drops the $40,000 anchor, you are likely to make a lower counteroffer, such as $45,000. Because of this anchoring effect, negotiators are often advised to try to make the first offer.
Wondering how to counteroffer without being anchored? First, resist the urge to respond immediately to the other party’s offer. Ask for time to think it over, and give yourself plenty of time to strategize. Second, make sure you know your BATNA—your best alternative to a negotiated agreement, or the path you’ll follow if you can’t reach a deal with your current counterpart—as well as your target. Aiming for your target, and being sure not to accept anything less than your BATNA, will help lessen the impact of your counterpart’s anchor.
2. Try Making Multiple Counteroffers.
Simultaneously delivering multiple offers that you value equally, rather than just one offer, can be a useful strategy in negotiation. When you make multiple offers simultaneously, you convey flexibility and gain valuable information about your counterpart’s interests.
For example, after being offered a salary of $40,000 along with two weeks of vacation and three weeks of work travel, you might make three offers that vary on salary, vacation time, and travel. When crafting multiple offers, be sure that you value them equally as your counterpart could end up accepting any one of them on the spot. More likely, you’ll continue haggling further. But presenting multiple offers can be an invaluable way of determining what issues matter most to the other side—and sets you up for creating value in negotiation by making tradeoffs on issues you value more.
3. Provide a Strong Rationale.
When considering how to counteroffer, don’t overlook the value of a strong rationale. A persuasive rationale can help you re-anchor the discussion and avoid impasse.
In their research, Alice J. Lee of Columbia Business School and Daniel R. Ames of Columbia University compared the effectiveness of two common types of rationales that buyers use when responding to a seller’s opening bid: (1) constraint rationales and (2) disparagement rationales.
A constraint rationale focuses on the buyer’s own limitations, which are often financial. For example, you might respond to a service provider’s high bid by saying, “That’s way over my budget and won’t work for me.” By contrast, a disparagement rationale critiques what the seller is offering. For example, “My understanding is that your services are pretty no-frills. Given what you’re offering, your price seems much too high.”
In their experiments, Lee and Ames found that sellers were significantly more swayed by constraint rationales than by disparagement rationales. Relative to those who received disparagement rationales, sellers who were given constraint rationales also were more optimistic about the odds of reaching agreement and were more likely to recommend their counterpart to a friend. By contrast, sellers may find disparagement rationales to be inaccurate and rude—or they may take buyers at their word when they say they simply can’t afford the deal on the table.
The takeaway: When responding to a seller’s offer, you are likely to get a better deal if you accompany your counteroffer with information about your financial constraints than if you try to diminish the value of what’s being sold.
What other strategies have you employed when determining how to counteroffer?
https://www.pon.harvard.edu/daily/dealmaking-daily/how-to-counteroffer-in-business-negotiation/
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Many people believe that negotiations are "all or nothing," and that there has to be one winner and one loser. Nothing could be further from the truth. While the goal of negotiation is most certainly getting what you want, the fact is that the best deals (the ones that stick) incorporate terms and ideas from both parties.
In this article, we'll provide some tactics and tips that good negotiators use to get what they want. These suggestions may be used in virtually any negotiation process.
KEY TAKEAWAYS
· Negotiating a deal is an essential part of doing business, and relies just as much on personality and soft skills as it does on quantitative analysis and valuation.
· The very first step before sitting at the negotiating table is to prepare. Learn about who you'll be dealing with, do your due diligence, and prepare psychologically.
· When negotiations begin, optimize your strategy based on how the deal will be done: in person; over the phone; or through email.
· Don't accept a bad deal. If your negotiations fail, keep calm and walk away, being careful not to burn any bridges.
Before the Negotiation
Before entering any formal negotiation, it is important for an individual to think about what they want to achieve from the process. To that end, it makes sense to put on paper specific goals or desirable outcomes. Be optimistic. Ask yourself what would be a "home run" in your deal? This could be as simple as the other party conceding entirely to your wishes.
Next, individuals should identify several fall-back positions that they'd be comfortable with that would still get the deal done. The idea is to have thought out as many scenarios as possible.
The next task should be to identify (or try to identify) any potential weaknesses in the opposing party's position. For example, if in a real estate transaction, one party knows that the other party has to sell a certain property or face a liquidity crisis, this is valuable information that can be used in negotiation. Identification of weaknesses is important. That's because it might allow the party that has done its homework to capitalize on the other party's weaknesses and turn negotiations in its favor. At the very least, help both parties to identify an area of middle ground better.
Another pre-negotiation exercise — and it is something that most people don't do but should — is to come up with a list of reasons why their proposal would also be beneficial to the opposing party. The logic is to bring up the key points of this list in the actual negotiation with the counterparty in the hope that the points will advance the cause and/or help to identify some common ground.
Again, using real estate as an example, perhaps one party (in this case a company) could argue that its bid for a particular property is more favorable than others (even though it's lower in terms of dollars) because it is an all-cash offer, as opposed to a riskier financing or a stock swap. By explicitly pointing out the advantages to both parties, the negotiator increases the odds of getting the deal done.
The Negotiation
In-Person
Ideally, each party should identify its goals and objectives at the outset. This allows each participant in the negotiation to know where the other stands. It also establishes a basis for a give-and-take conversation. At this point, each party may offer its fall-back proposals and counter-proposals to hammer out a deal.
That said, beyond the initial back-and-forth of proposals, there are also other things that negotiators can do to enhance their chances of turning the deal in their favor.
Let's use body language analysis as an example.
Was your proposal well received? Positive signs include nodding of the head and direct eye contact. Negative signs include folding of the arms (across the chest), aversion of eye contact, or a subtle head shake as if to say "no." Pay attention next time you ask someone a question. You'll see that more often than not, a person's body language can yield a lot of information regarding their underlying feelings.
By Phone
If negotiation is done over the phone, body language can't be determined. This means that the negotiator must do his best to analyze his counterpart's voice. As a general rule, extended pauses usually mean that the opposing party is hesitant or is pondering the offer. However, sudden exclamations or an unusually quick response (in a pleasant voice) may indicate that the opposing party is quite favorable to the proposal and needs a little nudge to seal the deal.
By E-Mail or Mail
Negotiations done through e-mail or the mail (such as residential real estate transactions) are a different animal altogether.
Here are some tips:
· Words or phrases that leave ambiguity may signal that a party is open to a given proposal. Look specifically for words such as "can," "possibly," "perhaps," "maybe," or "acceptable." Also, if the party uses a phrase such as "anxiously awaiting your reply" or "looking forward to it," this may be a signal that the party is enthusiastic and/or optimistic that an agreement may soon be reached.
· When the opposing party makes an initial offer or a counter-proposal, see if you can incorporate some of those ideas with your own and then seal the deal on the spot. If compromise on a particular issue is not possible, propose other alternatives that you think would be favorable to both parties.
· Finally, a more formal contract reflecting the terms agreed upon during the negotiation is a must. To that end, have an attorney draft a formal contract soon after the negotiation process is completed and make certain that all parties sign it on time.
No Agreement? No Worries
If an agreement cannot be reached in one sitting or one phone call, leave the door open to future negotiations. If possible, schedule further meetings. Don't worry, if worded your request appropriately won't appear overly anxious. To the contrary, it will come across as though you sincerely believe that a deal can be worked out and that you are willing to work to make that happen.
In between negotiations, try to review what took place during the initial meeting mentally. Did the opposing party reveal any weaknesses? Did they imply that other factors may have an impact on the deal? Pondering these questions before the next meeting can give the negotiator a leg up on their counterpart.
The Bottom Line
Not every negotiation can reach a deal that all sides are happy with. Whatever happens, f an agreement can't be reached, agree to part as friends. Never, under any circumstances, burn your bridges. You never know when you might have to cross those rivers again.
https://www.investopedia.com/articles/pf/07/negotiation_tips.asp
What Is Win-Win Negotiation?
[image: win-win-settlements]
Summary
Examine how a poorly implemented win-win negotiation style can fail to deliver business goals and leaves gold on the table.
by Steve Roberts
Ever heard someone say that they “gave away the farm?” Despite our best intentions, we sometimes negotiate too much value away to arrive at an agreement. Even when we enter our talks with high motivations and with a cheery spirit of cooperation, we have to be wary. It’s wise to dip our toes cautiously into the waters to make sure we aren’t about to be devoured by a grinning, hungry shark.
Today, many of us hear that win-win negotiations are all the rage. Academia has in more recent times married win-win to principled negotiation. Yet, it is all too common that most fail to understand that this term represents our achieving a mutually satisfying value-maximizing win-win settlement.
Yes, win-win negotiation is less about the process, less about the “how” of getting there, and more about the destination. That said, this article focuses on how best to get you a win-win outcome whilst keeping your eyes fixed on the elusive win-win negotiation outcome or goal. We are careful to share with you the contexts in which a win-win approach can lose you value in our negotiation training courses.
The Real Win-Win Negotiation Concept
The true meaning of a win-win negotiated settlement is where the agreement reached cannot be improved by any further discussions. So, your outcome cannot be improved for your benefit. Similarly, the agreement for the other side cannot be improved further for their benefit, either. By definition, there is no, or very little, value left on the table, and all creative options have been thoroughly explored and exploited.
NOTES: 
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EXERCISE: Students do all of the exercises in unit 4
ANSWER KEY: 
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UNIT 5: A NEW OFFER
What Does Not Constitute A Win-Win Deal?
Many negotiators delude themselves into believing they follow a win-win approach and settlement when these negotiators adopt many of the strategies described below. However, putting their agreement under our microscope and look closer, these negotiators would be dismayed to discover that they squandered money and wasted resources.
Positional and tactical negotiators love less experienced negotiators who do not yet sufficiently understand “win-win.” Why? Inexperienced negotiators make for easy targets that are easy to take advantage of. This is simply due to a lack of understanding of the win-win concept on the part of the inexperienced negotiator. Crafty, competitive negotiators employing negotiation tactics all too often strip value from the untrained win-win negotiator.
So, what pitfalls can lead your company or team to miss the rich rewards promised by a win-win settlement?
1. One Size Fits All, Win-Win Approach
It’s fine to have a positive mindset when entering talks, but it pays to be realistic. We should avoid getting bogged down into a mentality of “the end justifies the means” by sacrificing resources or funds to secure that agreement. The Negotiation Experts does not advocate win-win in all situations. Some examples where win-win would not be an appropriate commercial strategy to employ would include:
· Hostile or die-hard positional negotiation participants who look at you through win-lose lenses.
· When you’re bargaining the purchase of a widely available commodity type product or service that makes neither a strategic impact upon your business nor carries a large price tag.
· For distributive business negotiations with one or two variables. There is no room to maneuver, and the side with the more powerful cards will win (skills being roughly equal).
2. Compromise
Many people falsely believe that compromise is a positive approach to gain a win-win deal. This is plainly incorrect. If you look at the definition of the word “compromise,” it means: “A settlement of a dispute in which two or more parties agree to accept something less than they originally wanted.” If one or both sides agree to lower their aspirations, this is hardly a win-win outcome, is it? (Note: Overambition in aspiration due to lack of experience or research is the subject of another article.)
3. The Relationship
Possessing the desire to create a durable relationship in a negotiation is admirable. However, this admirable trait does not guarantee that you will walk out of talks with a win-win agreement to hand. Mutual relationships are the ideal, with each side creating value for their organization and for the other’s organization.
If you find that you’re getting the short end of the stick over and over again, then think through how the other side perceives you and the negotiation frame that’s been set. Almost everyone agrees that it’s important to have good relations with your business partners. However, few will agree with what “good” really means. It’s best you explore this separately as a company and or team, as assumptions are dangerous.
4. Taking Our Time
Many people are under the impression that if they take extra time to negotiate, a win-win settlement is more likely to be achieved. The truth is that many studies on this very subject have revealed that extra time does not make much difference to the quality of the negotiated agreements.
Winning Strategies
1. Ask Smart Questions
When we enter talks prepared, it is most likely that we’ll only have an educated guess as to the other side’s intentions, interests, and priorities. It is a sad truth that in reality, many negotiators do not ask questions to gain a better understanding of the ambitions that lie beneath the other side’s position.
We need to determine whether we can connect our goals to the goals of the other side. The more we know about the other team’s aims, the more we will be able to put together settlement packages that better address the business goals and priorities of both teams. When we know what’s important to the other side, we can build a beneficial and productive agreement that:
· Doesn’t leave gold on the table.
· Utilizes more resources to the advantage of both sides.
· Can save you from stripping away value by making needless concessions.
2. Play Fair
What do we tell the other side about our goals and interests? Reciprocation is essential in negotiations. We have to reveal our goals and interests to provide a better understanding of how the other side might not only meet their needs but ours as well.
It’s best that we begin at the outset by setting the frame of a cooperative mood to increase mutual interaction. Only then should we progress into fact-finding and option generation. The other side will usually mirror our behavior, the virtuous and less than virtuous.
If we start by openly offering information, others will normally reciprocate in kind. Our initiating the volunteering of goals and interests does not necessarily put us at a strategic disadvantage. Provided we set the frame of reciprocation and gain agreement at the outset, and provided we don’t put all our cards on the table (better to trade cards, one for one), reciprocation will likely prevail.
Of course, if the other side refuses to reciprocate at any point, and refuses to give a valid reason, this should be our red flag to stop.
Tip: It’s a bad idea to reveal your BATNA at the outset.
3. Present Multiple Offers
The best win-win agreements often spring from presenting multiple offers rather than a single offer or proposal. The reason is that a single offer or proposal often has an anchoring effect. In contrast, multiple offers tend to stimulate communication.
Multiple offers will often prompt or nudge the other side into providing vital information about their objectives and the true nature of their business ambitions. Negotiating will be more energetic and productive. This is because several options will likely enhance the possibility of finding even more creative solutions than would otherwise have been possible.
4. Third-Party Assistance
Another innovative strategy to maximize your resources effectively is to use a neutral third party to help both sides tease out all goals and interests. In addition, you can ask this third party to suggest an agreement, or for ways in which to improve your existing agreement. Each side should, of course, have the option to veto the third party’s proposals if they uncover better alternatives. A third-party proposal can bring a number of benefits:
· An experienced negotiation expert will often suggest options and proposals that neither negotiating team thought of.
· Both sides can safely share more sensitive information. Since information forms the building blocks required for creative alternatives, this can open doors that were previously not seen. The resultant outcome is more win-win by leaving little to no gold on the table.
· Trust is fostered under the experienced independent third party’s direction. Often, sides don’t share suspicions openly with each other. This format of negotiation is conducive to sharing doubts.
· Mistakes are mitigated against, with a third party looking out for both sides’ interests. This prevents one-sided gains and fosters a free-thinking creative process and, of course, reduces risks.
Conclusion
We should appreciate that not just any agreement leads to a win-win scenario or outcome in negotiations. In reality, very few negotiations reach this aspirational and theoretical ideal. Time constraints all too often straight-jacket how long and far we can explore. Attitudes, positions, and skills set invisible boundaries that constrain what we see as possible.
Win-win deals are more likely when set up correctly through effective use of framing, research, and building relationships at the right levels. If a win-win approach is appropriate, it’s essential that we remember to pursue a win-win agreement for both sides.
Resource: Our win-win negotiation case study illustrates many of the above points.
https://www.negotiations.com/articles/win-win-settlements/
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EXERCISE: Students do all of the exercises in the unit 5
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			UNIT 6: DEALING WITH DEADLOCK
Dealing With Deadlock
Collin Schaefer
Attorney at Ogden Glazer + Schaefer
Published Feb 24, 2017
"Sure 50\50 ownership is fine," the potential clients said to me as they looked across my desk - nervously catching each others glances through the corner of their eyes. "We haven't really talked about it, but I guess its fair. Do you think that's best?"
Entrepreneurship is my jam - I love it! Over the past few years, I have met with many nascent entrepreneurs - all with various legal and business related questions - but, on the subject of how equity should be split - their questions usually take the form of the example above. This post deals with ownership of equity in a new business, and specifically, how some equity decisions will lead to deadlock and therefore, require carefully planned mechanisms to defeat it and bring about a resolution.
What is Deadlock?
In the context of a business, "Deadlock" means that a majority (i.e. 51%) of those shareholders with decision making power cannot come to an agreement in regard to a choice that needs to be made for the Company. This kind of situation doesn't come up all that often in the totality of business disputes - but in the context of a new company, especially a closely held company with few shareholders, the likelihood is pretty high
How and Why Does Deadlock Occur?
Deadlock occurs when the equity in a Company is split so that no shareholder has majority control (51%) and therefore, coalitions between them (i.e. agreement) are required to make a decision. If there is no agreement, there is no decision, and therefore, deadlock. But why deadlock occurs is the important question,
In my experience with new entrepreneurs - the biggest reason deadlock occurs is because the shareholders in the Company fail to discuss their responsibilities and expectations - and to avoid that (oftentimes) uncomfortable conversation, they agree "just to split it down the middle." Meaning, everyone has to agree, and nobody is clear about their roles - not a recipe for success in friendship or in business.
How To Avoid Deadlock
There are various solutions to avoiding and\or dealing with deadlock, here are a few to think about:
1. Make someone the majority shareholder. If someone owns 51% of the Company, deadlock cannot occur (unless a Super Majority or Unanimous consent is needed for some actions of the Company.)
2. Designate a Manager - To reduce deadlock, and to make decision making easier - the Company might consider appointing a "Manager" who is tasked with day to day decision making - and has the power to do so. If only larger Company decisions are subject to Majority Consent (rather than ALL decisions), the likelihood of deadlock is reduced,
3. Create A Deadlock Busing Process - Maybe 50\50 ownership and not designating a Manager are right for your Company - if that's the case, you should discuss what will happen in the event of (the inevitable) deadlock. The process can be as complicated or as simple as you wish. Sometimes, clients want to appoint a disinterested third person (like an accountant) to make the final decision, sometimes, clients are happy with a coin flip or Rock Paper Scissors (my personal favorite).
4. DISCUSS, DISCUSS, DISCUSS - The Company will work best when everyone is getting along. The most important aspect of avoiding deadlock is TALKING about it, discussing what everyone's roles and expectations are, and realizing - early on - that disagreements will occur. When those disagreements happen, how will they be resolved - and by whom?
Have these discussions early and often - because the Company's future - depends on it.
https://www.linkedin.com/pulse/dealing-deadlock-collin-schaefer
Advanced Negotiation Skills: Dealing with Deadlock
Deadlock is many negotiators’ worst nightmare. It happens where there may well be a deal to be done but neither side seems willing to move towards the other in order to bridge their differences. If you are not used to this, it can be psychologically very uncomfortable.
In fact, creating deadlock on purpose is a key part of the armoury of hard-ball negotiators. They do it to make sure they have drained every last drop of advantage for themselves before agreeing any deal.  And, because they do this habitually, they are often very good at it. For them, there is no apparent concern at all about being stuck in impasse. They are only waiting for you to blink first.
Analysis
In the last article in this series, on the importance of signalling in a negotiation, we confirmed that if you seem too willing to do a deal, you are almost certainly going to be taken advantage of. Your positon will inevitably be seen as one of weakness.
However, if you are too keen to show-off your negotiating power, you may either frighten away the other side before you ever reach a negotiation - and lose what could have been a good deal; or you will encourage them to come out with all guns blazing, ‘to get their retaliation in first’.
This style of negotiating can be wearying, time-consuming and frustrating. It can indeed produce really bad deals for both sides, or even no deal at all. But, it can also produce spectacularly good results – at least, for one side. 

So how to defend against this?

Ten Tips
1. Decide how badly you want this deal

It may not be worth fighting over. 

Or, it may be well worth threatening to walk out unless they move towards your needs.  This is often a great tactic, but you must walk out if they are intransigent.  (And it is usually smart to leave both parties negotiating space to walk back in, too!)


2. Remember your ‘Must Haves’!

In the first two articles in this series, we stressed the importance of separating your ‘Must Haves’ from your ‘Would Likes’, at the outset. 

This is especially relevant during deadlock. If your ‘Must Haves’ really were just that, don’t let the other side persuade you otherwise!


3. Keep ‘the whole package’ in mind

Deadlock can, nevertheless, arise from quite trivial disagreement.

When this happens, both sides may need reminding what their core objectives really were.  (Including yours?)


4. Reward only their ‘good behaviour’

This means not collapsing when they put extra pressure on you.  That would be to reward bad behaviour!

Note: negotiation is about both sides trading concessions; not just one side donating them.  So make it your Golden Rule: never give something for nothing.  And encourage them to make counter-proposals, rather than just saying ‘No’.


5. Don’t ignore their signals

This can only prolong argument. (See the third article in this series).

So explore their signals, rather than reject their position outright, and consider making conditional proposals. ( Eg: “If you will…, we could consider…”)


6. Agree a change

Change the topic, agenda, venue, team, timescale, or anything else within reason. 
It can be remarkably refreshing!


7. Agree a deadline

This is often how international diplomacy works. 
It also works especially well in more commercial negotiations!


8. Agree a recess

This is one of the most powerful tools possible when deadlock looms. And unlike many may think, it need not be a sign of weakness. 

Quite the opposite in fact.  It can be a great opportunity to make the other side reconsider their position too.


9. Will you need to ‘fight fire with fire’?

Hard-ballers are often bullies, and bullies hate weakness in others.  (That is often why they are bullies.) 

But note: if you want a fight, there will be no place for fine feelings, and you will need to start as you mean to continue.


10. Stay calm

Some negotiators enjoy conflict and actively seek to destabilise the other side emotionally.  Don’t let them!

Stay cool, calm and firm, and don’t play their games of insult, threat or provocation.
Important Lessons

You can’t make another side negotiate a ‘win-win’ deal.  And although deadlock may be created intentionally to achieve a ‘win-lose’ deal (great for one side, awful for the other), it can easily result in either no deal at all, or even a mutually-bad ‘lose-lose’ outcome. 
If this is your natural negotiating style, you will probably be very good at it!  But while you may win some exceptionally good deals, you may also lose many more.  If this isn’t your preferred style however, you are only at a disadvantage if you are taken by surprise and don’t know how to deal with it. 
Far better for all styles of negotiating in fact, and especially for critical longer-term and repeat deals, is to learn how to deal with deadlock professionally and to resist the inevitable psychological pressures that you (or your team) may well not be accustomed to.
The essence of this is to be fully prepared, and one of the best ways is to role-play all possible scenarios with your team beforehand.  Not only will you then understand the other side’s real position far better, as opposed to their rhetoric, you will also find out how best you might respond to all possibilities - and even which members of your team may be the most appropriate to field.
https://blog.vistage.co.uk/advanced-negotiation-skills-4-dealing-with-deadlock
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11 Possible answers:

Our suggestion s to return the excess amourt.
delivered.

tmight be a possibilty to keep the excess
amount and get a discount of 25%.
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Polite
Iwould prefer ..

That is not how we see I
Could you clariy that, please?
Could you explain that more.
fully please?

Imafraid we couldn't agree to
that.

Less polite
Youare wrong.

Thatis totally unacceptable.
No, that s out of the question.
No, 'm not inerested.

I think you should expla
1 don't see the point.
Our experts say tha...

Expressions to slow
conversation down

Let me (just) make sure | understand
what you are saying.

Let's go back and review the situation
Why is that important to you?

How can we deal with/solve this
problem?

Where does your information come
from?
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Making suggestions Asking for suggestions.
Could the problem be solved by .2 Can you offer us any other possibility? |
| Canyou offer any alteratives? What would you suggest?
Clarttes What do you suggest | do?
Does that mean .. > Expressing partial agreement
| Howlimportantis it for you that .. ? Iunderstand how you feel!
| Whats the purpose of this policy? 1 agree with you specifically on ..

[ Yes, you have a point there about...
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Inexperienced negotiators often avoid taking adjourments because
they feel ths might make them appear weak. Experienced negotiators,
however, aren'taffai to cal for a break. They frequently make effective

use of them in order to

« consider a new point or proposal » get out of a circular argument
« reconsider a strategy or objective » slow down the negotation.

When you wish to take an adjournment, follow these three steps:
1 Give areason for the adjournment and state how much time is needed.
2 Summarize the current state of affairs before you go.

3 Withdraw o 2 private area.
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When does Tasha want to meet her team?
Who should be at the brainstorming meeting?
Why are they meeting with Jackson's?

What should Frank bring to the meeting?
How long does it take to make the product?
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Asking questions has two purposes: getting information and building trust. In both cases, it
be diplomatic. Therefore, ask open and indirect questions.

is essential to

‘Open questions: An open question i created by using a question word ke how, when, why, which, who,
etc. Aclosed question, on the other hand, gives you a yes/no or | don't know answer. Open questions will
| g much more information than closed questions. They willlso help you get out of an impasse or
stalemate. In an argument, each side will ry o protec s interests. By using open questions, you show
i the other party you are interested in their concerns. And you can get some very helpful information, too!
|
|

Indirect questions: An indirect question n Englsh s polite an, therefor, helps buid trust. The inirect
question reflectsrespect and politeness, e.5. How did you arive at that igure? s compared to Can you tell
me how you arived atthat figure?

1Fyou wantto buildtrust and get more nformaton, ask open, ndrect questons.
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Closed questions.
s that important to you?
Who told you that?

| whotstheboss?

Will you pay our price?

Direct questions.
Whatis your budget for this project?
What do you mean
Whatis your aim?

Open questions
Why is that so important to you?

Where does your information come from?
Do you have key managers in your
company?

What can you offer us?

Indirect questions
Can you give me an idea of your
Could youtellme...?

How do you think we can achieve ths goal?
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Asking questions. Expressing agreement

Could you tell us why you feel ike that? 1 know exactly what you mean.

How can we reach a compromise? I believe that s correct.

What do you think i a fair way to resolve .7 That seems reasonable.

Your position is very interesting. Can you tell me more? If1 were in your position, | would aso ..

Asking for or encouraging agreement with views

D0 you agree with our position on ..
Do you feel you can accept... 7
1hope you can see our point of view.
Let me explain our position!

Phrases that can appear threatening.
demand

negotiate under duress

issue an ultimatum

beina position of strength
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saying.
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5 Possible answer

Dear Simon,
1 have just iad a most unpleasant conversation with
M Gilbert in New York abou the Student Summer
Games. | believe he has some incorrect information
from an unnamed expert’.His demands range from
moving the Games to another venue to closing down
your factory permanently. He taked abou people.
dyin.

However, he did have one point that, ftrue, would
‘worty me considerably. He caimed the factory would
ot be closing n August as planned, and due to
new order you would be working overtime through
the whole summer.

Therefore, | would like to bring our monthly meeting
forward 5o that we can discuss this telephone call. |
can be n your ofice at 10.30 tomorrow morning,
Please let me know i this is convenient.

Best regards

Maurice
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6 There are two problems:
Problem; old machines
Bennet's position:  stuation better
~factory nspector pleased
~but still need to use old
machines
Bayle's position: unhappy,dissatisfied
Measures agreed: none.
Problem: new contract
Bennet's positon: - must keep to the contract
Bayle's position: - expects the factory to close inthe.
- suggests shiftwork.
Measures agreed: none
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| pagess

9 Possible answers:
1 Canyou tell me ifyou can give us.a 20% discount?
2 Canyou give me an idea of which other British
companies you supply?

3 Could you tell me about your company’s polution
levels?

4 Canyou give me an idea f the pollution s
decreasing?

5 Could you tell me about the age of your
machinery?

6 Could you tell me how you can prove your
company is safe?

1011 was horrified, | speak from a positon of
strength, have no aternative,  insst
2 I would be very happy to meet, | can quite
understand, | am sure that i were ... | am very
interested.., what o you fel..., we need fo
discuss
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B
12 Possible solutions:
The pollution survey finds that the polution levels
are within the EU guidelines.
Head ofice suggests that t supply new machines
tothe factory earler than planned,
 The work can be done in August and on new,
environmentally frendly machines, . not the ones
that produce too much polluton.
~The CEO of the chemicals company offers to
sponsor al the softcrnks the participants require
from the American drinks company.
The TV producer i replaced by his calmer, more
polite boss in the negotiations.
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8 s rrmingvotre mesirgwersocroors

s you are al aware, we have ([0 schedule a meeting) with Jackson's in order to negotat

master agreement.

o make sure we are prepared properly. we should have a brainstorming session to discuss
the details, set up an agenda, and find a date for the actual negotiations.

1propose we mest on 24 June, at 10.30 a.m. Please let me know f the date and time are OK.

Karin: Could you please do some calculations to enable us to set the price range within
which we can negotiate? Additionally, we have 1o talk about acceptable delivery and
payment terms. The quotation was OK, but the tems need to be discussed.

Frank  require althe detals of the qualty report because we have to specify a standard
level of qualty in one of the contract clauses. The proposal from Jackson's shows a
production time o ten working days plus ransportation time. Please let me know the
minimum delivery times to ensure continuous production.

Mira: You researched Jackson's. Would you please oin us and give us some more detailed
nformation on the company?

1 will chai the meeting, but  need someone to take the minutes. Gan you check your
avallabilty and let me know when we mest on the 247

f you have any questions, please contact me.
Regards,
Tasha
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11 Onjune 24" at 1030 am.
2 Tasha, Kari, Frank, and Mirja
3 To negotiate a master agreement
4 Aqualty report
s Tenworkingdays.
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When asking forinformation or help, you can express your request in ether an informal or a
formal way. Here are some examples for both.

Informal formal
Ineed.. Iwould like.
How about Please let me know ..
Whereis/are .. D0you have any details o ..

Do youknow.. Whatis/arethe alemative(s) here? |
Howis . going? Who's responsiblefoin charge of .7 |
Have you got a moment? Canlaskyou favour? |

Can you help me with .., please? |
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Trading through negotiation s the basis of human civlization. Negotiation takes place
when two or more peaple have different views and want different things. They come.
together t try and reach agreement. The negotiator says, in effect:

“Ifyou give me some of what | want, then I will give you some of what you want."

We all negotiate for things each day. We arrange an appointment, sk for better service,
ask for a higher salary, or solve an argument with a co-worker o family member.
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Getting information from business partners s always important, This can sometimes be more
diffcult when negotiating with people from other cultures. For this reason, it s necessary to try
and keep cultural differences in mind.

0 you know these groups?

Those who do one thing at a time. They plan each step of thei negotiations, meetings, and

discussions, and are excellent at organizing their thoughts.

Group 2: Those who do many things at the same time. They are very flexble and prefer to adapt to the
situation. Schedules and agendas mean little to them

Group 3: Those who listen quietly and calmly because respect

Group ;.

Key. These cultures react carefully to

other's proposals. They lsten frs, establish the other's position, and then formulate their own.

However, don't make quick generalzations about other cultures, and avoid cultural stereotypes! Your
business partners will appreciate it
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innegotiation terms, to H - HAVE TO HAVE, | - INTEND, T - TRADABLE.

AHAVE TO HAVE is an essential aspect or outcome for one of the parties in the negotiation. Generally,
there are only one or two in each negotiation. However, they are a must! You must achieve these item:
order for your negotiation to be successful.

INTEND refers to something that isless essential, but sillimportant in the negotation. You might be
prepared to be flexible with respect o these items. You only have a ew of them, .. perhaps two to five.

ATRADABLE item s something you put n your proposal which you believe your partner would like to
have. You are prepared to exchange this item for something which you would like to obain

Before you begin the negotiations with your partner,itis ey important to determine these issues
and decide which category they belong to from your point of view. These issues should be clear toall
members of your negotiating team. The clearer you are about your goals and needs and those of the
opposite party the more effective you can be as a negotiator. As aresult, you are more likely o obtain
the result you want.
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When you decide on your ‘s, ts bt tosetveryclear and targeted objectives. To help you
definethem effctively, t s recommended to set SART goals.

Your objectives must be:

Specific - state exactly what you want to achieve
Measurable - know how much you have achieved
Achievable - choose realistc goals for the given circumstances.
Relevant  find interesting points for both parties
‘Timed - set arealistc deadline.
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This is because .
The reason for . i
..is essential for our customers.

These are the most important points ..

We must have
We have to have.

We need/require ..
We want...

The price must it our guidelines.
Moneyis all important!
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2 Toask for information (underlined expressions):
Please letme know (2)  Can you check
Could you please do letme know
Irequire
To plan a meeting (circled expressions):
to schedule ameeting
setup an agenda
find a date
Ipropose we meet on
we have to talk about
Would you please join us

3 1 negotiation 9 quotation
2 proposal 10 10 spefy
3 toarmange 11 production
4 discussion 12 transportation
5 toprepare 13 chairperson)chair
& tocalculate 14 toinform
7 delivery 15 toproduce.
8 topay 16 meeting
- pages

4 Possible answers:
~Have you got a moment?
Can | ask you a favour? Can you finish offthe
Galculation by 9 o'clock, please?
Can you help me with the proposal, please?
Can you find out the price for me?
~Where s the yellow folder? | need it
D0 you have any more detailson the colours
avalable?
Whoisin charge of the production department?
D0 you know the address of the delivery company?
~Can'you tell me what the word ‘haggling means?
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51 F-ltisonjune 24
F.-She asked him for detals from a report. The

minute-taker has not been decided.

3 £~ The price s not 100 bad.

4 F~They are not as expected.

5 F—She has tolook at the figures again.

6

7

T
T

- pageso
6 Possible answers:
The right price for the goods because price is 2
itca actor.
Short delivery times because it ensures continuous
production in one’s own factory and allows fo ust-




image12.png
in-time delivery.
Product quality because that avoids problems with
the end customer.

- Discounts on large quantites because it gves.
Tasha more scope for profit with her own
customers,

- Good relationship with Jackson's 5 that she will
not have to ook for new business partners.
Fexibilityincase of a rush on certain products.

7 Possible answers:

“We want easy access to transport routes such as
motorways and ports.

We would like a good pricefor the land.

This s because suppliers are ituated close by.
Future developments complement our products and
ourplans.

~The reasan s that
future expansion.

-Good qualty bulldings that give customers a good
impression are essenial.

We need to buy land.
-We must lease land for along period.

s big enough for possible

e
81 1905 9 England
2 Jackson 10 fall,reduction o drop.
3 grandson it lost
4 Development 12 reduce
5 sales 13 customers
6 David 14 that he wants to develop.
7 Hallam the Asian market
8 Asia
pegena

9 Possible answer

ned business, - Too traditional and
continuity maybe o ed

[ontioity______ maybe old-fashioned__{
Hightechnicalstandard _Financial problems
Basedinfngland  Might move production

to China or import
Jointventure with Bl gy remeinthe.
Chinesepartner _ same?

New partner has good  Possibly longer delvery-
reputation times
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‘Any good business meeting has an agenda. Any good negoltiation has an agenda, too.
Organizing and planning an agenda helps you i three ways:

+ You identify your own issues, piorities, and goals.

2 You identify your opponent’s issues, piorties, and goals.

3 It helps you maintain discipline.

“When you know where you are and where you wan to go, it alot easier to make the trp."
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Have

We must
Our main concern s .
Itis vital/crucial that

I refuse to accept ..

Intend.
Ourintention’s.
1 would like to...

We might ke to...

Tradable
1am wiling 1o accept .. ...

Ithink we will have to agree fo

Itwould be an alterative o...

We can trade ths against ..

Afew things we can compromise on are .
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I1s very important to understand the difference between these three points. Clarfy them
before you finalize your agendal This will help your preparation become effetive.

Issues: The points that actually g0 on the agenda ~what s to be negotiated.
Positions: Your position is what you say you want - what you want to ask for.
Interests: Your interest answers the question "Why?"~ why you want what you wan.

It's essential to analyse these points from your side as well as from the opponent's side
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Do you have any points you wish to add?
From our point of view there are some points missing.

you have any specific points you would like to include, please ..
15 adding ... OK with you?
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Arranging a meeting Agreeing the agenda
1am calling to arange the ... meeting.

Who will be coming from .. 2/Who willattend from ..
Let's meet on/nex.. . has a lower priorty.
How about .. 2 Or ...  better time for you?

| Could you confirm...in wiiting, lease?
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There is much more to culture than what we see. Many experts compare it to an iceberg. Like an icebers,
culture is not tatic. It shifts and drifts around. It has two parts. Above the ‘waterline’ are behaviours -

body language, gestures, actions that we see. However, below the ‘waterline’ we ind values, beliefs, and
norms as wellas cultural assumptions, which shape the behaviours we see. Understanding culture under

the ‘waterline'

ne key to becoming a successful international negotiator.
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4 Possible answers:
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3 1 F-Shelis happy forthem to appoint the
chairperson.

2 F-She wants the meeting o be held on 18"
February.
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4 F—She thinks the marketing department should
bein Latvia.
5T
6 F~She wants 10 close asfew Biitsh branches as
possible.
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3 Public 7 combining
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saUnderiined phrases:
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Iohannes and | think it is important
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I refuse to accept
This might mean that
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+ Apologies for absence

Appointment o Public Relations Consultant

Marketing Department

Notification of customers.

Corporate centres.

Branch closures

Advert

Corporate image and branding

9 Computers

10 Callcentres

1 A0B

12 Date of next meeting

7 1 December 19"
2 February 11% in London
3 No, they have asked i tere are .
4 Hef reason s that no agenda had been received.
5 January 27

 pagezo
8 Meeting details
Date: February 15"
Time: 9.00 a.m.
Place: Oracle Bank Board Room
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Formal opening sentences
1am wiiting o confirm ..

This s to confrm.

Following our telephone conversation ...
Following our recent discussion:
Attached you wil find...

Formal closing sentences
ook forward to meeting/seeing you

Ifyou have any queries, please contact me at ..
It wilbe nice to see you at the meeting in/on ..
Do not hesitate to contact us
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—

Formal questions to confirm details ‘Adding ina final point and justfying it
Could you please confirm that you have received | believe we will need to speak about .. as well.
the revised agenda? has reminded us that we must discuss ..
Does the agenda meet your needs expectations?  because ...
Do you agree with the other tems? Ithas occurred to us that we need to add .. to
‘Shall we move forward on this basis? the agenda.

‘must be discussed because
Closing expressions

i e Could we put....on the agenda after point

Itwillbe nice to puta face to a name.

At the beginning of the negotiation, go through the agenda and ask for agreement.
A clear agenda that both parties agree to s very helpful in keeping a negotiation effective and concise.

The agenda elpsboth partes i three ways. |
« sets a positive atmosphere. It is the fist agreement both parties have reached! |
* prioritizes the points to be discussed and provides a clear timetable. ‘

= allows both sides to include a points to be discussed.

Don'tunderestimate the power of the agenda. It saves time and builds the relationship!
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s to reach them. In addition, be sure to let the

Define your goals! The clearer they are, the easier
other party know exactly what you want.
Here are four questions you can ask yourself to check how REAL your goals are.
Canyou Rate them?  How important are the goals? - What priorities do they foflow?
A they Exact? How cearly defined are the goals?~ Can you measure them?
Are they Achievable?  How realistic are the goals? - Can they be reached in th time frame?
Arethey Logical? Do the goals make sense for both parties?
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How do you do? (answered with ‘How do you do?)
Very pleased to meet you.

It a pleasure to meet you

May lintroduce .. He/She s

This s .. He/She heads ou

Have you met...?
1 don't think you have met
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The way business cards are exchanged varies

from country to country and can set the tone for

the rest of the business relationship. When |
‘someone hands you their business card, make a

g00d impression! Take the card while thanking
the person. Then read the card, before putting it
away. It not only shows that you are interested;;
also gives you a chance to leam something about
the person and the company, which, in turn, may
help you to understand the person better! If you
grab the card and simply place itnto your pocket,
You may show disrespect.
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21 No 4 Don'tknow
2 Yes 5 Don'tknow
3 N0 6 Don'tknow
 pages

3 1 Thisis to confirm the date of the next meeting.
2 Following our telephone conversation there are
stillafew open pointsfor the agend.
3 Attached you will find a summary ofthe current
financal status of the company.
4 1100k forward to meeting you and discussing the
topic with you.

pegeas
4 caller - Mark Taylor
company - Bookmark PLC
comments - Agenda
‘Added pricng before adver
Other arrangements agreed
contact - Mark

5 .. have received the revised agenda
on ths basis
- has reminded us that .
Tiook forward to meeing you

230pm January time
aaopm  .time Monday

threegiciock  the morning
theweekend  the aftemoon
lnchtime | 2010
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7 1 We will meet on Wednesday at 5.00 p.m.
1am going to see my boss on an important matter
3 1do not ke wrting emals at night. I general |
prefer working in the morning.
Where shall we go at lunchtime on Monday?
1fyou cannot be on time, please give me a call.
The meeting will be hld at our headguarters in
my offce on Tuesday afternoon.

| pagez

9+ Bookmark's main goals are the following: ) get
quick agreement,b)take on theirbetter quality
ties, ) have Books to Go organize a joint
website and contrbute to th costs, and d) access.
Books t0 6o catalogue of self-help and business
development books.

2 Books to Go's main objectives are t0.3) get some
money from Bookmark's or the website, b) get
Books 0 Go' books nto Bookmark's marke, and
) geta good deal on the st of nonfcton tfes.

3 No

4 Bookmark

5 Books 10 Go

1018 20816 328G 4B sb8

11 Heisawebsite expert
2 Heis Operations Director.
3 He wants to explain how ong he has been inthe.
Internet business.
4 Yes.
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12 May | introduce ... He is
How do you do?
Very pleased to meet you.
Itis  pleasure to meet you.

~ pageas
w1 putup 4 fallinwith
2 come up with 5 look forward to

3 goalong with

s1e 2¢ 34 4b sa
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A proposal is an offer made by one party to the other. Proposals can be made i written and/or
verbal form. They provide the basis for the negotiation and a possible settlement, .. the deal,
A successful proposal is one tha results in an agreement.

A counterproposal offers an alternative proposal that may suit both parties. This can happen
when one party efuses or does not agree with the original proposal.
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1/We propose is correct isn'tit?
1/We suggest Canyou tell me how...?
How about .. Is it alight with you if
Would it be possible Would it be possible
How do you feel about .. ? It seems_.. What is your opinion?
Would/Could you consider .7

Would/Could you accept... 7
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In every negoltiation there are both verbal and non-verbal signals. A gesture is a non-verbal signal.
Astatement, on the other hand, is a verbal signal. When you say ‘Yes, | am interested', you send a
verbal signal. It can be a very clear and direct proposal (‘How about a 5% ncrease?), or it can be a

hidden and indirect statement (1'm afraid that's not possible at the moment’, which means
*Perhaps we could talk about thislater’). Some verbal signals (e.g. "Hmmt’) just show that you are
teningto the other speaker.
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Expressing possibilties/probabilities Expressing impossibilities improbabilties
Its possible/probable/conceivable (that) . Itis impossible to

There is a possibilty (that) .. Itis out of the question

Itmay be Unfortunately that cannot be done!

It could wellbe that We can rule out the possibility o

Inall probability Itis doubtful whether/if
Itis to be expected .. Itis (hardly)likely .. |
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The expression BATNA was invented by R. Fisher and W, Ury i their book Getting to Yes.
It stands for Best Alternative To a Negotiated Agreement. It means that you know what
you will do f you do not reach an agreement. The clearer your BATNAIs o you, the
stronger you will be at the negotiating table, because you will be able to demand from
the other party exactly what you want. The principal advantage of knowing your BATNA s
that you will know when {o stop negofiating! However,also estimate your opponent's
BATNA - and you'll estimate their power, oo.
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We often use I sentences to express requirements and their possible results.

Possible results
then we can save time and money.”
then we can store more goods.”

then | will be able to catch the bus.”

Requirements
IF we agree to that,
“Ifthere is space,
IFleave now,

L
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Body language can never be absolutely
straghtforward. There are three reasons.

+ Agesture may be physical and have no
psychological meanin. If you scratch your
nose, you may be feeling dishonest,
uncomfortable - o it may be that you just have
anitch,

The interpretation of agesture s often very.
vague. You may notice that when someone
touches their face, it s a sign of nervousness.
But nervousness about what? Only the context
cantellyou.

3 People are not naive. They may deliberately
change their body language to convey the
impression they want o give.
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UNIT 4

3

+ One shipment for all the goods
2 Production time of 15 working days and

four days for ranspartation P
3 Pick-up by customer

4 Part shipment 3
5 Delivery by ar freight

6 Deliveryof three (not four) shipments ~~ CP
7 Working onger hours 3
8 Production time of 15 working days and

two days for transportation
See transcript on page B2

1F 2T 3F 4T 5T 6T

.

Possible answers:

+ - How do you feel about delivery witin ten
‘working days?

Is it alright with you f we delver within ten
‘working days?

2 -1 propose working two sifts instead of hree shifs.
You suggested working in two shfts instead of
three shifts. This s correct, is't 17

3 - Would delivery in part-shipments at seven-day
intervals be an alternative?

Can you'tell me how you would arange delivery.
at seven-day intervals?

4 - We suggest delivering larger amounts i fewer
shipments. Whatis your opinion?

How do you feel about delivery i lrger amounts
and fewer shipments?

5 - Can you imagine a delivery of one shipment?
Can you tel me how you delver i one shipment?
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§ Possible answers:

1 suggest using a diferent forwarder.
How about a shorterdelivery time?

Can youtell me how much shorter the delivery time
would be?
Would regular shipments every six weeks be an
alterative?
Can youtell me how you willransport the goods?

 pagess

6 1 Could you imagine increasing the order amount
by 10%

How 40 you feel about 500 pieces per order?

Can youtell me how the goods are stored?

How about ransport by rail instead of by truck?

Is it alight with you f e l0ad in a container?

Would sea feight be an alterative?

Whatis your opinion on a part-shipment?
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7 1 talked about
2 unable o accept
3 not going.

4 notan option
5 Maybe

s
81 expectation
2 imagine
3 unfortunately

4 propose
5 proposal
¢ doubtl
7

0
B
"

youcando
Maybe we can
we cannot

that means no

altemative
unlikely
alterative
possivilty
opinion
question
expect

oxukimis

CEw




image41.png
101 nothing/notalot 6 three containers
2 shipping time 7 save time and money.
3 1sworkingdays 8 run more smoothly
4 three shifts 9 production planning
5 storage

| pagesr

B1d 25 3b 4f sc 6a 7e

2

I win the lottery (ther)  can stop working.
I can stop working i | win th lttery.

1fwe getall our work done, (then) we can g0
home early.

We can go home early ifwe get all our work done.
 fwe get the order, then) we'll have to work
three hifts a day.
~We'l have to work three shits a day if we get the
order.

1f1 8o to the meeting in London, (then) | can also
visitthe rade far.

I canalso visi thetrade fair if | 5o to the meeting
in London.
Il do the esearch, then) 1 will have to work all
‘weekend.
~Iwillhave to work allweekend i do the
research.

Ifattend a PowerPoint course, (then) | can
prepare the presentations mysell.

1 can prepare the presentations myselif | attend
aPowerPaint course.

Ifwe al go together, (ther) we can save 3 ot of

money.

~We can save a lot of money ifwe all go together.
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| pagess
14 See transcript on page 83.
| pagesy

15 Possible answers:

+ 15t possible tofinish production tomorrow? - It
could wellbe that we wil inish production
tomorrow.

2 How about building a new production hallz -
Unfortunately that cannot be donel

3 Can we have this fabric i pink? - I i impossible
to.dye this fabric pink.

4 1 have 10 speak 1o the boss about this now! - am
Sorry butit i unlikely he is gong to answer is
phone at the moment.

5 Can you check stock evelsfor a blue notebook? -
There is 2 possibilty they are sold out already.

& Ave you proposing to double delivry quantity? —
It may be the only way to solve the problem.
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Clarifying information Expressing opinions.
Do you sugest... 7 In my/our opinion .
Are you suggesting that From my/our point of view ...
00 you mean...? We are talking/speaking about .
Does that mean .. 7 1am/We are of the opinion that
If1understand you correctly . 1/We strongly believe/feel that ...
What do you mean by ...7 1am confident that ..

1/We imagine it something like
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Hard Bargaining: In hard bargaining, each party ties to achieve their aims without making
concessions or making only few or small ones. The aim i to “beat'the other side. This style leads
to.awin-lose scenario,.e. one side wins and the other loses. Often, the result s a stalemate,
which results in a lose-lose situation.

Soft Bargaining: In soft bargaining, the parties ry o reach an agreement by giving concessions

very frely. The soft bargainer often makes proposals very quickly and says ‘yes' rather soon. This
type of negotiator i often afraid of hurting the other party's feelings.

Principled Negotiating: In their book, Getting (o Yes, Fisher and Ury introduced thistem. It refers
102 style which focuses on discovering the interests behind the position. The principled
negotiator separates the person from the issue and concentrates on mutual gain in order to reach
agreement. In short, it leaves both sides with a sense of achievement, e. a win-win situation.
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Responding to proposals Suggesting solutions.
| There are several options ... 1/We could imagine ..
That would depend on ... 1/We think we should .
Now that you mention t, Iwas/We were thinking that
Considering this, /we would ... Itwould be helpful/an option
| It sounds like an alternative It might be possible to/a possibilty ..

From my/ our experience, the best way
Do you think we can/could .. ?
Could the problem be solved by .2

option/possibi
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+ Task conflct: Different cultures can view a task differently. For this reason,
task, outline its particular features and the intended results.

2 Procedural confict: Difficulties can arise due to differing conceptions throughout the world with respect
o hierarchy, communication styles and problem:solving guidelines. Therefore, how the job is done must
be clearly defined and agreed to throughout the project.

3 Interpersonal confict: Socia identity s key. Peaple who look similar o us, speak like s and agree with
our views reinforce our identity. Iterpersonal conflctarises when we lose face i front of people of a

ilar background. This may threaten our social ide

is important to clarfy the

As aresul, keep in mind that information sharing, common understanding and management support are
essential n orderto achieve success.

‘amulticultural team there are three basic diffcultes a leader faces. They are:
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fyou want to succeed in a negotiation, ind out as much as you can about the needs and concerns that
underlie a party's position. learly, different nterests wil generate different results

Therefore, be aware ofthe following:

* Cultural background affects the relative importance of specific points. Know as much as possible
about the culture of the party you're dealing with

« Dor't underestimate the importance of particular interests fo the other party. Interests are the
reason why claims are made and rejected.

« Use questions (L. who, what, when, where, why, how) to gather information on i

erests.
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UNIT S
 pages

1 1 We are talking about
2 I strongly believe
3 There s a simple explanation
4 What do you mean
5 iflunderstand

peseaz

2 Clarifying information
Wnat do you mean by .
161 understand you correctly
Expressing opinions.
Weare taking about
strongly believe that .

31 abonus
2 additional perks

Possible answers:
~What do you mean by aditional benefits?
1f1 understand you correctly you are saying that an
additional perk s an alternaiive?
stronly believe that aditiona fringe benefits are
anopion!
Vimagine we ae talking about a diflerent kind of
bonus here

4 1 C Buying anew car?Inmy opinion, a new engine.
isstllcheaper than a new cart
2 A Round? That i expensive,but | imagine is
Someting e a Sauare oo,y hesper
3 8 ot enough information? Does that mean |
have to give a more detailed explanaion?
4 A |understand you thnk it expensivel Another

option would be to make it smaller

5 C T catbefed? I understand you corectly,
Vauaretling me hat Teed  new compute

6 B Oh dear, we are talking abou completely
rewiting the documentation or e coure

7 B More eedback? Do you think we can spiit the
work between three people Instead?

8 A Something cheaper? Are you suggesting
looking fo a different type of material?

9 C IFyou could help me with this mater, | could
Sortthe cheque out traight away.
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| pageay

1 Are you proposing to hlp out at the meeting?

2 We believe the goods are fauty.

3 Does that mean we have to move to Nottingham?
4 Do you mean you will heck on the details?

5 We strongly believe we can work this out.

6 We are talking about a increase of 10%.

 pageas

61 suggest 4 Company
2 present 5 holiday
3 payment 6 Breakfast

| pagess

7 Possible answers:

4 Could the problem be solved by an additional
payment of 3.5% nto a pension scheme?

2 Tihink we should look atthe private use of the
company car.

3 1 could imagine an additional three days' paid
holiday.

4 I was thinking that a company-paid language
course could be an alterative.

5 Itmight be.a possibilty o look at vouchers for
breakfast and lunch n the canteen.

6 Itwould be an option to use the itness and child
care faciites forfree or altemativey, have them
subsidized.

paseas

8 Possible answers:

+ An additional monthly payment of 3.5%nto @
pension scherme.

2 Company car can be used prvately.

5 We were able to work things out.

2 Letus get down to business.

3 Itwould certainly be an altemative to .

4 Sofar we have established three alternatives ..

5 We have two possibilites but could you
imagine ..

6 Inmy opinion that sounds ke an option.

f 2a 3¢ 4e 5d 6b




