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HHOACHUTEJIBHAS 3AIIUCKA

Ienb mocoOus — pacuiMpeHue S3bIKOBBIX 3HAHWH, CIIOBApHOIO 3araca,
COBEPIIICHCTBOBAHNE HABHIKOB YCTHOM M THUCHMEHHON pEYH, Pa3BUTHE
HABBIKOB TIEPEBO/Ia OPUTHHAIBHOTO aHTIHIICKOTO TeKCTa MpodeccrnoHalb-
HOM HaINpaBJIEHHOCTH.

Hacrosimee mocoOue SBISIETCS KOMMYHUKATUBHO U TTPO(ECCHOHATBLHO
OpHEHTHPOBAHHBIM, €T0 TEeMaTHKa COOTBETCTBYET MpPO(heCcCHOHATBHBIM
WHTEpecaM U 337jadaM CHeIHajicToB B chepe MUPOBOH SKOHOMHUKH. 3aa-
HUS HANpPaBJICHBI Ha ()OPMUPOBAHUE 3HAHWN, HEOOXOIUMBIX B MPOQECCH-
OHAJILHOU JICSITEIbHOCTH.



UNIT 1. PLANNING AND PREPARATION OF NEGOTIATIONS

Task 1. Read and translate the text. Pay attention to the im-
portance of planning and preparation of negotiations:

NEGOTIATIONS. PLANNING AND PREPARATION

Successful professional negotiators agree on one thing: the key to suc-
cess in negotiation is preparation and planning.

There are at least two levels or stages of preparation for negotiation.
One involves getting ready for a specific negotiation, when we want to
learn more about the other party, the situation we face, and so on. The oth-
er involves making ourselves ready to negotiate at any time.

Both experience and research findings indicate that a negotiator’s
commitments to (1) gather information, (2) set high goals, and (3) take
risks produce higher settlements. The chief executive should clearly de-
mand these commitments of negotiators, then follow through in providing
the time, resources, and atmosphere for their development.

Gathering Information. Commonly, negotiators underestimate their
own power and overestimate that of the other party. Knowledge is power
in negotiations. The more a company knows about its own position, that of
the other party, and the marketplace, the better is its bargaining position.
The chief executive can facilitate information gathering in two ways. The
initial meeting with department managers helps serve this purpose.

It is important that the negotiating team follow through by expanding upon
and using these channels of communication. Second, the chief executive of-
ficer can install a framework to guide the team in its overall preparation.

The approach must be flexible. In certain situations, some stages will
become more or less important; others may have to be added.

e The Company. Study its situation and concerns, including the needs,
strengths, and limitations of each department and how each will be affect-
ed by various negotiated conditions. Brainstorm for alternative solutions.

e The Other Party. Study its situation and concerns. Project possible
strategies, questions, and alternative proposals it may raise during the
talks.

o External Trends and Developments. Place the negotiations within
economic, government, and social contexts. An upcoming labor contract,
for example, will be influenced by other settlements in the industry.

e Opportunities for Mutual Gain. Negotiating is not all conflict and
competition; two parties get together because of complementary needs.
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The outcome, therefore, should benefit both parties; even if they never
conduct business together again, they still must carry out the terms of the
agreement. Look for issues that lend themselves to cooperative problem
solving.

Top management is rarely directly involved in this technical, fact-
finding stage. However, once information has been collected, management
is responsible for helping place it within the context of long-term company
goals. This placement leads, in turn, to the development of strategic objec-
tives and the setting of specific goals.

Setting Goals and High Targets. Effective leaders are those who lift the
aspirations of their followers from lower to higher goals. This observation
by Abraham Maslow applies to the leadership role of management in ne-
gotiations. Research indicates that a negotiator’s commitment to high tar-
gets is a key factor in results. The crucial word is commitment. High tar-
gets should not be unilaterally set by the chief executive officer because
this may cause resentment in the team. The chief executive is supposed to
state broad objectives.

In summary, the role of the chief executive officer in negotiations is a
complex one that demands many executive skills: providing the necessary
overview and conceptual framework, organizing staff and team, helping
plan and make decisions regarding priorities and objectives, and motivat-
ing negotiators to achieve them.

A Framework for Analyzing Issues. In larger organizations the chief ex-
ecutive officer can provide the team with a framework to guide the analy-
sis and development of goals.

Few negotiable issues can be ranked neatly in order of priority. Often
however, they lend themselves to general categorization. The team can put
each issue into one of the following categories:

e Essential.

o Desirable.

e Tradable.

For each quantifiable issue, the team can plan:

e A high target price or demand.

¢ A minimum offer that the company would accept.

e A starting price.

¢ A cogent reason for that price.

The importance of this comprehensive analysis cannot be over-
emphasized; company negotiators must have a facility with the issues that
allows them to understand and deal with the varied combinations the other



party may present. In addition, the analysis of issues will help the team
prepare its own alternative strategies and package proposals.

The chief executive must instruct the team to preserve flexibility. The
negotiating process is dialectical: What one party does depends on the
moves and countermoves of the other. An unexpected concession by one
side may allow the other to change a nonnegotiable demand. Options must
remain open. Although issues and priorities may change, they must always
be understood.

Taking Risks. Few business opportunities can be known with certainty;
instead, they present themselves in terms of relative tendencies and proba-
bilities. This is especially true with negotiations. (If terms were known in
advance, there would be nothing to negotiate.) Reducing uncertainty can
reduce risk. The knowledge gained from the planning and preparation pro-
cesses discussed here should lessen uncertainty for the negotiating team.
There are two additional actions the chief executive can take to encourage
risk-taking by the team. The chief executive has to state that he or she un-
derstands and accepts the risks of planned strategies and objectives. Com-
mitment to high goals also increases the likelihood of stalemate. Every part
of the organization, including the board of directors, if appropriate, must
be prepared for the implications of deadlock.

The Role of Top Management with Respect to Tactics. Certain tactics,
such as the use of publicity or the take-it-or-leave-it gambit, should not be
used without management’s approval. Also, the chief executive officer is
responsible for the ethical and legal standards of those representing the
company and must never condone lying, deliberate misrepresentation, or
illegal acts. A policy based on presentable facts will best serve the interests
of the company. Management should assure itself that tactics used by the
team are in the company’s long-run interests.

Final Preparation. The dry run and drawing up the agenda for negotia-
tions are the final steps in the preparation. Management should direct team
members to hold practice sessions to pool and assess all they have learned
and to anticipate how the negotiations are likely to unfold. Drawing up the
agenda that is, outlining what issues need resolving and the order and tim-
ing of those decisions — presents an opportunity to gain control of the talks.
It is clearly advantageous for the team to suggest an agenda.

Task 2. Read the information about national peculiarities of pre-
paring and conducting negotiations (see appendix at p. 28). Retell it in
English.

UNIT 2. NEGOTIATIONS



Task 3. Skim the text for getting the main idea:
BUSINESS TALKS

If the planning and preparation have been done well, the actual negotia-
tions should go smoothly. The chief executive officer rarely will be direct-
ly involved in the talks and, in fact, must refrain from trespassing. Interfer-
ence can cause serious damage to the credibility and sense of authority of
the team in the eyes of the other party.

This is not to suggest that top management should never sit at the bar-
gaining table. Its presence may be necessary in certain situations, such as
(1) initial meetings, to display interest and commitment, (2) to speed deci-
sions or break deadlocks, and (3) to arrive at an agreement in principle (the
legendary Onassis handshake), with details to be worked out by respective
staff.

Related to this topic is the decision the CEO must make about how
much authority to delegate to the team. Restraint is essential. Full authority
is often a great handicap — history is filled with blunders made at summit
meetings — whereas limited authority gives the negotiator additional time
to think and plan countermoves while checking upstairs for approval. Also,
with limited authority, negotiators can give budget limitations, company
policy, and an adamant boss as reasons for not making a concession.

Generally, a negotiator who has easy access to decision makers and
who can obtain quick and decisive responses will not lose credibility or
power.

Occasionally, a representative of the other party may go over the head
of the team and attempt to deal directly with top management. This can set
an unfortunate precedent. A few years ago the president of a large trucking
firm permitted the traffic vice president of an automotive company to cir-
cumvent his negotiating team and deal directly with him. Not only was the
morale of the president’s team damaged, but also this action established a
pattern in future negotiations for leapfrogging at the first sign of difficulty.

UNIT 3. RATIFICATION



Task 4. Read the text and speak on the process of ratification:
RATIFYING A CONTRACT

When the parties are moving toward agreement, provision usually is
made for periodic noting of progress. In the Paris fashion industry, for ex-
ample, there is a wire around the negotiating room on which daily sum-
maries of tentative agreements are posted. Successful negotiators can sense
a willingness to settle. Often, at this stage, a private meeting of one mem-
ber of each party is held to reach an understanding, the details of which are
filled in by representations of the two teams, subject to further refinement
by legal and other staff groups. These drafts are then submitted to the top
management of each side for approval.

Generally, top management should not be afraid to ratify a contract that
is in substantial agreement with the company’s goals. If an important issue
remains unresolved, a statement to this effect should be included in the fi-
nal agreement. The act of ratification may serve as impetus to work out the
additional compromise.

Often, ratification is simply a formality. If the chief executive officer
has received periodic reports over the course of the negotiations, there
should be no surprises in the final agreement.

Asking questions is an effective way to uncover your opposer’s
thoughts and to assist him in the formation of his ideas. Questions permit
you to channel the stream of conversation in any direction you may choose —
you can make the conversational stream return to you. Questions are not
only a window on the opposer’s mind; they are implements for perception.

UNIT 4. FORMULATING QUESTIONS
Task 5. Read the text and explain how to formulate questions:
HOW TO FORMULATE QUESTIONS

Subconsciously your opposer realizes the tremendous force that is po-
tentially contained in questions. Therefore, if the questioning process is not
handled in an understanding way, it can cause great anxiety in the person
being questioned. This anxiety is a sign that one feels that one’s self-
esteem, self-regard, or person is endangered. If your opposer shows signs
of anxiety during the questioning process, you should do something about
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it — you should act immediately to remove the source of discomfort. You
can progress into another area or eliminate the uncertainty of the question
by making your purpose clear. As Dr. George Gallup points out, “When
you start asking questions, the other person immediately wonders”, “Why
does he want to know?”” One way to help eliminate this doubt is by laying
a foundation for the question in advance. This will help put the other’s
mind at ease, because you have told him what you are going to try to
achieve. You have given him some insight into what you are doing and
why you are doing it.

Creating anxiety can also be avoided by giving attention to transitions.
When it is necessary for you to change subjects, know in what direction
you want to proceed, making sure the shift is smooth and logical. Finally,
be sensitive to the knowledge that the questioning process causes reactions
in the other person’s mind and be aware of his reactions. Comprehend
what you are trying to evoke in the other person’s mind. Don’t ask ques-
tions haphazardly without regard to possible consequences.

Some people have divided questions into categories: what questions to
ask, how to phrase them, and when to ask them. They have said, for exam-
ple, that if a question was put one way you might get a worthwhile contri-
bution; put another way, however, the question might infuriate or confuse
the opposer or cause him to pull away. Let us consider these arbitrary cat-
egories briefly.

What? Questions should not offend. They are not disciplinary
measures, nor should they show signs of leadership. Questions should be
relevant to help form new meanings and insights and help provide new
“experiences.” “When an employee comes in late and you say, “Do you
know what time it is?”” you do not really want to know what the time is,
you want to discipline him, you want to show who is boss. An entirely dif-
ferent way to handle the situation is to start by asking, “Do you have any
problem that is causing you to be late, and can I help with it?” Perhaps dif-
ficulty at home has caused his tardiness.

How? Questions should be nonforcing; they should not put a person in
a spot. St. John reminds us, “It is the modest, not the presumptuous inquir-
er, who makes a real and safe progress.”

If you are dealing with a question concerning the future, it is important
that you recognize what you are looking for: Are you asking in terms of
evidence or in terms of estimates! The one asks for facts, the other for
opinion. Finally, phrase your questions so that the answer that you want is
easier.

When? If you want to gain control of a conversation or overcome an in-
terruption, a question can be used. First, incorporate the interruption into
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your next question. Let us say a telephone call from the buyer’s wife inter-
rupts a 15-minute sales talk just before the close. You cannot start the sales
presentation all over again. You might say, “Look, the big decisions we re-
serve for our wives, but we still have to make the little business decisions,
don't we? We still have to decide whether to buy 300 tractors this year. As
I was saying, with 300 tractors...”

Second, if you incorporate the last statement of a group with your ques-
tion, this can lead the group thinking back to where you want it applied.
You will find it a very useful questioning process. For example, you have
called a conference for the purpose of getting some information on produc-
tion problem. For an hour after the conference has started they are still dis-
cussing the supply problem. Try, at the appropriate time saying where you
honestly can, “Jim, can you apply the same insight you have shown for the
supply problem to the production problem?” You have them back on your
track.

What purposes does a question serve in the communication process?
This avenue can provide useful insights and can be helpful in enabling you
to compose questions. Questions appear to be able to be divided into five
basic functions:

e Cause attention. Provide preparatory conditions for the operation of
the other’s thinking. “How are you?”

¢ Get information. Provide questioner with information. “How much is
it?”

e Give information. Provide the other with information. “Did you know
you could handle this?”

e Start thinking. Cause the other's thinking to operate. “What would
your suggestion be on this?”’

¢ Bring to conclusion. Bring the other's thinking to a conclusion. “Isn’t
it time to act?”

There are advantages to this form of approach in considering the ques-
tioning process. Understanding that a question can serve one or more of
these functions allows you to prepare a series of functional questions
which can be used during the course of a negotiation. Having a reserve of
functional questions ready at any time will permit you to direct the stream
of conversation in any manner you want. You can make up several ques-
tions that will help guide your overall strategy. At the same time, under
each individual tactic, have several questions ready for moment-to-
moment guidance. Even where the opposer is doing most of the talking,
you can safely permit this because with the use of a question you can al-
ways obtain conversational control.

Let us consider each separate function of questions:
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Function I. To Cause Attention

When the commuter that you meet asks you the question ‘“Beautiful
morning, isn’t it?” this is more or less devised to break your preoccupation.
Many of the ritual questions (i.e., “How are you?”’) that are asked are under
this function. Here are some specific examples: “Wouldn’t it be wonder-
ful...?” “Would you mind...?” “Could you help me...?”” “By the way, how of-
ten have 1...?” “How many times have 1...?” “May [...?”” “Could you tell
me...?” “If you would be kind enough...?”” You can see that in this function
of questions there is little that would cause any anxiety.

Function Il. To Get Information

These are questions designed to obtain information. Some words that
lead off this type of question are as follows: who, what, when, where,
should, shall, could, is, do, for instance, will. Anxiety can be caused if the
reason for wanting the information cannot be ascertained.

Function Il1. To Give Information

We know very well that many times questions contain and give a great
deal of information in spite of the fact that they might seem to be gram-
matically structured to get information. For example, take the desperation
questions “Why was [ born?”” and “What is there to live for?” These con-
tain a great deal of information which anyone listening to them can readily
understand. Questions can accuse. There is the story of an automobile that
ran down a hill and hit the side of a house. The mother inside immediately
looked for her young son. She shouted the question, “George, where are
you?” A timid voice replied, “Mother, I didn’t do anything.” Other ques-
tions serving this function might be used to bring hidden objections out in-
to the open: “All right, why don’t you want to go?” Some other illustra-
tions are: “Do you like being pushed?” “Was it also ... ?”” “Can any of your
problems be solved?” “Oh, really?” Sometimes you want to sustain the in-
terest of the other person and say: “Have you ever ... ?” Or perhaps you
want to put the listener on the defensive: “Isn’t it so ... ?”” Some words that
are used in these forms of questions are: because, if you, did you, would
you.

The questioning process itself is a way of supplying information. Ques-
tions have a kind of educational force that carries through. They carry in-
formation along with them. People who are asked the same question twice
may answer differently a second time because their attitude has been
changed by having been asked the question the first time. Questions asked
in a certain series have a tendency to carry information — for example, “Is
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there justice in the United States?” “Is there justice for all?” “Is there jus-
tice for the blacks?” Follow-up questions tend to give more and more in-
formation. Anxiety is caused by Function 11l when the replier feels that the
information given is threatening.

Function IV. To Start Thinking

These are such questions as: “Have you ever ... 7’ “Are you now ...?”
“How much would you guess that it sells for?” “Aren’t we lucky to ... 7”
“To what extent... ?” “If I were to ... 7 “Is there ... ?” Some of the words
used in these questions are: how, why, did, would, describe. Anxiety can be
a by-product of the thinking if the replier feels endangered.

Function V. To Bring to a Conclusion

This function can cause anxiety when you want to lead the listener
where you want him to go and where he might not want to go. This may
happen when you start out with questions such as: “Isn’t it true?” “Which
do you prefer?” “Is this the only way?” “Where would you rather eat, here
or there?”

UNIT 5. ANSWERING QUESTIONS
Task 6. Read the text and try to remember the information given:
HOW TO ANSWER (OR NOT) WHEN QUESTIONED

1. Leaving the Other Person with the Assumption That He Has Been
Answered

In the questioning process we deal with two sets of assumptions — those
of the questioner and those of the person questioned. In answering we
should try to handle the questioner’s assumptions and attempt to leave out
our own. An army captain once made the wrong assumption when faced
with a question. He had been in charge of his company’s officers’ club
funds, which he had slowly misappropriated over a long period of time.
While in the PX one day he was accosted by two military policemen. One
put his hand on the captain’s shoulder and said, “Captain, would you come
outside with us?” The officer replied, “Could you excuse me for one mo-
ment?” He went into the men’s room at the rear of the PX and shot him-
self. The MP’s were astonished. They had come in to tell the captain his
jeep was parked by a fire hydrant. He would be alive today, but possibly
behind bars, if he had made an effort to consider the question on the basis
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of the other person’s assumptions rather than his own. He might have an-
swered the MP’s question with a challenging “Why?” and acted according-

ly.

2. Answering Incompletely

An incomplete answer is one in which we cover a much more limited
area than the questioner intends. Let us say you have just had dinner at the
home of a newly married friend and his wife has cooked the meal. The
next day the husband asks you, “Well, how did you like my wife’s din-
ner?” Your answer might be, “She certainly sets a beautiful table. The sil-
ver was especially fine. Was it a wedding present?”

Use restricted meanings to the questions asked. Sometimes in a negotia-
tion if details are presented and both sides are concerned that they could
never agree on the specifics, they will ask questions which are subject to
restricted answers rather than obtain an absolute rejection which they do
not want. When, for example, the question was asked of the manufacturer.
“Could you handle this order?” the manufacturer, considering a restricted
meaning, said, “Certainly we can handle an order of this sort.” Neither side
was asking or receiving an answer to the question of when delivery could
commence.

As previously stated, you should ask questions considering the level
that you wish to receive answers on. If you ask a high-level question you
will probably get a high-order, abstract answer. A lower-level question
will elicit more precise, detailed information. In answering questions,
however, this process can be reversed. When you are asked a high-order
guestion, you can give a low-order answer by prefacing your answer with
“Well, to be more fundamental...” When the question is asked, “How do
you think the disarmament talks are going?” the answer might be “As
skilled diplomats, our representatives are in direct and constant communi-
cation with the representatives of the other side.” A low-order question can
be given a high-level answer, as when asked, “Why didn’t the president of
Columbia take more immediate action against the students when they
started their disruptive activity?” The answer might be “Rugged indi-
vidualism is dead in the United States.” Another method of answering in-
completely is to sidestep the question. Let us say that you are a salesman
and are in the middle of your presentation. At this point the customer asks,
“How much does it cost?”” Your object is not to answer at this time; you
wish to complete your presentation before revealing the price. You might
reply, “The dollar value is what I’'m sure you’re interested in. Therefore,
let me round out the details and present the various costs so that | may
more fully be able to answer your question.” You might also say, “When
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I’ve finished my presentation of the entire article, I’'m looking forward to
asking your opinion of the price.” Sometimes use of the restricted meaning
can be of assistance; tell him the price of the part that is being demonstrat-
ed at the time, then go on with the presentation.

3. Answering Inaccurately

Use an analogy beginning “As I understand your question...” and then
set forth your own version of the question; or begin with “A similar situa-
tion...” and state a situation that you are prepared to compare it to; or set
forth a typical analogy to which you would like to relate the question.

You can also change the question by substituting a different question.
Suggest that you are going to answer and deftly change the subject:
“I thought you might say that, and you deserve an answer. But before I re-
ply, let me ask this question.” “Yes, I agree with the intent of the question,
but let me rephrase it slightly.” If the questioner is still unsatisfied and
says, “l don’t think the answer is pertinent,” your answer might be “Per-
haps you’re right. How would you phrase it?” or “How would you have
stated it?” or “Would you prefer that I put it this way?” or “How would
you like me to say it?”

4. Leaving the Other Person without the Desire to Pursue the Question-
ing Process Further

State many answers without committing yourself to any one. For exam-
ple: “Why can’t we improve railroad service?” Answer: “When we consid-
er shifting population, the change in the economic conditions of people in
various sections of the area, the failure of the state to supply necessary
funds, the federal government’s preoccupation with supersonic jets, labor’s
inclination to give as little for the dollar as possible ...”

State that the answer to the question is that the question cannot be an-
swered: “That’s one of those unanswerable questions.” “The future holds
the key to that problem.” “It would serve no purpose in this instance to
speculate on the future.”

Use humor in answering questions: “Who were the first people to dis-
criminate against you?” Answer: “My parents.”

Don’t answer. The method used can take many forms: You are distract-
ed; you cause a distraction; you intentionally continue creating a distrac-
tion by choosing another question or appointing someone else to answer
the question.

Consider what occurs when a person asks a question. He has problems
too — and look at the interrogator’s problems! He lacks the depth and the
knowledge of the circumstances that the other party may have to answer
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the question and he may even lack knowledge of the vocabulary used to
describe the circumstances that are involved. He may not really have de-
cided on what he wants to know, and he is not at ease in asking his ques-
tion. The inquirer may also feel that he cannot reveal the true question be-
cause of its sensitive nature. He may also have prejudices against various
groups or occupations and consequently may avoid giving a true picture of
his own feelings. And finally, the inquirer may lack the confidence in the
respondent’s ability to deal with the question. These elements must be
considered as natural barriers in the questioning process.

UNIT 6. SKILLS OF NEGOTIATING
Task 7. Read the text and be ready to discuss it:
TACTICS OF CONDUCTING NEGOTIATIONS

Most negotiations are conducted with a view to reaching a compromise
agreement. Both parties together move towards an outcome which is to
mutual benefit.

This is a range of tactics which can help conduct negotiations.

It’s no use immediately discussing business matters. The topic at the
outset of negotiations should be neutral, non-business. It could be immedi-
ate experiences, the sort of journey the visitor has had; football, ice-
hockey, the morning’s newspaper headlines, common interests, etc.

Five per cent of the negotiating time is devoted to breaking the ice. The
two parties adjust their thinking and behaviour to one another.

If you want to follow the reaction of your visitor introduce in your
speech the question — “Agree?”

At the very beginning of the talks get agreement covering the purpose,
plan, agenda of a meeting.

Here is some advice to a negotiator:

o First discuss major items, then minor items.

o Follow the headlines of the plan one by one.

e Come over to the next point after you have resolved the previous one.

There are always differences of view between the parties. Here is some
advice on problem-solving tactics:

e Present a problem in general and obtain the other party’s view on it.

¢ Look together at the possibilities of joint advantage.

e Suggest practical actions to resolve a problem.
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If negotiations are difficult and you are in a deadlock, take time-out.
It’1l help you build bridges between yourself and your partner when you
resume negotiations.

People involved in negotiating:

team leader

production people

financial managers

commercial managers

people with technical expertise.

Words and word combinations:

to mutual benefit K B3aUMHOU BBITOJIC

agenda MOBECTKA JTHS

adjust MpUCIIOCcabIMBaTh

deadlock TYIHK, 0€3BBIXOHOE MOJOKEHHE
expertise OIIBIT

Useful language:

Welcome. How nice to see you. How’s business?

I’m glad to see you got here all right.

Did you have a nice trip?

How do you feel about some coffee?

Can we first agree on the procedure?

I’ve assumed that this meeting will take about an hour.
Excuse me a moment but may we start with...

Let’s exchange information on our respective positions.
We are meeting in the hope to reach agreement in principle.
Is that how you see the purpose?

The issues we need to settle will be...

Any questions you want to clarify?

Does it cover the issues you want to clarify?

Our position on the price is...

Tax exclusive (inclusive)?

That is the price per unit, is it?

How do you justify it?

Have you managed to get the quality put right?

What has been happening to your deliveries?

Our position is...

My understanding is...

My impression is...

That’s how we see it.
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Is that agreeable to you?

Is that all right for you?

What can we do about it together?

We can readily agree on...

We really cannot do it.

Do you have authority to settle the matter?

Task 8. Answer the following questions:

1. What is the purpose of business negotiations?

2. What should be the topics at the outset of negotiations?

3. Why is it important to break the ice?

4. What are the tactics of conducting negotiations?

5. How should parties come out of a deadlock situation?

6. What would you say to your partner at the very first moment of the
talks?

7. How would you break the ice if:

a) you see your visitor for the first time?

b) your visitor is your long-standing partner and you know his family
and his hobby?

8. What would you say at the close of the talks if:

a) you’ve come to a compromise?

b) you’ve failed to reach a compromise?

UNIT 7. NEGOTIATION. INTERNAL BARGAINING

Task 9. Read the text and speak about the importance of negotia-
tions in manager’s activity and their role in fostering a climate of co-
operation:

THE IMPORTANCE OF NEGOTIATIONS
IN MANAGER’S ACTIVITY

Most managers dislike the process of negotiation, believing it to be a
clash of wills from which only one conclusion is certain, both parties will
lose something. But negotiating is a feature of almost every bargain struck
in every workplace.
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Managers regularly have to negotiate — with peers, the boss and subor-
dinates — especially as giving and taking orders becomes a less acceptable
aspect of business behavior.

In theory, conflicts are resolved by reference to who is “right”. Reality
is much more complex, with its systems of favours done and owing.

Internal negotiations are much more difficult than external ones. Each
agent has his/her own idea of what is best for the company. This, coupled
with individual needs and relationships, heightens the potential for con-
flict. The loser in the negotiation may work in the same building, doing a
similar job. The loser may be the winner in the next negotiation, may be a
rival for promotion, a close friend or a bitter enemy.

Therefore, if you don’t have to negotiate, don’t. If cooperation can be
achieved without bargaining or compromise, accept it. Don’t believe that
you have to negotiate every point, complicating the manager/subordinate
relationship by encouraging negotiation of the most trivial matters. It is
your duty as a manager to foster a climate of cooperation.

Task 10. Answer the following questions:

1. What do successful negotiators agree on?

2. How many stages of preparation to negotiations are there?

3. What are the negotiator’s commitments?

4. Should the approach to negotiations be flexible?

5. Is top management involved in the fact-finding stage?

6. What observation can be applied to the role of management in nego-
tiations?

7. Can a comprehensive analysis be used in analyzing issues?

8. Is preserving flexibility very important while negotiating?

9. What factors should lessen uncertainty for the negotiating team?

10. Which tactics shouldn’t be used without management approval?

11. What are the final steps in preparation for negotiations?

12. When is the presence of top management necessary at meeting?

13. Which are the usual procedures of the ratification of the agreement?

14. How should important questions be formulated?

15. What main functions do the questions perform?
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Task 11. Translate the following sentences into Russian:

1. It is important that the negotiating team follow through by expanding
upon and using these channels of communication.

2. The role of the chief executive officer in negotiations is a complex
one that demands many executive skills.

3. Few negotiable issues can be ranked in order of priority.

4. It’s clearly advantageous for the team to suggest an agenda.

5. The more the company knows about its own position, that of the oth-
er party, and the marketplace, the better is its bargaining position.

6. However, once information has been collected, management is re-
sponsible for helping place it within the context of long-term company
goals.

7. Management should direct team members to hold practice session to
anticipate how the negotiations are likely to unfold.

8. The anxiety is a sign that one feels that one’s self-esteem, self-
regard, or person is endangered.

Task 12. Use the following word-combinations in sentences of your
own:

to gather information, a flexible approach, to work out details, to cause
damage, to make a concession, to move toward agreement, to conduct

business, to make decisions, to gain control, to give attention to, to obtain
information, to cause anxiety.

Task 13. Write down as many words as you can which start with
the prefixes in the box:

un-, non-, en-, over-, pre-, mis-, in-, dis-.

Task 14. Match the prefixes in the box above to the words in the
box below:

negotiable, fortunate, danger, come, cover, expect, able, occupation,
appropriate, complete, armament, productive.
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Task 15. The paragraphs of the following text have been jumbled.
Put them in the correct order. The first one has been done for you:

LA | | | | | | | | |

A. Have you ever been involved in formal or informal negotiations?
What was it like?

B. The point of all this is simple: we are negotiating all the time,
whether we realize it or not. Yet, few of us consider ourselves negotiators.

C. Let’s say you are a buyer, and you know the seller has some flexibil-
ity on price, and you have alternative sources of supply. Seller offers you
the goods (it could be services or anything else) for $10 per unit. You
don’t really feel you should pay more than $8 per unit. So, you are going
to try to convince the seller why he/she should move to your position and
sell you the items at your $8 price. Are you negotiating?

D. Ultimately any time you are in a position where you feel you have to
persuade someone of your position you are negotiating.

E. When you are involved in what most people normally consider a ne-
gotiation, what are you doing? Let’s examine. First, are you usually dis-
cussing something with a person with whom you don’t fully agree? Se-
cond, is that person trying to sell you something or vice versa? This is the
typical negotiation scenario envisioned by most people. But when we
break it down, what is really going on?

F. What about when your seven year-old son or daughter comes to you
an hour before dinnertime wanting to eat that last piece of cake. You don’t
think your child should have the cake; it will spoil his appetite. Are you
going to try to get him or her to understand your position? Is your child
negotiating?

G. Negotiation is an important tool for sales, but it is also a skill that we
all use, everyday, in business and in personal life. Some of us use it to bet-
ter effect than others, but it is a skill that can be developed and cultivated
with a little practice and effort.

H. But wait! There’s good news. The truth is that highly effective nego-
tiators are not born, they’re made. Negotiating is an acquired art and skill,
with universal principles underlying its practice.

I. Your boss feels you have done a pretty good job, and deserve a
$2,000 rise this year. You feel you have done a great job and deserve no
less than a $3,000 rise. Isn't this going to be a negotiation in which you
will try to convince your boss of the righteousness of your position?

J. Now let’s look at a few different scenarios.
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Task 16. What makes a good negotiator? What skills should he
(she) have under the belt? Advertise for a sales negotiator and point
out the essential and desirable skills he (she) should have. Exchange
the advertisements. Do you meet the requirements?

Task 17. Your boss feels you have done a pretty good job, and de-
serve a $2,000 rise this year. You feel you have done a great job and
deserve no less than a $3,000 rise. Try to think of all the possible argu-
ments you could give to your boss to convince him of the righteousness
of your position. There are no guarantees that you will not be in the
shoes of the boss yourself. What arguments could you give to your
employee?

Task 18. It’s high time you approached the boss and asked for a
$3,000 rise, isn’t it? Time is money. Don’t waste it!

Task 19. Quiz time. Ask your fellow student the following quiz
questions and then get him to ask you. Do your answers differ much?

What type of negotiator are you?

1. Your aim in negotiation is:

a) to find the greatest area of agreement in the joint interests of both
parties;

b) to win and to make the other side lose;

c) to find the best deal for your side.

2. When the other side is talking you:

a) use the information you are hearing to identify weaknesses in the
other party;

b) plan what you are going to say next;

¢) listen with maximum attention.

3. You think that:

a) part of the available time must be spent socializing and getting to
know the other side;

b) goodwill is important but the speed of the meeting should be quick
and businesslike;
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c¢) the meeting should get down to business as soon as possible and
reach quick decisions.

4. When you speak in a negotiation you:

a) make bold and forceful statements possibly banging on the table;
b) make carefully considered statements in a calm, controlled voice;
c) are occasionally forceful and inflexible.

5. If the other side disagrees with you, you:

a) try hard to find a creative position by modifying your position;

b) repeat your demands and will not concede — your objective is to
make the other side give in;

¢) reshape your offer without fundamental changes.

6. If the other side states an opinion you disagree with, you:
a) tentatively suggest an alternative;

b) ask for clarification and explanation;

c) ridicule it with sarcasm.

Now calculate your total and see what kind of negotiator you are.

To see which kind of negotiator you are, calculate your total based on
the following system.

1.a)3;b)2;c¢)2; 2.a)1;b) 2;¢)3; 3.a)3;b)2;¢) 1;

4.3)1;b) 3;c¢) 2 5.a)3;b) 1;c¢) 2; 6.a) 3;b) 2;¢c) 1.

If you score 15 or more you are a creative negotiator. 11-14 you nego-
tiate to an independent advantage. 7-10 you are a fighter. Less then 7 you
should get a gun license.

Task 20. Read the following text and put the correct advice into
each gap:

a) allow them to save face and keep asking questions until you lose im-
agination or control;

b) ask them to propose a solution to the issue they have raised,;

¢) do not interrupt, counter or counter attack;

d) stay “cool” and take a few breaths while maintaining eye contact;

e) stay present and acknowledge that you heard them with a pause or a
nod without taking sides or using blaming language;

f) try staying mindful of your worst side and their best side as you find
yourself falling into an escalating argument;

g) try to “warm up” to the part of the person you can respect.
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KEEPING COOL WHILE UNDER FIRE

The number one reason people get fired in the U. S. is anger and the
number one problem people say they have at work is they do not feel heard
and respected. How do we make people feel heard when they are difficult
to be around — and still stand up for ourselves? If the only tool you have is
a hammer, you treat everything like a nail. Here’s some more «tools» to
add to your “toolbox” for the next time someone is upset and taking it out
on you. None will work all the time, some will work better for your per-
sonality style than others. Here are some suggestions:

When others act “hot” we tend to either escalate (become like them and
get loud, more hostile or other mimicking reactions) or withdraw (poker
face, quiet down, etc.). Either approach gets us out of balance. Both reac-
tions are instinctively self protective but self sabotaging because they are
akin to saying “I don’t like your behaviour — therefore | am going to give
you more power.” Instead, 1 ... . Rather than getting “hot” yourself by
moving or talking louder or faster, 2 ... . This will buy you time to think
out what you want to do and prove that you’ve heard them.

You can acknowledge by saying “I understand there’s a concern” (ra-
ther than I understand you’re upset — which is emotion laden language.)
Your goal is to de-escalate conflict. 3 ... : focus on it mentally and refer to
it verbally: “You are so “dedicated”, or “knowledgeable”, or whatever
their self-image is which leads them towards rationalizing their behaviour.
Then say, “May I tell you my perspective?” This sets them up to give you
permission to state your view.

Nobody wants to be told they are wrong. Whenever you have reason to
believe someone is not making sense or lying, you will not build rapport
by pointing it out to him or her. 4 ... . Say, for example, “How does that
relate to the...(then state the apparently conflicting information.) You may
find you were wrong and you thus “save face.” Or, by continued non-
threatening questions, you can “softly corner” them into self-correcting
which will protect your future relationship.

Note the human inclination in arguments to mentally focus on the
smart, thoughtful and “right” things you are doing while obsessing about
the dumb, rude and “wrong” things they are doing. This tendency leads us
to take a superior or righteous position, get more rigid and listen less. Dif-
ficult as you may find it, 5 .... You will probably be more generous and
patient with them, and increase the chances.

If someone is dumping on you, 6 ... . When they are done, ask, “Is
there anything else you want to add?” Then say, “What would make this
situation better?” or “How can we improve this situation in a way you be-
lieve we can both accept?” 7 ... . If they continue to complain or attack,
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acknowledge you heard them each time and, like a broken record, repeat
yourself in increasingly brief language variations: “What will make it bet-
ter?” Do not attempt to solve problems others raise. They will make
wrong.

After Rare Anderson

Task 21. Case Study. Work in small teams:
IT°’S NOT WHAT YOU SAY - IT’S HOW YOU SAY IT

Goody Startman was furious. He had an excellent 20-year relationship
with a fortune 100 company. He provided a service to this fortune 100
company. A recent request for his service had been ordered via a standard
purchase order. It was then abruptly canceled. When Goody inquired for a
reason, a member from procurement, Barry, told him “We don’t give rea-
sons to our vendors. We can cancel anytime we want to without any ex-
planations to anybody.”

Imagine yourself in the shoes of Goody Startman. What actions would
you take? Share your ideas in your teams. Are they similar?

Goody had faith that his client was better than this. This was a case of
power gone bad, leverage abused, relationship trivialized. He called Barry’s
manager and explained the situation as best as he could. Barry’s manager
said he would look into the situation. He also explained that his company
valued their vendor relationships. He went on further to say that an appeals
board was established for just such situations when a vendor feels they have
been treated unfairly in some manner. Goody was welcome to use it if he
chose to. This approach, before any final decisions were rendered, made
Goody feel much better about his customer and their relationship.

Would you make a claim to the appeals board to make Barry pay for
his treating you like that?

Goody’s response to the manager was that he too valued their 20-year
relationship. He preferred not to use some internal escalation process. He
felt that he was now receiving a fair hearing from this manager and would
await the outcome. As you might suspect, Goody’s services were reinstat-
ed. But even if that was not the ultimate result, he perceived that he was
getting a fair hearing. Regardless of the outcome, he would not have ap-
pealed.

Most of the time it’s not what you say, its how you say it. Had Goody
Startman received any type of reasonable explanation for the initial cancel-
lation he would probably have been satisfied. When leverage is misused or
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abused, relationships are damaged or fail. And that’s the beginning of the
end. Word gets out. Vendors will avoid you. Customers will avoid you.
Even prospective employees may avoid you. If they do business with you,
negotiations will be more difficult. Credibility will be suspect and con-
tracts will be more detailed. Dealing with a customer or vendor arrogantly
can also have very unintended consequences. Had Goody utilized his cus-
tomers appeal process it’s possible the original procurement person, Barry,
might have lost his job. Now, that would have been the ultimate in poetic
justice or arrogance backfiring.

Relationships are every technology company’s future. Credibility in the
marketplace is essential to sustain relationships.

The key point is that good relationships make money for you through
productivity and reliability. This doesn’t mean you give up your leverage
or abdicate sound business judgment. What it does mean is that you choose
your words carefully: “It’s not what you say, it’s how you say it.”

Task 22. Fill in the gaps in the following sentences with appropriate
prepositions:

1. We are negotiating ... the salary rise.

2. They have refused to negotiate ... the issue.

3. Try to convince your boss ... the righteousness of your position.

4. We must persuade the management ... the need of change.

5. Have you ever been involved ... formal or informal negotiations?

6. We will be forced to make concessions ... your company.

7. The first item ... the agenda is to approve ... the minutes of the pre-
vious meeting.

Task 23. Role Play. Work in three groups:

SALARY NEGOTIATIONS

Introduction

You will play the role of either a manager or subordinate in negotiation
over salary. Both in securing employment as well as promotions, we fre-
quently are in a position to negotiate with our superiors over salary; and,
once we achieve managerial rank, we do the same with subordinates. This
is one of the most common and, at the same time, most personal forms of
negotiation; for many people, it is also the most difficult. Since salary can
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be a means of satisfying many needs — economic, recognition, status, or
competitive success measure — it leads to complex negotiations.

Procedure

Step 1: 5 Minutes

The class will be divided into groups of three; two will be assigned the
roles of manager and subordinate, the other as an observer. Role-players
will be assigned either an “A” or a “B” role in one of the Salary Simu-
lations below. Assemble with your trio in the place specified by the in-
structor.

Step 2: 5 Minutes

Read your assigned role and prepare a strategy. If you are an observer,
review the Observer Reporting Sheet and make sure you understand what
to look for.

Step 3: 10 Minutes

Carry out your discussion with your counterpart. If you finish before
the allotted time is up, review the sequence of events with the other party
and tell the other what he or she did that was productive or unproductive to
the negotiations.

If you are an observer, make brief notes during the role-play on your
Observer Reporting Sheet. When the role-play is over, review the sheet
and add further details where necessary.

Step 4: 10 Minutes

In your trio, discuss the outcome of the negotiation. The observer
should report what he or she saw each party doing. Review what steps or
positions seemed most and least useful.

At the end of the time for step 4, the observer should hand his Observer
Reporting Sheet to the instructor.

Step 5: 5 Minutes

In your trio, change role assignments so that the person filling an A role
now fills a B role, the person filling the B role now becomes observer, and
the previous observer now fills an A role.

Step 6: 5 Minutes. Repeat step 2.

Step 7: 10 Minutes. Repeat step 3.

Step 8: 10 Minutes. Repeat step 4.

Steps 9, 10, 11, 12: 30 Minutes. Repeat steps 5, 6, 7, 8.

Observer Reporting Sheet

Round
How did A open the meeting?
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How did B respond to the way A opened the meeting?

Was an agreement reached? Yes ..., no ...
What was the salary agreed to, if there was an agreement?
Were there any other added features in the settlement achieved?

Will future relations between A and B be better (+), worse ( — ), or the
same (=) as a result of this meeting? List the opinions of A, B, and the ob-
server.

A ,B ,

Observer

Step 13: 30 Minutes

The instructor will post the results from the three sets of role-plays.
Examine the different outcomes and explore reasons why they occurred
and their consequences.

Discussion questions:

1. Were there any differences in the way negotiations were handled
when:

¢ Both parties in a role-play were satisfied?

e One was satisfied?

¢ Both were dissatisfied?

2. Were some people playing the same role dissatisfied with an out-
come that others in the same role found satisfying? Why? How do you ac-
count for this?

3. Poll quickly those who were satisfied with the outcome. Ask why
they were satisfied.

4. Poll quickly those who were dissatisfied with the outcome. Ask why
they were dissatisfied.

5. What was the effect of observing another’s negotiation on how you
negotiated? Did what you see as an observer affect how satisfied you felt
with your own outcome?
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Tpunosxcenue

HanuonajabHbIie 0CO0EHHOCTH MOATOTOBKH
U MPOBeJIeHHUsI MIEPEeroBopoB

VY mpencraBuTenei pa3HbIX CTPaH U HAPOAOB €CTh CBOM OTJIMYHTEIb-
HBIE YepThI, KOTOpPblE HEOOXOOUMO YUYMTHIBATH IIPH BEACHUU MEXIyHa-
POIHBIX NEPEroBOPOB. YUYACTHUKH IEPETOBOPOB BEOYT ce0sl B COOTBET-
CTBUH C HX XXM3HEHHBIM OIBITOM M HAIMOHAJIBHOW KynbTypol. IIpomecc
IIEPEroBOPOB TOPa3zo Jierde OCyLIECTBIATh, KOIZla MapTHEPHI 0 OU3HECY
COBMECTHMMBI IO MPU3HAKY OOLIHOCTH NPO(ecCHOHATBHON U OpraHn3aIu-
OHHOW KynbTypbl. K meperoBopaM HEOOXOOMMO TOTOBHUTHCS 3apaHee.
OpvH U3 3TAanoB TaKOW MOJATOTOBKU — M3Y4EHHE HAIIMOHAJIBHBIX OCOOEH-
HOCTEH MpeacTaBUTENEH pa3HbIX CTpaH. BasKHBIM SBIISIETCS TAKKE BOIPOC
COOJIIOJICHNSI STUKH B MEKAYHApOIHOM OnsHece. Bo Bcex 3amamHbIx cTpa-
HaX TOYHOCTb CUMTAETCS MPU3HAKOM Xopoliero ToHa. Onos3gath Ha BCTpe-
4yy Oozee 4yeMm Ha 15 MUHYT — rpy0asi HeBEXKIMBOCTh. Ecin ecTh BO3ZMOXK-
HOCTb, TO B CIIydae OIN03AaHMsI HYKHO NPeIyNpeIuTb O HEM U U3BUHUTHCS.
[TpuxoanuThk Ha BCTPEUH 3apaHee TOXKE HE CIEAYeT.

Ilpu BeneHMM MEPETOBOPOB CIEAYET YUUTHIBATH OCOOCHHOCTH IIOBEJE-
HUS JIOJEHl B paMKax OOINECTBEHHOHN XU3HU. 3amagHble HEMIIbI, HalpH-
Mep, NPEANOYUTaOT JEeMOHCTPUPOBATh CBOE OOraTcTBO: OOJIBIION A0M,
JOPOTYI0 MallMHy U T. . B TO ke Bpems mBeHuapusl NpearnodnTaoT He
TOBOPUTH O CBOMX JeHbrax. Ilpu BeaeHuM meperoBopoB CIEAyeT YUUTHI-
BaTh, 4To B llIBeinapuu u I'epMaHiy OHU MPOXOAAT LEJICHANPABICHHO U
Cyx0. ABCTpUHIIBI ke HE JIOOAT TOBOPUTH «HEeT». Pe3kuii oTkas, mo ux
MHEHUIO, SIBIISIETCS HEJIOITyCTUMBIM.

Poccuiickue OM3HECMEHBI IPU BEJCHUU NIEPETOBOPOB C MHOCTPAHIIAMHU
OBIBAIOT MOJBEPKEHBl CMEHE HAcCTpoeHHH. VIcKpeHHee, MaKCHMalIbHO
JI00posKeaTeTbHOE PACTIONOKEHUE K ITapTHEPaM MOXKET CMEHHUTHCS Y HUX
NPOSIBIIEHUEM CTPOroi O(HUUINO3HOCTH, HATAHYTOCTH, CYXOCTH. DTO MpO-
MCXOIUT IPpHU HeONIaronpusTHOM Ul PYCCKHX XoJe neperoBopos. Poccu-
SIHE TIPY 3TOM HE MBITAIOTCS CKPBITh NIEpEMEHY B HacCTpoeHUH. Cepbe3HbIi
HEJOCTaTOK B JIEJIOBOM MMH/KE PYCCKMX — HEYMEHHE NPABHIBHO TOPIo-
BaThCs. Poccuiickue NMpeanpuHUMATENIN 4acTO HE 3HAKOMBI C pealbHOM
LIEHOW TOBapa M BBIHY)KJEHBI 32 HETO OCHOBATEJIbHO IEPEIIauuBaTh.
OTUM yMeJo MOJb3YIOTCS HEKOTOPbIE 3apyOesKHbIE (PUPMBI, mox4ac cObI-
Basg B Poccum mpoayKIuio HU3KOrO KayecTBa IO 3aBbIMIEHHBIM IeHaMm. K
3aKIJIIOYEHUIO CIEJIOK C MHOCTPAHIIAMU POCCHMCKHE OM3HECMEHBI MOIXO0-
AT BECbMa OPHUIMHANBHO. ['JaBHOE AN HUX — M3BJIEYb MAKCHUMAJIBHO
BO3MOXKHYIO AJ1s1 ce0s BBITOLly, OTpe3aTh OT 00IIero nupora Haubosee na-
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KOMBIH KycoK. VMHTepechl mapTHepa NpH TaKOM MOIXOAE YUUTHIBAIOTCS
JTaJIeKO HE MOJIHOCTBIO. M nieno 31ech He B pycckoi kagHocth. IIpocro
pyCCKHe BOCTIPUHUMAIOT CAENKY KaK KOHKYpPEHIHIO, a OTHIOJb HE CTPEM-
JIeHHe K 00OIOTHOM BBITOJIE, YTO HECKOJIBKO 3aTPyAHsET meperoBopsl. Ilpu
3aKJTFOYEHUH COTJAMIEHUH C 3apyOeKHBIMHU MapTHEPAMU POCCHSHE TIPE-
MOYUTAIOT OTOBAPWBATH JIMIIG OOIIME HENH W HaAMEpPEHHs, HE OIpeneiss
MEXaHN3MOB WCIIOJHEHHS 3alyMaHHOTO. DTO HE BCETJa yCTpauBaeT WHO-
CTPaHIIEB, M3-32 YEr0 B IMEPETrOBOpPaxX BO3HHUKAIOT CIOKHOCTH, KOTOPHIE
MOTYT TPUBECTH U K WX CpbIBY. s pycckux OM3HECMEHOB XapaKTEpHO
HEe)XKeJlaHWe PHCKOBaTh CBOMM KamuTtaioM. OHU cTaparoTcs n30erars prc-
KOBaHHBIX OMEpalni, akKe eCId Te CYIAT BBICOKHE MpUOBLIH. B manHOM
ClIy4ae PYCCKHE TMPOSIBIISTIOT YPE3BBEIYaHYI0 OCTOPOXHOCTh. Ha mepero-
BOpax ¢ 3apyO0eHBIMHU MPEIIPUHUMATEISIMA POCCHUSHE YacTO BBLIBUTAIOT
SBHO 3aBBIIICHHBIE TpeOoBaHUs. MHOCTpaHIaM TPHUXOIUTCS BECTH [TH-
TeJIbHBIE AUCKYCCUHM, YTOOBI CMSTYUTHh POCCHICKYIO mo3uimo. Crenarb
3TO HEMPOCTO, TaK KaK PyCCKUe KpailHe HEOXOTHO HIyT Ha KOMIIPOMHUCCHI,
paccMmarpuBasi X Kak MPOsiBIIEHHE COOCTBEHHON CIab0CTH U HEyBEPEHHO-
cTH. BBIBaeT M TaK, 9TO pyccKHe MOocie Pe3KUX BO3paKEHUH HEOKHUIAHHO
MIPUHAMAIOT TIPEIIOKEHHUS TTApTHEPOB, MMPUBOIS MX B U3yMIICHHE.

st ycTaHOBIIEHUS AETOBBIX OTHOIICHWH MOKHO HCIIONB30BaTh IPH-
HATYIO B | €pMaHNU IPaKTHKY OpTaHU3AIMA COTPYTHUIECTBA YePE3 areHT-
ckhe u mocpenHuueckue (upmbel. Breicokmii mpodeccnonanmsm u 6es3-
YCIIOBHOE BBITIONTHEHHE O0SI3aTENLCTB CMOCOOCTBYIOT HAJIAXKUBAHUIO JIOJI-
TOCPOYHBIX  JIETIOBBIX CBs3e ¢ HeMmeunkumu (upmamu. Bpems
MIPEJICTOAIIEH BCTPEUH OO0SI3aTENIFHO COTJIACOBBIBAETCS. DTO MOXKHO Clie-
naTh 1o Tenedony. PazroBop no tenedoHy HaUMHAETCS C MPEICTABICHHUS.
Bce obemranus, nanHbe B mpoliecce Tene(OHHOTO pa3roBopa, Kak MpaBH-
JI0, BBHIMONHSIOTCA. [leperoBopbl BemyTcs ¢ ydacTHEM OJHOTO WM He-
CKOJIBKMX TapTHepoB. CBoel MYHKTYaJIbHOCTBIO BBl Cpa3y 3acily’KHUTe
YBa)KCHUE BalllUX HEMEIKUX KOJUIET, YTO B CBOIO OuYepeqh OJIaroTBOPHO
CKa)XeTcsl Ha TmeperoBopax. LlepeMoHus pecTaBieHUs 1 3HAKOMCTBA CO-
OTBETCTBYET MEXIYHApOIHBIM IPaBHUJIaM: PYKOIOXaTne U 0OMEH BU3HT-
HBIMH KapTOYKaMd. HeMIlbl TpeanoYnTaoT T€ MEepPeroBOPhI, B KOTOPBIX
OHH C JIOCTaTOYHOW OYEBUIHOCTHIO BUIAT BO3MOXHOCTh HAXOXJICHUS pe-
menns. OOBIYHO YYaCTHUKH OYCHB TINATEIEHO MPOPadaTHIBAIOT CBOIO TI0-
3unu0. B Xoze meperoBopoB oHU JIFOOAT 00CYXKIaTh BOMIPOCHI TIOCIIEI0BA-
TEJIBHO OJMH 32 JIpyruM. [Ipu 3aKiIroueHun CAETOK HEMIIBI OyAyT HACTau-
BaTh Ha YKECTKOM BBHITIOJHEHUU MPUHATHIX 00S3aTENBCTB, a TAKXKE YILIATE
BEICOKHX INTpPadoB B ciy4yae WX HeBbINOAHeHHS. OHU MOTYT TpeOOBaTh
MPEIOCTABIICHNS] 3HAYUTEIBHOTO TapaHTHIHOTO IMEpPHOJa Ha IOCTaBIIsIe-
MBIi K HUM TOBap, a TaKKe 3aj0ra Ha Ciiyd4aid MOCTAaBOK HemoOpokade-
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CTBEHHOT'O TOBapa. Bo BpeMs meperoBopoB HeMIIBI MOTYT BeCTH ceOs 10-
CTaTOYHO XECTKO, IPH 3TOM OHU IPENOCTABIAIOT OYEHb XOPOIINE YCIIO-
BUS JUIA MX BEICHHS: IOMENIeHNe, HeoOxoanMoe obopyaoBanue. B xome
MIEPETOBOPOB HEMIIBI TOBOJBHO MPOGECCHOHAIBHE B OhHUITHaTbHEL. OHI
00BIYHO OXXHIAIOT OT Bac Toro jxke. OOpamarbecs cieyeT mo ¢GaMuIng,
HanpuMmep «rocroauH [lImunary (a ecm ecTe TUTYN — TO C YKa3aHHEM TH-
TyJna), a He TI0 UMEHH, KaK MPUHATO Yy aMepuKanieB. Bo Bpems odunnans-
HBIX BCTpedY HEMIIbI, KaK U SIOHIIBI, JOBOJIHHO KOHCEPBATUBHEI B OJEXKIE.
Ecnn Bac B mepepriBe MEpErOBOPOB MPUTIACHIN B PECTOpaH, TO HE 3a-
OyIpTe, 9TO, BO-TIEPBBIX, CUETAa B PECTOPAHE MHOTJA OIUIAYMBAIOTCSA pas-
JISTPHO TPUTIIANIAIONIAMH M TPUTIIAIICHHBIME. BO-BTOpBIX, 3a CTOJIOM
ClielyeT MHTh, TOJBKO KOT/Ia X03s€Ba Mpou3HecyT TpamuimonHoe «lIpo-
3ut!». HakoHer, B-TpeThuX, CliefyeT u30eraTh pa3roBOPOB MOIUTHIECKO-
TO XapakrTepa.

Crnenuduyeckyto MaHepy moBeaeHns umerorT maptHepsl n3 CLIA.
AMepuKaHIIBI ¢ OOIBIION JISTKOCTBIO UCTIONB3YIOT TICHXOJIIOTHYECKOE /1aB-
JIEHWE B MPOIECCe MPHUHSITUS PEUICHHs: TEePSIIOT YBEPEHHOCTh, KOTJA X
MapTHEPHI TI0 TIEPEroBOpaM O0sI3aHBI COTJIACOBBIBATH JEHCTBHUS C BHIIIE-
CTOSIIIUM PYKOBOJICTBOM; CTaparoTCsa OBICTPO MEPEeUTH K MOIPOOHOMY 00-
CYXKICHHIO JIeNa, TBITAIOTCS TParMaTHIecKy KiIaccu(punpoBaTs BOPOCHI.

AwMeprkaHCKHe OM3HECMEHBI TIPH BEJICHUH TIEPErOBOPOB MPEIIOYUTAIOT
HE OTBJIEKAThCSI Ha MOCTOPOHHHE TEMBI, a cpa3y IMEPeXOaiT K CYIIECTBY
nema. CHavyanma OHU CTPEMSATCS MPUHTH K OOMIEMY COTJIAINICHHUIO, OTIpejie-
JUTHh PaMKH JOTOBOPEHHOCTEH. 3aTeM HauWHaeTcs OOCYXJICHUE NeTalel
coriameHus. AMEPUKaHIBl BCET/Ia HACTAMBAIOT Ha TINATEIBHON Tpopa-
00TKE MEXaHHM3MOB pealu3allii JOTOBOpeHHOCTel. B mpoTuBHOM ciryuae
MIEPErOBOPBI MOTYT copBaThCs. Jlekmapanus oOmuX HaMepeHW amepu-
KaHIIeB He ycTpauBaeT. VcronHeHne MPUHATHIX PElIeHU MpeanoaaraeT
JUTSE HAX TaKke 00s3aTeNbHYI0 CHEIHalu3alliio MapTHEPOB, pa3lieleHne
chep OTBETCTBEHHOCTH. Jl7s1 JOCTHKEHHWS YCIIEXOB Ha MEPEeroBOpax cC
MapTHEPAMH aMEPUKAHIIBI CTAPAIOTCS CO3AATh JAPYKECTBEHHYIO aTMocde-
py. OHHM pPeaKo CTPOro MPHUIEPKHUBAIOTCS MMPOTOKOJIA, JTIOOSAT LIYTKH, OCT-
POYMHBIE CPaBHEHHS, JEMOHCTPUPYIOT OTKPBITOCTB, 0JIaropacioiokKeHue
K napTHepaM. B OonbIIMHCTBE cilydaeB Takasi TAKTHKA WAET UM Ha MOJIb3Y.

Eme onHa yepTa aMepUKaHCKOM 1OTOBapHBAIOLIEHCS] CTOPOHBI — BBICO-
kuii ipodeccronanusm. Kpaitne peqko Ha eperoBopax MOKHO BCTPETHTh
aMepuKaHIla, He pa3Ouparolierocss B CyTH BOIpoca. AJIEKBATHON KoMIle-
TEHTHOCTH aMEpHKAaHIbl OKHUIAIOT U OT APYrod CTOpoHbl. HOCTpaHHBIM
napTHepaM CJIeAyeT YETKO ONpPEAesInTh, YeM OHM 3aHMMAIOTCSI U Yero Xo-
TAT AOOUTHCS OT CEIKU. MIHaue aMepuKaHIlbl HAUAYT APYTyI0 GUPMY, KO-
Topas 3HaeT o cebe Bce. Ha meperoBopax ¢ amMepukaHIlaMyd HHOCTPAHIAM
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KEJIaTeIbHO HE TOJIBKO OTCTauBaThb COOCTBEHHbIE MHTEPECHI, HO U IIOKa-
3aTh aMEepUKaHIaM BBITOY, KOTOPYIO OHHM U3BJIEKYT M3 cornameHui. [lo-
JIOOHBIE XKECThl aMEPHKaHCKHE ON3HECMEHBI IICHSAT OYE€Hb BBICOKO.

AMEpUuKaHIbl C JETCTBA NPUYUEHBI JIOOBIMH MyTSMH AOCTUIaTh IIO-
CTaBJICHHBIX LEJEH, MPEANOYUTAIOT 3apaHee IOIyYUTh HH(DOpMAaIUo O
napTHepax Mo MeperoBopaM, ObIBAIOT OYEHb MPH3HATENbHBI, KOT/a MapT-
HEepbl HaKaHyHE MEPEroBOPOB MpeAocTaBisIOT UM CV — KpaTKoe H3JI0XKe-
Hue mpodeccuonanpHol Omorpadum. IleperoBopsl amepuKaHIBI BEAYT
9HEPTUYHO, HAIIOPUCTO, COCPEAOTOUYMBASACH HA Y3JIOBBIX MOMEHTax. OHH
00T M yMeroT ToproBathcs. He Beerna, npaBaa, 3To IPUHOCHUT MM XKeJla-
€Mble IJIOABI. 3a4acTyl0 aMEpPUKAHCKUE MpPEIINpUHUMATENN HaBA3bIBAIOT
cobeceHUKaM CBOM CTWJIb BEJCHUS NIEPETOBOPOB, CUUTAs €r0 €ANHCTBEH-
HO mpuemsieMbiM. OHM OLIYIIAIOT ceOs 3aKOHOAATENISIMH IEPErOBOPHOM
Mozpl. Jlamexko He BceM 3TO mo aymre. Upe3MepHas HallOpUCTOCTbh HbRO-
HOPKIEB WJIM YMKArlleB MOXKET OBITh paclieHeHa WHOCTpaHIIaMH KaK He-
NPUKPBITBIA 3rou3M, HeyBakeHHE K mapTHepy. [leperoBopHasi 3aHOCUU-
BOCTh aMEPUKAHCKUX OM3HECMEHOB MOPOH 3aTPyIHSET UM IyTh K yCIIEXY.
Ecnu Bo Bpemst eperoBopoB BO3HHMKAIOT TPYIHOPA3pEIINMble TPOTUBOPE-
Yusl ¥ CTOPOHBI HE MOTYT IPUUTH K COIJIAIIEHUIO, aMEpUKaHIIbI Tpesia-
raroT pemats npobiaeMy «B nakerey». «llaker» pasmenser 10roBop Mexay
CTOpPOHAMHU Ha sl COIJIAIICHHWH, B KOTOPBIX OIpPENENsieTCs OTBETCTBEH-
HOCTh Ka)K/I0i U3 CTOpPOH, (puKcHpyeTcs npennonaracMasi mpuObLIb. JlaH-
Has (opMa B3aMMOJEHCTBHUS MO3BOJISIET cOAlAHCHPOBATh MHTEPECHI CTO-
poH. MHorma amepukaHLBl 3apaHee TOTOBAT K IIEPETOBOPAM  «IIaKET»
npeioKeHud. [lenoBele oqn AMEpPHKM TOYHBI M IyHKTyalbHbl. OHHU
HUKOTJIa HE OMNa3JbIBalOT K Havdaly rneperoBopoB. K omo3manuio sxe mapt-
HEPOB OTHOCSITCSI OYEHb HETaTUBHO, yCMaTpHBasl B 3TOM DJIEMEHT HeyBa-
JKEHHS U HE3aWHTEPECOBAHHOCTH B ycrexe fiena. OCOOeHHO CTPOru B 3TOM
OTHOIIIEHNU OM3HECMEeHBI BOCTOUHBIX mTaToB CIIA.

Henoseie npuemsl B CIIA ouens kopotkue. [loTpednenne criupTHBIX
HAIIMTKOB Ha HUX CBEJCHO K MHHHUMYMY — aMepUKaHIIbl BCEpbe3 03aboue-
HBl CBOUM 310pOBbeM. llapTHepy MOTryT mpenioXuTh ciaaOblii KOKTEHIb
win uBo. OCHOBHBIE NEPErOBOPHI MPOXOIAT B paboueM KaOMHETE PYKO-
BosuTens GupMbl. CTEHBI TAKMX KaOMHETOB YacTo 3aBemaHbl (pororpadu-
SIMH U3BECTHBIX JIUI], IOCETUBINNX (PUpMY, cepTuuKaraMu, rpaMoTaMu C
MEKIYHApOJIHBIX BBICTABOK U T. 1. TakuM 00pa3oM J1eJI0BbIE aMEPHKaHIIbI
CTpeMSITCS NOAYEPKHYTh BEIWYME U HAICKHOCTh CBOMX (DUPM, BBI3BAThH
JIoBepue MapTHEpOB. lIpemMyIecTBO aMepuKaHCKOTO IEPETOBOPHOTO
CTHJII COCTOHT B COYETAHHUU JIEIIOBUTOCTH, OTKPHITOCTHA M BBICOKOTO IMPO-
¢beccuonanusma. B 3ToM cMBbICiIe aMEepPUKaHLBI JEHCTBUTENBHO «BIEPEaN
TUTAHETHI BCE.
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Henosoti mup CoemuHeHHBIX llITaToB 3a CBOIO MCTOPHIO BBEIpaOOTAIT
CTpOWHYIO CUCTEMY OOLICHHUS MEXAy pUpMaMy Kak BHYTPH CTpaHbl, Tak U
3a ee mpenenamu. JTO KacaeTcs BceX (OopM KOMMYHUKAIMH: MEPETUCKH,
MIEPETOBOPOB, PEKIIAMBI.

AMepHuKaHCKUX OW3HECMEHOB WHTEpEeCyeT cIeAylomas WH(pOpMAaIus:
CIocoOb!I yACIIEBICHAS MPOAYKINN ISl TONy9eHUsT OONbIedl mpuoObLIH,
MyTH CO3JaHMS HOBBIX PHIHKOB COBITA WJIM MPUBJIECUYEHUS HOBBIX KIMEHTOB
JUTSL CBOETO TPOHM3BOJICTBA, BO3MOXKHOCTH 3aKJTFOUEHHUS BBITOJHBIX KOH-
TPaKTOB, CO3/IaHNE XOPOIIEro UMHLKA T (GUPMBI U €€ IPOAYKIINH.

JenoBoif Mup AHTINH 3aMETHO OTIMYAETCS OT JENOBBIX KPYTOB JIPY-
rux crpad. s aHrmuiickoro OM3Heca XapakTepHa KaCTOBOCTh, KOTOpas, C
OJTHOHM CTOPOHEBI, OMPEENAET er0 BRICOKUI MpodeccnoHambHBI YPOBEHb,
a ¢ IpYrod — MPETsITCTBYET MPUTOKY CBEKUX CHII. XOTS aHTIUHCKUE OM3-
HECMEHBI — OJTHM U3 Hanbollee KBAMH()UIIMPOBAHHBIX B JIEJIOBOM MUpE 3a-
Maja, B TO e BpeMs IMPOMBIIIUICHHBIA CEKTOp OM3Heca elle He JOCTUT TeX
BBICOT pa3BUTHs, KoTOpble XapaktepHsl s CHIA, ['epmannu n Snornn.
AHTIIMiCKAe OM3HECMEHBI B IIEJIOM HE MOTYT MOJHATHCS 70 BHICOYANTIIETO
YpOBHSI aHaNW3a JOJTOCPOUYHBIX IMepcreKkTHB. Kak mpaBmiio, OHU MPOSB-
JISFOT HAIIOPUCTOCTH, KOT/Ia Pedb WAET O CHIOMHUHYTHOM BBITOJIE, TIPU 3a-
KITFOYSHUH CJIENIOK, MPUHOCSIINX HEMEIJICHHYIO MPHOBLTb, U OYEHb He-
OXOTHO WAYT Ha PAaCcXOJIbl, OT/Ia4a OT KOTOPBIX OyAET uepes3 MATh — IEeCATh
neT. AHTIUIiCKOMY OM3HECY CBOMCTBEHEH KOHCEPBATH3M, BCIIEICTBUE KO-
TOPOTO HAONFOAETCS HeJ0CTaTOYHasi pa3pabOoTaHHOCTh MEXaHW3Ma BHEJ-
pEeHMSI HIel U TEXHOJIOTUH B CEPUITHOE TIPOM3BOJICTBO MPH BHICOKOH M300-
peTaTeTbHOCTH HApOa.

Becbma xapakTepeH MOPTPET aHTIIMHACKOTO OM3HECMEHa. DTO BBIIIKO-
JICHHBIN, 3pyIUPOBAHHBIA YEIIOBEK, B KOTOPOM COYETAIOTCS BBICOYAMIIas
npoecCHOHaNBHAS TMOATOTOBKA M CBOEOOpa3HBIA MOMUTHIECKUN WH(DaH-
THA3M. UHCTO YenoBedyeckre KadecTBa NMEOT ISl HEroO pelraolee 3Ha-
yeHne. OH He 3aMBIKaeTcs B CBOel paboTe, a UMeeT MIMPOKUNA KPyT UHTE-
PECOB, CBSI3aHHBIX HE TOJIBKO C 3KOHOMHKOMW, HO ¥ CO CIIOPTOM, JIUTEpaTy-
poii, uckycctBoM. OH O4YeHbp HaOIIOAATENICH, XOPOIIWH TCHUXOJOT U He
npremiieT (anblii U COKPBITHS CIa0bIX CTOPOH MPO(eCCHOHAIBHON MOoa-
rotoBku. Kpyr aHrimickux OM3HECMEHOB JOBOJILHO Y30K U IOIOJHSAETCS
B OCHOBHOM 3a CUET CEMEW, KOTOphIE 3aHHMAINCh MpPeIIpPHUHAMATENb-
CTBOM MHOTHe rozpl. [loaToMy Mosiozbie JIt0o1, BCTyNAOUIe B MUp OH3-
Heca, UMEIOT NMPEBOCXOJHYIO IICUXOJIOTHYECKYIO0 IOArOTOBKY. TeopeTnue-
CKH M NMPAKTUYECKH OHM ITOJKOBBIBAIOTCS B KOJUIE/DKAX M CHEIHATU3NPO-
BaHHBIX KOMMepYecKuX mKojax. [loMumo cneunann3upoBaHHOM HHOP-
MalM{d CTyIEHTaM TMPEnojaloT B (QOpMEe [EeJNOBBIX HUIP TaKTHKY H
CTPaTEruio0 BEJICHUS JAEIOBBIX NEPErOBOPOB, MPEIAralOT TUIIOBBIE pellie-
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HUS KOMMEpYecKuX 3ajad. B aHrnmiickom OM3HEce CyIIecTBYET OIpere-
JCHHBIH pHUTyall OOLICHWs, KOTOPOTO CTApAIOTCS HPHUICPKHUBATHCS TIPH
JUYHOM M TeNe(OHHOM KOHTAKTE, NPHU IPOBEACHHU JEIOBBIX 00EIO0B,
CHMIIO3UYMOB, KOHTPECCOB, CEMHHApOB, BBHICTABOK W Y4acTHH B pabore
MPECTHKHBIX KITyOOB. {151 OpUTaHCKOW 3JUTHI, B TOM YHCIE W IS OM3-
HECMEHOB, HEMAJIOB)KHOE 3HAUECHHE MMEET TOCEIIEHHE TAaKNUX 3PEITHIIHBIX
MEpONPHUATHH, KaK TEHHHCHBIE TYPHHPBI, CKaukd W T. 1. Bce 310 Hamo
YYUTHIBATh, YTOOBI PACMONIOKHUTH K ce0e aHTIMiiCKoro On3HecMeHa. Ycra-
HOBUB C HUM KOHTAaKT, BB IPHOOpETETE HE TOJIBKO JEJIOBOTO IapTHEpa Ha
JAHHBII MOMEHT, HO U C(OPMHUPYETE OCHOBY JUIS YCTAHOBIICHUS JUTUTEIb-
HBIX JEJTOBBIX B3aMMOOTHOIICHHH, KOTOpEIe B OyIyIieM NpHHECYT BaM U
BallleMy MPEANIPUSATHIO HEMATYIO BBITOTY.

[TeperoBopbI TpaIUIMOHHO HAYWHAIOTCS C OOCYXKIICHUS TIOTO/IBI, CIIOP-
ta. [leperoBopsl BeoyTcs C NPHBICYEHHEM MHOTOYHCICHHOTO (haKTHde-
CKOTO, CIIPaBOYHOTO M CTaTUCTUYECKOro Matepuana. OroBapuBaeTcs U
oIpeaeNsieTcs He TOJIBKO BCE, YTO CBSI3aHO C KOHTPAKTOM, HO TaKXKe H Jie-
ATENPHOCTD, HANPABJICHHAS Ha JaJbHEWIIee pPa3BUTHE IEIOBOTO COTpPYI-
HUYECTBA, B YaCTHOCTH MEPCICKTHUBBI 3aKIOYCHUS JPYTUX BO3MOXKHBIX
CIEJIOK, BO3MOKHOCTh COTPYAHHYECTBA B IPOU3BOICTBEHHON 00IAacTH H
ctepe cobiTa. [leperoBopsl ¢ aHTTHHACKAMEU (pEpMaMH HE CIIEAYET IMPOBO-
T 0€3 TIAaTeTbHOM MOATOTOBKH M COTIacoBaHMs. MIMnpoBu3ammu 3/1ech
He jpomycTuMbl. He 00s3aTenbHO cOOOImAaTh CBOMM aHTIMHMCKUM TTapTHE-
paM 0 cBOeM HPHUOBITHH, €CIIH COTJIACOBAHBI CPOKH M MpOrpamMma Ipeobl-
BaHus. [lyHkryansHOCTh B BenukoOpuranuu — sxectkoe npasuiio. Obme-
HHUBAThCS PYKOMOKATHAMH IPHUHSATO TOJIBKO NPH MEpBOi BCTpede. B mamb-
HEWIIeM aHTJIMYaHe JOBOJBCTBYIOTCS MPOCTBIM YCTHBIM IPUBETCTBHEM.
AHrIIM4aHe IPUHUMAIOT PELICHHUs MeUICHHEe, YeM, Halpumep, (ppaHIry3bl.
Ha 4ecTHOE CIIOBO aHIIM4aH MOXHO IMOJOXHUThCsA. K meperoBopam oHH
HOAXOAAT ¢ OOJNBIION JMOoNei mparMaTu3Ma, rmojaras, 4TO B 3aBUCHUMOCTH
OT TapTHepa Ha CaMHX IEPEroBOpax MOXKET OBITh HAMICHO HaMITydIlee
pewmerre. OHU 10CTATOYHO TMOKK U OXOTHO OTKJIMKAIOTCSI HA MHULIMATHUBY
naptHepa. TpaauIMOHHBIM JJIsi OpHUTaHIEB OBUIO M €CTh YMEHHE H30eraTh
OCTpBIX YIJIOB BO BpeMs 00cyxaeHus npodiem. [loatomy 10 Havana nepe-
TOBOPOB CJIEAYET U3yYaTh ayTOCTEPEOTUIIBI IPOTUBOIIOIOKHOM CTOPOHBI.

O dhexTnBHASE KOMMYHHKALUS — 3TO HE TOJIBKO UCKYCCTBO, HO U HayKa,
TpeOyrolias BIaJAeHUs ONpeeIeHHBIMA HaBbIKAaMH BepOajIbHOrO U HEBep-
OanmbHOrO OOWIEHHUA Uit (HOpMHUpPOBaHUS TPOdecCHOHATBFHOH M COLHO-
KYJITYPHOH KOMIIETCHLMH B MOJUTUYECKOH, MPodhecCHOHaNbHON 1 ObITO-
BOM cepax B MHOTOKYJIBTYPHOM Pa3HOOOpa3uy COBPEMEHHOTO MHUPA.
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OT KOMMYHHUKaTHBHOTO yCIleXa 3aBUCHUT KaK CyJb0a KOHKPETHBIX Iie-
peroBopoB B cepe OM3HEca, TaK M TIOO0ANBHBIA TPOIECC COMMKEHUS U
B3aUMOITOHUMAHUS KYJIbTYP.
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