Раздел 5
Деловые встречи и переговоры // Business Meetings and Negotiations
ПР 17 Способы выражения согласия и несогласия. Виды переговоров.
Exercise 1 Выберите правильный вариант / Choose the correct word.
1 Have you read Steve's ___________for the new project?
A counter proposal
B objective 
C counterpart
2 Can the sales team achieve  its financial __________ ?
A counterparts    B counter proposals
 C objectives 
3He is widely thought to be an ___________ leader
A mutual
B indecisive
C counterpart
4 My schedule is __________ - I could arrange to meet with you any day next week.

A flexible
B mutual
C objective
5 Both countries are acting to their __________ advantage.

A mislead
B flexible
C mutual
6 The prime minister is to meet his European  ___________ to discuss the war against drugs.

A counter proposals B objectives
C counterparts
7 We’re interested in hearing all ________.
A objectives B points of view
C counterparts C
Exercise 2 Совместите части предложения / Match the beginning of the sentence to its ending.  
	1 You might find yourself in a negotiation situation if
	A with the final result: a “win-win” situation.

	2 The ideal outcome is
	B and will probably try to negotiate something in return.

	3 But sometimes, one person has to compromise
	C you have to ask for a pay rise or promotion

	4 The important thing is that both parties feel happy
	D E when you give the other party what they want, and they can also give you what you want.


Exercise 3 Определите, к какой группе относятся следующие высказывания/ Divide the phrases into two groups:
1. That seems like a fair suggestion.

2. I’m happy with that.
3. I would prefer …

4. I take your point, however…

5. I couldn’t agree more.

6. I’m afraid we have some reservation on that point…
	Agreeing
	Disagreeing

	
	


Exercise 4 Прочитайте текст о типах переговоров. / Read the text types of negotiations.  
Types of Negotiations

So, what kind of negotiations might you find yourself involved in? Let’s look at a few of the most common types of business negotiations.

Buyers and sellers often negotiate about price, quality or delivery of products and services.

Along the supply chain, producers and distributors negotiate about the same things.

Management often negotiates with worker’s unions about pay, benefits and job stability, etc.

Even governments negotiate, either within themselves (for instance, to pass a bill) or amongst one another on topics such as immigration and environmental well-being, to name a couple of examples.

Of course, there’s also the most common type of negotiation - salary negotiation. This could be for your starting pay or for promotions and bonuses. These are tough. Why? What are you negotiating?

In a salary negotiation, you’re determining the value that you bring to the organization.
Совместите тему переговоров с участниками / Match the topic of negotiation to the group of people.
	People


	Topic

	1Buyers and sellers
 
	A Delivery terms

	2Management and workers’ unions

	B Immigration and environmental issues

	3Governments

	C Salary

	4 Employers and employees

	D Job stability


Exercise 5 Заполните пропуски / Fill in the gaps
1 I _______my homework before I watch television. (finish)
2 I don't think they ________the game. (win)
3  "You have missed the bus!" "Don't worry, I ________a taxi. (take)
4  "I'm hungry." "I ________you a sandwich. (make)
ПР18. Тактика ведения переговоров. Навыки ведения переговоров. Negotiating tactics. Negotiating skills.

Exercise 6  Выберите правильный вариант / Choose the correct word.
1 We refuse to______________ over the price
A bargain
B bottom line
C consensus
2 How will the rise in interest rates affect our ______________?

A bargain
B concession
C bottom line
3 It was a ___________ decision.
A collective 
 B consensus 
C dispute
4 The firm must ____________you for your traveling costs.

A bargain
B compensate  
C reach
5 Negotiators are due to meet later today to ____________ on the issue

A dispute
B compensate
C compromise
6 I am prepared to make some ____________on minor details, but I cannot compromise on fundamentals.

A
concession B
consensus 
C
dispute
7 In such a case, some form of __________must be adopted to arrive at a solution.

A
dispute 
B conflict resolution 
C bargain
8 The two parties have reached a ____________.

A consensus 
B dispute 
C bargain
9 The company produces computers in ___________ with a German firm

A dispute B conflict resolution C cooperation
10 A long ___________ means that both parties are wrong.

A cooperation
 B dispute C 
concession
Exercise 7  Найдите лишнее слово в данных словосочетаниях. / Find the word that does not collocate.
1 reach a decision / dispute /  a consensus
2 conflict / dispute / bargain resolution
3 international / mutual / dispute cooperation
4 agree on / get/ come to a compromise
5 make / offer / buy a concession 
Exercise 8 Прочитайте текст о том, как успешно провести переговоры и заполните таблицу. / Read the text about successful negotiations and fill in the chart.  
Negotiation Process

Here are a few golden rules to successful negotiations:

1) Always try to negotiate for at least 15 minutes. Any less than that and it is unlikely that either party has had enough time to fairly consider the other side. Generally, the size or seriousness of the negotiation determines the amount of time needed to negotiate it. Setting a time limit is a good idea. Approximately 90% of negotiations get settled in the last 10% of the discussion.
2) Always offer to let the other party speak first. This is especially important if you are the one making a request for something such as a raise. The other party may have overestimated what you are going to ask for and may actually offer more than what you were going to request.
3) Always respect and listen to what your opponent has to say. This is important even if he or she does not extend the same courtesy to you. Do your best to remain calm and pleasant even if the other party is displaying frustration or anger. Remember some people will do anything to intimidate you.
4) Acknowledge what the other party says. Everyone likes to know that what they say is important. If the other party opens first, use it to your advantage, by paraphrasing what you have heard. Repeat their important ideas before you introduce your own stronger ones.
5) Pay attention to your own and your counterpartner's body language. Review the chart below to learn how to interpret body language during the negotiations. Make sure that you aren't conveying any negative body language.

1. prepare before beginning the negotiation.

2. analyze the options that each of you has available.

3. focus on the other side’s position
4. think through what information the negotiator has about you and your company.
5. forget about the long-term picture
6. . build rapport with the other party.

7. determine your interests and those of the other party.

8. be prepared to walk-away. Not all deals are win-win or good deals for you and your company.

9. remember to stay calm, cool and collected. 
10. keep the emotional advantage give something away without getting something in return.

11. get personal.
12. define the trades or concessions you are willing to offer.
	Do
	Don’t

	
	


Exercise 9 Подберите заголовок к параграфу / Match the paragraphs to the heading. 
Controlling Your Body Language

In order to find a compromise during negotiations, it’s essential for you to have power over your own body language. If your end goal is to find a reasonable agreement, incorporate these nonverbal gestures to ensure that you are sending the right signals.

	1 Keep Yourself Open: 
	A Smiling is always a good sign during negotiations. Staying positive is essential. The party you’re negotiating with will be more receptive toward what you’re saying, while simultaneously indicating that you’re open to their ideas too.

	2 Nod Your Head: 
	B During a negotiation, look someone in the eye as much as possible, especially if they are speaking, because it shows that you’re listening. This makes the other party be open to negotiating. Moreover, looking someone in the eye is also the best way to let them know that you are confident and mean what you say.

	3 Make Eye Contact: 
	C Even when you’re in the middle of a disagreement or being harshly criticized, nod your head and maintain eye contact. This nonverbal cue defuses tension and leads to alignment, especially during contentious conversations.

	4 Smile Like You Mean It: 
	D Stay pleasant and nice. Be engaged in the conversation, and keep an open stance. Be prepared by setting more boundaries than you actually have to give yourself more room to give and take. Set three times as many expectations as you think you need to show you’re not stubborn or desperate to strike a deal.

	5 Control Your Hands: 
	E Make sure your hands show confidence. Shaky or awkward hand gestures indicate nervousness and stress, allowing your counterpart to take advantage of the situation. To remain in control, don’t clasp your hands together. Instead, place your hands just below your chest and put your fingers together when you want to make a point confidently.


Exercise 10 Заполните пропуски / Fill in the gaps
1. If your conditions are competitive, we (place) ___________an order.
2. We (cancel) __________our order if you don't deliver the goods by Friday.

3. If you execute the order carelessly, they (place / not) ____________ another order with you in the future.

4. If I (find) __________his telephone number, I'll call him. 

5. Your photos (be) ___________printed and ready within an hour if you pay extra now. 

6. I'll start work on the report when I (get) __________to work tomorrow morning

7. Next time, tell him to pay the invoice as soon as it (come) _____________.

8. It (be) __________cheaper if we buy the food for the party wholesale. 

9. If you (need) _____________any more information, please contact us. 

ПР19. Подготовка переговоров и деловых встреч. Повестка дня. / Preparing for negations. Agenda.
Exercise 11 Выберите правильный вариант / Choose the correct word.

1 Grant gained a comfortable ___________ against/over Cooper in yesterday's match.
A victory B tension C tactics
2 Fifty people voted against the new _________.
A unrealistic B proposal C pressure  

3 The government is facing _____________ from environmental activists
A victory B pressure  C tactics
4 I'm sure these problems can be satisfactorily ___________.
A unrealistic B resolved C tension
5 The ________ between the two countries is likely to remain
A tension B proposal   C victory
6 The demonstrators offered little or no  _______ to the police
A pressure  B proposal C resistance
7 Most people disapprove of such violent ______
A tactics B pressure  C resistance
Exercise 12  Найдите лишнее слово в данных словосочетаниях. / Find the word that does not collocate.

1 won / achieved / resolve victory
2 unrealistic proposal / expectation / tension
3 build up pressure / tension / victory

4 make a proposal / decision / pressure

5 a fair trade-off / decision / resistance
Exercise 13 Прочитайте текст об этапах переговоров. Определите, являются ли высказывания верными (T) или неверными (F). / Read the text about preparations for negotiations. Decide whether these statements are true or false.  
Prepare

Preparation is the first key factor for all negotiations. In order for you negotiation meeting to be a success you must have clear goals in mind, acceptable alternatives and possible solutions, what you’re willing to trade, and finally what your bottom line is- where you are not prepared to change your opinion. 

Start positive

Highlight all the positive goals both parties want to achieve for the day to reduce any tense atmosphere and break the ice with some healthy small talk.

Effective questioning

Ask open ended questions in order to establish what the other party wants. Use questions to dig deeper, to uncover needs, to reveal alternative options, etc.

Agreeing

When your counterpart makes an acceptable suggestion or proposal you can agree to show enthusiasm and highlight how you are mutually benefiting from something. It will help come to a favourable negotiation.

Disagreeing

Disagreements are a normal and positive part of building a relationship and coming to an agreement, they show transparency. It is always a good idea to anticipate possible disagreements before going into a negotiation meeting.  However, disagreements should not come across threatening but instead should be mitigated and polite.

Clarifying

In order to avoid any misunderstandings especially in an environment where English is the lingua franca, it is fundamental to be clear about your goals but also ask for clarification when something isn’t clear to you.

Compromising

Compromising is often required at times during a negotiation, and the way you do it is often an indicator of the importance of some of the negotiation terms. Remember, when you do compromise consider getting something for giving.

Bargaining

This is the moment to debate price, conditions or a transaction where one must be firm, ambitious and ready to justify their offers.  In this stage you can employ hard ball tactics or a soft approach, either way being prepared with a strategy will take you to the winning road.

Summarising

There are key moments when summarising will take place during a negotiation; concluding discussion points, rounds of bargaining and the final commitment.  This stage is also the moment of agreeing on the next steps and it is vital not to leave anything unsaid.

1 It is not important to prepare for negotiations.

2 You should start by stating your positive goals.

3 Do not ask open ended questions.

4 You should agree to any proposal made by your counterpart.

5 Disagreeing is OK if you do not threaten your counterpart. 

6 If you do not understand your counterpart, do not ask any questions.

7 Compromising is good if you get something in return.

8 In the bargaining stage you can use different tactics.

Exercise 14 Определите, на каких этапах переговоров используются эти реплики.  / Decide where the phrases appear in negotiations:
	A 

Clarifying 
	1

· Our aim today is to agree on a fair price that suits both parties.

· I’d like to outline our aims and objectives…

· How do our objectives compare to yours?

	B

Summarising
	2

· Could you be more specific?

· How far are you willing to compromise?

· Where does your information come from?

	C

Start positive
	3

· If I understand correctly, what you’re saying is …

· I’m not sure I understand your position on…

· What do you mean by … ?

	D

Bargaining
	4

· In exchange for….would you agree on..?

· We might be able to work on…

· We are ready to accept your offer; however, there would be one condition.

	E

Compromising 
	5

· I’m afraid we can only go as low as…

· From where we stand an acceptable price would be…

· Our absolute bottom line is …

	F

Effective questioning 
	6

· Let’s look at the points we agree on…

· Shall we sum up the main points?

· This is where we currently stand …




ПР20. Деловые партнеры. Переговоры. Правила хорошего тона. Телефонные переговоры как форма деловой коммуникации. Заседания. Эффективное выступление руководителя. Формирование индивидуального стиля выступления. / Business partners. Negotiation Etiquette. Telephoning. Meetings. Speaking as a Leader
Exercise 15 Заполните пропуски, используя идиомы из таблицы. / Fill in the gaps eith the idioms from the table.
1. He was still unsure whether he wanted the job, so the company offered to _______________ with an excellent pension plan.

2. The purpose of this meeting is to have a bit of _______ between employees and the management for ideas on the direction of the company.

3. There was __________ that the government would cover the cost of building a new school.

4. Sal is known to __________, so I doubt you'll get that car for the price you want. 
5. If you know you are right, ___________, don't yield
Exercise 16 Match the phrases to the definitions.
	1 you've got a deal


	A in excellent condition; like new

	2 (to) miss out (on)


	B to reach an agreement during a negotiation

	3 in mint condition


	C a car that doesn't work well

	4 (to) split the difference


	D to lose an opportunity

	5 (to) close the deal
	E I agree; I agree to your terms

	6 lemon


	F to take a day to think about a decision

	7 (to) sleep on it


	G to share a difference in cost 50-50


Exercise 17 Прочитайте текст о ведении переговоров по телефону. Определите, являются ли высказывания верными (T) или неверными (F). / Read the text about telephone negotiations. Decide whether these statements are true or false.  
Telephone negotiations are not easy. Yet, there are some good reasons to consider negotiating over the telephone.

The telephone is great for getting the attention of people who might otherwise be hard to reach. Just like you, most people find it hard not to pick up a ringing phone. Once the phone has been answered, it is hard to hang it up.

The telephone can help you say “no” more easily and sound resolute. The telephone can minimize status differences and help you sound unconcerned.

With the telephone you can limit information. You can talk and not listen or you can listen and not talk. It doesn’t seem quite as rude to interrupt on the phone, so it helps re-affirm concerns.

The key to telephone negotiations is to be the better prepared. Practice the phone call and dry run the conversation before you call. Make a checklist of the issues you want to cover and the “what” and “how” questions you want to ask.

Finally, always have an array of ready excuses available to help get off the phone if the negotiation is getting off track.

Telephone negotiations can work. You just need to do your work before the call. Get prepared. Have plenty of room to spread out documents. Have highlighters ready. Limit distractions. Keep notes. What we measure we treasure, and nothing uncovers buried treasure faster, than effective negotiation tactics.

1. Telephone negotiations are easier than face-to-face negotiations.

2. It is easier to say “No” on the phone.

3. When negotiating on the phone, you can share less information.

4 It is not necessary to prepare for telephone negotiations.

5 You can stop telephone negotiations at any time.
Exercise 18 Заполните пропуски / Fill in the gaps.
1. What would your company do if your competitors (drop) __________their prices? [image: image1.png]



2. If I (need) __________any more details, I will contact you. [image: image2.png]



3. We (miss) ____________the plane if there's a lot of traffic on the roads. [image: image3.png]



4. I'm sure he'll find a new job soon if he (keep) ____________looking. [image: image4.png]



5. If I (know) __________enough about computers I would try to mend my PC myself. [image: image5.png]



6. I'm sure he'll call us pretty soon if he (have) ___________any questions. [image: image6.png]



7. You (not/need) __________your car if you get the job – the salary package includes a car. [image: image7.png]



8. I (not/accept) ____________the offer if I were you. I think you could find something better. [image: image8.png]



