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			Vorwort

			Unsere Welt wird kleiner und geschäftliche Kontakte beschränken sich immer weniger auf den heimischen Markt. Deshalb ist die Kompetenz gefragt, Verhandlungen auf Englisch führen zu können. Effektives Verhandeln, basiert auf zwei Dingen: Verhandlungs- und Sprachkompetenz einerseits, interkultureller Kompetenz andererseits. Denn nur wer versteht, warum und wie der kulturelle Hintergrund den Stil und die Strategie von Verhandlungspartnern beeinflussen, wird international Erfolg haben. Der letzte Faktor ist nicht zu unterschätzen: Eine europäische Studie hat gezeigt, dass rund 40 % der Verhandlungen innerhalb Europas aufgrund von interkulturellen Konflikten scheiterten.

			Deshalb gibt Ihnen dieser TaschenGuide zum einen die sprachlichen Bausteine einer erfolgreichen Verhandlungsführung an die Hand. Zum anderen zeigt er Ihnen, wie Sie die entscheidenden kulturellen Unterschiede bei Ihrer persönlichen Verhandlungsführung berücksichtigen. So unterstützt Sie das Buch dabei, Vertrauen aufzubauen und gewinnbringende Vereinbarungen zu treffen – in vielfältigen Interaktionen und Situationen, von der Preisverhandlung bis zum Small Talk. Der TaschenGuide wird so zum ständigen, wertvollen Begleiter bei Ihren Verhandlungen auf Englisch. Wir wünschen Ihnen viel Erfolg dabei!

			
				Sander Schroevers, Ian Lewis
			

		

	
		
			Negotiating skills

			
				
					This chapter explores a variety of contexts for negotiations, and gives you practical examples of appropriate negotiating behaviour.

					Particular attention is drawn to the following negotiation skills:

					
							
							Preparation and planning (page 6),

						

							
							Socialising and small talk (page 24),

						

							
							Understanding different phases of negotiations (page 26),

						

							
							Asking questions (page 54) and listening (page 60).

						

					

				

			

			
				Preparation and planning

				In the first century, Cicero, the Roman philosopher and lawyer, wrote: „Ex praeparato, nil desperandum“ – preparation reduces trouble. And his adage is still relevant today, because the more thoroughly a negotiation is prepared beforehand, the more likely it is possible to anticipate trouble that might influence a successful outcome.

				Experienced negotiators prepare by setting realistic objectives, and thinking about flexible scenarios toward different solutions. We used the word scenario because a negotiation is never a script, where the parties always know exactly what to say and when.

				
						
						Script: one fixed conversation line

					

						
						Scenario: an imagined, projected or suggested sequence of events

					

				

				A scenario will be based around particular key items. Try to be as specific as possible, because unfortunately general objectives tend to render general results. Writing in English in advance will help you to prepare even better. The checklist below may prove a useful tool for developing your ideas for a scenario.

					
					
						
							
									
									Checklist: preparation

								
							

						
						
							
									
									
											
											Reason: why are we negotiating?

										

									

								
							

							
									
									
											
											Issues: which (more detailed) issues will be involved?

										

									

								
							

							
									
									
											
											Settlement objectives: what do we want, what do they want, what don't we want, and what's our least acceptable result? What is a good alternative to the deal?

										

									

								
							

							
									
									
											
											Priority of issues: value each issue (high, medium, low importance) and do this for both parties.

										

									

								
							

							
									
									
											
											People: who is on our team and who is on their team, and what authority do members have? Do all members know their role as part of the team? Do we need a native speaker in our team?

										

									

								
							

							
									
									
											
											Information: what information do we have? What questions should we ask? What questions will they ask? How should we answer? Which information should be kept? What do we need to verify beforehand? Is there need for calculations, figures or any support materials?

											Who prepares statistical data and visuals?

										

									

								
							

							
									
									
											
											Offer(s): what are our entry and exit offers, what could be theirs and what concessions should we have available?

										

									

								
							

							
									
									
											
											Tactics: who says what to whom? Who will take notes?

											Who will listen and observe? What if it doesn't work?

										

									

								
							

						
					

				

				It can be helpful to brainstorm by yourself or with different team members using this checklist. Also realise that despite the fact a team is well prepared, unexpected issues may come up during a negotiation. Sometimes it is necessary to be flexible, or even make alterations to the prepared plans in order to reach an agreement.

				
					Important

					Anticipate 75% of the other party's questions, and prepare suitable answers, preferably already in English.

				

				The above checklist can also help you to evaluate after the negotiation. For instance, to measure to what extent you were prepared for different factors? Or by afterwards measuring how well you anticipated their questions. In so-called negotiation debriefs or reviews, people evaluate what happened during a negotiation. Bear in mind that the objective of such a negotiation debrief is learning, not problem fixing or blaming others. The results of a debrief can be documented for future use, by the same team or by a wider audience. In the words of lawyer and NBA chairman David Stern: „The secret of effective negotiation is dealing from strength, and strength comes from preparation.“

				
					Useful vocabulary

					call a meeting: eine Sitzung einberufen

					attend a meeting: an einer Sitzung teilnehmen

					hold a meeting: eine Sitzung abhalten

					schedule a meeting: eine Sitzung einberufen

					attendee/participant: Teilnehmer

					alteration: Änderung

					objective: Ziel

					debrief: Rückschau

						

				
					BATNA: Best Alternative To a Negotiated Agreement

					The BATNA strategy was introduced by the authors Fisher and Ury in their book „Getting to Yes“. BATNA is an acronym for „Best Alternative To a Negotiated Agreement“. It is a common tactic used in the English-speaking world. The central idea of this strategy is to think in advance about having alternative options available in order to leave the negotiation comfortably. This empowers you with the confidence to either reach a mutually satisfactory agreement, or walk away to an alternative supplier/buyer or keep things as they are. BATNA comes from planning, brainstorming and preparation with the key players in your organisation. It is a twofold process, as you first need to determine what alternatives are available, and secondly, you need to realistically estimate your counterpart's alternatives. Having a strong alternative strengthens your negotiating powers during the negotiation. If this is weak or you have no alternative, then you feel pressured to close a deal.

					
						Example: BATNA

						Horst's company asks him to move to Hamburg; he now earns 70.000 €. He thinks about his alternatives: if he rejects the offer it might influence his position, resulting in a lower paid job within the company, therefore his BATNA is the salary of 60.000 €. He informs on the job market and discovers that he could realistically earn between 80.000 € and 65.000 €; therefore his BATNA is estimated at 75.000 €. By identifying another alternative, Horst has increased his BATNA from 60.000 € to 75.000 €, and thus his bargaining power. Horst also has to estimate the costs of moving to Hamburg, which he believes to be around 5000 €. His BATNA has grown to 80.000 €. Finally Horst will need to realistically estimate his company's alternatives or BATNA. If they have an alternative of moving Horst at a lower price than 80.000 €, a deal will not be easily made. But if Horst believes his skills and his direct usability for the company are to its advantage, he has increased his bargaining power by a total of 10.000 €. For Horst it was not only critical to calculate his own BATNA, but also to make an estimate of the other's BATNA.

					

					The example shows us that both parties have their BATNA. Negotiating is the task of arriving at a reasonable outcome, given each party's next best alternatives. Negotiating is about trying to divide up the surplus, but in such a way that each party benefits. This demands preparation and correct judgement.

					
						
							
								
										
										Checklist: BATNA

									
								

							
							
								
										
										
												
												Brainstorm about your best alternatives if you cannot make this particular deal.

											

										

									
								

								
										
										
												
												Elaborate on the most promising alternatives. The best alternative is your BATNA.

											

										

									
								

								
										
										
												
												Compare your own BATNA to all offers and proposals.

											

										

									
								

								
										
										
												
												When an offer is better than your BATNA, you are in a position to negotiate an agreement.

											

										

									
								

								
										
										
												
												When an offer is worse than your BATNA, try to improve on the offer from the other party.

											

										

									
								

								
										
										
												
												If the other party does not (or cannot) improve its offer, opt for your BATNA.

											

										

									
								

							
						

					

				

					
						Parameters

					Parameters are vital for your negotiations. What are the highest/lowest, best/worst, maximum/minimum requirements that are acceptable? These are often referred to as the ideal and fall back (bottom line). Using these parameters wisely helps to clarify what other information is relevant.

					
							
							The maximum: lay down what is the very best you hope to achieve. If you aim for a point that remains in a range that is believably possible, you allow yourself the potential of achieving it, having more room for concessions, and giving a stronger chance of reaching a satisfactory outcome. This is often referred to as the ideal.

						

							
							The minimum: the acceptable minimum gives you warning signs, when this is being breached and allows you ways to manoeuvre away from this point. This is often referred to as the fall back or bottom line.

						

					

					Useful vocabulary

					agree: zustimmen

					disagree: nicht zustimmen

					empower: befugen, bevollmächtigen

					limits: Grenzen

					meet halfway: auf halbem Weg entgegenkommen

					mutually: gegenseitig

					require: verlangen, voraussetzen

					

				
					A negotiation agenda

					During a negotiation it may be difficult to decide which topics are important to discuss and which are irrelevant. Establishing a negotiation agenda can render a discussion much more efficient for both sides. An agenda can be compared to the track a train runs on, as you travel through the negotiation. A negotiation agenda, unlike a meeting agenda, has specific content and an order that drives the negotiation forward.

					Items of an agenda

					An agenda includes the following items:

					
							
							Date, time and location of the meeting

						

							
							Names and titles of team members

						

							
							A general timescale for the period of negotiation

						

							
							The main issues to be addressed

						

							
							The proposed order

						

					

					
						Example: Preliminary agenda

						Meeting between IBL GmbH and TMA Inc.

						At HES café, from 2 pm until 4 pm

						Proposed new material for courses

						Friday, 16 January 2011

						Introductions by participants.

						Agree on the meeting agenda.

						Issues:

						Who will use which material?

						Which programme will pay the costs?

						Who will be responsible during the trial runs?

						How are the assessments done?

						Refreshment break (HES café).

						Who will present the outcomes?

						What about digital aspects?

						Summary of agreement.

					

					Making an agenda will not only offer some structure to a negotiation, but it will also help you to identify your own priorities and goals and to compare these to those of you opponent. It will prevent an endless debate. The items on an agenda are usually called the „Heads of agenda“. Drafting an agenda may contribute to a positive atmosphere, as it shows that you are looking for progress in the negotiation. It may also be seen as a first small agreement between parties.

					
						Important

						Be careful not to reveal key aspects of your priorities, your preferences or your intended strategy in the agenda.

					

					In more hostile relationships between negotiators, it helps to use less specific agenda headings (e.g.: „prices“ instead of „price increases“), or perhaps even to only agree on an agenda as such, but to disagree on the order of the items. Especially when negotiating with international parties, it is wise to be flexible with the negotiation agenda.

					Time limits

					Negotiating can be an exhausting experience. Prepare to take proper breaks for coffee, lunch, dinner, sleep. Over and above these natural requirements, breaks or adjournments in the negotiation are very useful. Be aware that the other side may have a different perspective of time. „Time is money“ is a common thought in North American minds, but time spent on socialising may influence others more.

					Useful phrases

					
							
							I've drawn up an agenda.

						

							
							I hereby send you a copy of the revised agenda.

						

							
							Does the agenda meet your expectations? There are four items on the revised agenda.

						

							
							Are there any points you wish to add?

						

							
							We believe some points are missing.

						

							
							Is including point … OK with you?

						

							
							Shall we include … on the agenda after point 4?

						

					

					Useful vocabulary

					item on the agenda / agenda item: TOP (Tagesordnungspunkt)

					agenda headings: Verhandlungsgegenstand, TOP

					to be on the agenda: auf der Tagesordnung stehen

					to delete from the agenda: von der Tagesordnung entfernen

					circulate the agenda: die Agenda verteilen

					chairman: Vorsitzender

					AOB (any other business): „Sonstiges“ als TOP

					closure: Schließung

					confine: eingrenzen

					minutes: Protokoll

					proceeding: fortführen

					priority: Priorität, Vorrang

					settled: entschieden

					TBA (to be announced): wird angekündigt

					timescale: Zeitplan, zeitlicher Rahmen

					venue: Handlungsort

				

				
					Promoting the climate

					Being comfortable while negotiating is important. Sitting in a stuffy office without regular breaks or suffering from jet lag is detrimental to decision-making. One should be aware of creating a positive environment and working climate for the negotiations. If you are the host, make sure that you have comfortable rooms available. It's important to have space where parties can take a separate break to discuss privately.

					The following aspects should be taken into account:

					
							
							A large comfortable room,

						

							
							A large table,

						

							
							Enough space to walk about,

						

							
							Material for presenting at hand,

						

							
							Discreet staff that prevent disturbances,

						

							
							Regular cleaning and serving of refreshments,

						

							
							Direct, secure telephones, internet access,

						

							
							Access to any equipment required, e.
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