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   Essential Knowledge


Negotiation

Top Tips

Why do people negotiate?

Because they discover it is in their interest to do so, for example: 

• When one party wants a better deal 
• When there is a genuine gap between one party and the other 
• When one party says 'No' 
• When there is a complaint 

Negotiation techniques 

• Persuade: Is the other party open to persuasion? 
• Postpone: But will the problem go away? 
• Total Surrender: What effect will resentment have? 
• Unilateral Action: What does it do to a long-term relationship? 
• Problem Solve: Do both parties perceive the problem in the same way? 
• Arbitration: But will a contrary decision be acceptable to you? 
• Negotiate: Will it cost you to compromise?

Objectives 


Approach the situation with: 

• Information: research, prepare questions, give information to structure expectations 
• Concessions: what concessions can you make? What value do they have to the other party? What will you ask for in return? 
• Strategy: keep it simple and flexible; if in doubt, adjourn and reconsider. 

Eight steps to follow: 

1 Prepare 
2 Argue 
3 Signal 
4 Propose 
5 Package 
6 Bargain 
7 Close 
8 Agree 

Positive negotiation behaviour 

• Avoid circular argument 
• Be constructive 
• Ask open questions 
• More listening, less talking 
• Clarify by summarising 



Adopt a co-operative style based on: 

• Long-term relationships 
• Trust 
• Tolerance of other views 
• Emotional detachment 
• Constructive argument 
• Building on proposals with considered counter-proposals. 
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