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Section 100 0 O O O Negotiation Skills and Principles] [0 [0 [0 00 O O O O Five Key Steps in Principled
Negotiationd O 0 O OO 0O OO [O1 Separate the people from the problemO O O OO O OO O 2Focuson
the interests behind the positionsd O O O O 0O 0O O O O 3 Invent options for mutual gaind O OO0 00 0O O

4 Use independent standardst] O O O O O O O 5 Consider best alternative if negotiation doesn’ t reach
agreement0 OO OO0 O0O000O0O0OODODODO DO Four Negotiation SkillstoMasterD O O OO0 OO0 OO O6
Don’ tnegotiate against yourself(] [0 00 00 O O 7 Offeringachoiced O OO OO OO 8 Never prove the other
personwrongd O O OO0 O0O00O0O0OOO 9Don’ tgiveaconcession away without receiving one in returnd
O00000O00000 10 Establishing limits before you start your negotiation O O OO0 0O 0O 0O 0O O O

[0 Most Common Mistakes in Negotiation--Howto Avoid ThemO O 0 OO0 00O O0OOOO0O 11
Beginning your negotiation too soonJ [0 [0 [0 00 0 O 12 Not negotiating with the right person00 O 0 O 0O 0O O
[0 O 13 Not being flexible on a position--lockingond 0 0 0 0 0O 0O O O O 14 Feeling helpless or powerless]
000000000 15Worrying about losing control of the negotiationd [0 00 O O O O O 16 Forgetting
your goals or loosing track of gettingto themJ 0 0 0 0 0 0 O O O 17 Toomuchworrying aboutthe otherparty
" Sfeelingsorgoals0 D 0D 00O OODOOOODO 18 Mind going blank--brainfreeze0 O OO O OO 19
Falling for physical manipulations™] [0 [0 00 00 00 O [0 20 Losing sight of closing the deall] O O O O Section 2[]
0 O O O Trade Negotiation] 0 OO O O Building Relationships of Trusttd O O O O O O 21 Greeting(meeting
and receiving)] O (0 O O 0O 0O)O 22 Introductionst] O O 23 Conventions[ [J [0 24 Small talk--breaking
theiceD O ——0 0O 0O O O 25Finding out more--how to let the other party know you’ re interested] O O [J
—0O0000000000Inquirydl O [ 26 Starting inquiry negotiation O OO O [0 27 Agreement on price
00000 28 Discussing transportation issues and shipping optionst] [0 [0 [0 00 00 00 O 29 Discussing
payment optionst] [0 OO OO [0 00 OO 30 Checking on shipment statusC] [1 [ [ [0 00 O Sealing the Dealdd O O 31
Making concessions] [0 [0 [0 [0 32 Discussing the bottom line(1 00 O O [0 33 Accepting and confirming the
termsO0 0 0O 00O DO 34 Closing the deald] O [0 35 Quality control issuest] [J [ [0 [0 [ Section 300 O O [
O Investment Negotiation [0 O O [0 JointVentured O [ 36 Finding a partner 0 00 O O O 37 Showing
interestd] 0 O O O 0O 38 Discussing terms] [0 0 O 39 Establishing a foreign officed O O O O O O O Real
Estate[] OO OO O 40 Getting started[] (I O 41 Property evaluation and selection] O O O O 0O 0O O 42 Making
an offer] (O [ 43 Closingthe deal] (O OO Stock Market[] [1 [ 44 Buying/Selling Stocks(] (O OO OO O 45 Short
Sellingl] 00 [T 46 International Markets[J [0 [0 [J [J Other Negotiation TopicsJ [J [0 [0 [0 47 Technology
Transferd O 0 0O OO 0O 48 Copyrightand Patents O O 0O O O O [ 49 Employment Negotiation[d [J [0 [J
[0 50 Negotiating Salary and BenefitsTJ [0 (0 00 0 00 O
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[0 O Consider best alternative if negotiation doesn’ treachagreement0 O 0 0000 O OO0 O0O0OOO0OO
00 O BATNA, or the best alternative to a negotiated agreement, refers to the course of action that will be taken if the
current negotiations are not successful and an agreement cannot be reached. Any basic course on negotiation will
introduce the concept of BATNA, which emphasizes the importance of determining what your alternatives and
options are if the negotiation doesn’ t reach agreement.[] Having a BATNA means doing your homework before
you begin your negotiation. You should be very clear before you even begin your negotiation what your best
option isif you don’ treach an acceptable deal with your negotiation partner. It isimportant to note that the
BATNA is not your bottom line. A bottom line acts as a final barrier where a negotiation will not proceed further; it
signifies the worst possible outcome that a negotiator will accept. However, BATNA is a carefully considered
contingency plan. It" s like having a plan B if your negotiation doesn’ twork out.[J [J Having a clear idea about
your best alternate solution will give you a great edge in negotiation because it will keep you from agreeing to
something less favorable than what you could do without the negotiation.[J In fact, one of the most important
things you can do to be a successful negotiator is to understand the power of developing a strong BATNA before
starting any negotiation. Having a strong BATNA will let you know whether or not to accept a negotiated
settlement because you will already know whether it is possible to obtain a better outcome by alternative means.
The negotiated agreement should not be accepted if it is not deemed better than the BATNA.I O Practical
application of the BATNA concept includes planning for adequate time in your negotiation preparation to
research potential options for what you would do if your negotiation doesn’ t work out. When creating a
BATNA, you should first brainstorm a list of all available alternatives that might be considered if the negotiation
proves unfruitful. Second, examine the most promising choices on your list and develop them into attainable or
practical options.[] Finally, identify the most promising of the alternatives and keep it in reserve during the
negotiation as a fall-back.[] Furthermore, to negotiate with greatest success, you should not only know your own
BATNA, but also learn to accurately estimate your partner’ sBATNA.O OO OO O O0OOOOOOOOOO
O0DOOOBATNADO D OODDOODOOOODDOODOOOODDOODOOOODDOODOOOODOO
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(0 O Dialogue 100 [0 A: How’ s your research coming? Are you going to be ready for the meeting with Charlie
tomorrow?] [ B: I think I’ Il be ready. I know Charlie will drive a hard bargain, so I’ ve put a lot of effort into
knowing the market.J I’ ve come up with some really great options for our BATNA on this one.[] [1 A: Like
what? O B: Well, first, | compiled a list of all the other suppliers in the Cleveland area. I’ ve contacted more than
20 different factories to get their basic estimate on the same product we’ re trying to get from Charlie. | know what
the market is like, and I have a few very tangible options if the negotiation doesn’ twork out.l0 O A: Sounds
good. But you’ d probably better consider more than just price when you are looking at the other options.[J (I B:
Yeah, | know. We’ re looking for the best deal all-around. We’ ve been working together with Charlie for a long
time. He’ s been our supplier for ages, so | hate to ruin a lasting relationship just because | can get a little lower
price somewhere else.]1 (1 A: You’ ve got to evaluate the best option from all angles. Relationship-wise,
price-wise, insurance and transportation considerations[] everything all figures in. Do you have one of the
alternatives chosen as your best one?l] [ B: Not yet, I' m still hammering a few things out.[J [ A: Better hurry.
Your meeting with Charlie is at 9 am tomorrow morning!l O AO OO0 O0OO OO0
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00 O Dialogue 200 O A: Is $50 per unit the best price you’ ve got to offer?0] [0 B: With the specifications you’ ve
given, $50 per unit is a pretty good deal [J | imagine you can’ t find much lower than that on the market these
days, no matter how hard you look. Also, you’ ve got to remember, we’ re also offering to give you a discount on
shipping, and throw in an option for a higher discount on your next order. I’ m guessing you’ re not going to
find a better deal than what you’ ve got with usC] .00 O A: We do appreciate your offer to give such a great value
on the shipping. I am concerned about the final price offer per unit though.J 0 B: Do you have any better offers
from anyone else?] O A: Well, we might. | was hoping to get a price at least as low as $40 per unit.[] [ B:
Honestly, that might not really be feasible for us. Like | said, $50 is a very reasonable price, considering all the extras
we’ re throwing in for you.[O [0 A: Yes, well, perhaps. I don’ t think we can reach an agreement with $50 per unit
asthefinalpricce D OAO OO0 00000000O0O0OOO0O
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