[image: image1.png]



The Process of Negotiating - The Steps in Preparation

1. Decide what facts you need and get them.  Be very careful to distinguish facts you’re sure about from hearsay.

2. Decide what you want from the negotiations? (your aims)

3. Work out what you think the other side wants?  (their aims)  It may not be easy to tell, but speculate about this if necessary.

4. Work out where you think there may be common ground (This means things you can agree about right away) and then where the key differences probably remain.  It may not be easy to tell, but speculate about this if necessary.  Think also of how you can show that what you want will benefit them, not just you.
5. Think of possible weaknesses in the other side's position.  Work out some questions you can use to probe these possible weaknesses.  If you can’t find weaknesses, it may mean your case has some weaknesses.  You may need at this stage to adjust your demands.
6. Work out on which side of the negotiating table you think the power lies.  Don’t underestimate your own power.
7. Work out your priorities.  Of all that you want to achieve, what is most important to you?
8. Work out where you are prepared to compromise, if necessary.  Some solutions to the problems you will negotiate about don’t need compromise.  Instead, they need some fresh thinking on how their aims and your aims can both be accommodated.  This is possible more often than you may think.

9. Choose one of you to lead your negotiating team, and share out tasks
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