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NEGOTIATING STRATEGIES AND TACTICS
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(Provided in COE A-E Contracting Prospect Course)

“I HEAR AND I THINK.  I SEE AND I REMEMBER.  I DO AND I KNOW.”










Confucius

TWENTY-ONE IDEAS YOU CAN USE FOR NEGOTIATING.  

1. Everything is Negotiable. There are very few fixed prices or terms on anything, even if they are written down or printed.

a. Continually look for opportunities to improve the deal or situation in your favor.

b. Method:  “Ask your way to success.”  Ask for better termas, to get more, to get it cheaper.

c. The fear of rejection-the fear of being bold “NO!”-holds people back and causes them to accept less than they need to.

d. All prices are set arbitrarily; therefore, all are negotiable.  

e. Overcome the fear of rejection by asking–over and over-until it becomes automatic.

f. Key point:  “It’s all just a game.”  So get in there and play!
2. The Purpose of Negotiating: 
The purpose of negotiating is “To reach an agreement so all parties have their needs satisfied to the degree that they are internally motivated to fulfill their commitments and enter into subsequent negotiations and transactions with the same party.”

a. The purpose of negotiating is “TO REACH AN AGREEMENT...”.

b. All parties “HAVE THEIR NEEDS SATISFIED...”.
c. All parties “....ARE INTERNALLY MOTIVATED TO FULFILL THEIR COMMITMENTS....” as a result of the negotation.
d. All parties are willing to “....ENTER INTO SUBSEQUENT NEGOTIATIONS...” With one another.
3. Six Negotiating Styles: Following are six negotiating styles between two parties, A and B, and the results of those styles.

a. Win-Lose:  A gets what he/she wants.  B does not.(-)

b. Lose-Win:  B gets what he/she wants.  A does not.(-)

c. Lose-Lose:  Neither party gets anything he/she wants

  from the negotiation.

d. Compromise:  Some wants of each party are fulfilled.

    Others are not. 

e. No deal: Both parties agree to disagree. (-)

f. Win-Win: The parties work together to discover a third alternative that satisfies the needs for both. (+)

4. The Uses of Power in Negotiating:

No one will negotiate with you seriously unless he feels that you have the power to help him get something he wants, or the power to hurt him in some way.

a. Create the perception of power-by feigning indifference, suggesting scarcity, acting with authority, displaying courage (risk taking).

b. Power of commitment:  You have an advantage if other party perceives that you are totally committed to getting the best deal-that you will do whatever is necessary.  How determined are you to achieve your goals?

c. Power of expertise.  The person who is the most knowledgeable about the subject often has a distinct advantage.

d. Power of knowledge of the other’s needs.  Knowing the needs of the other party gives you a tremendous amount of power.  How much do you know about what the other person needs?

e. Power of identification.  Be able to genuinely empathize with the other person’s position or situation.  The expression of empathy gives you a lot of power because people are more apt to enter into agreements with the people they like than with people they don’t.

f. Power of reward and punishment.  The ability to confer a reward, and the ability to punish the other party financially by withdrawing a reward, will cause him to want to negotiate with you.  What can you do to or for the other person?

g. Power of investment.  The more time and money that have been spent on the deal to date, the greater the commitment to completion. (If the other party spent much time/effort, then you have the upper hand.)

5. The Impact of Emotions on Negotiations

Emotions-especially the emotions of desire, greed, fear or anger-can help you or hurt you.

a. Desire is usually the critical element in negotiation.

b. How badly do you want it?  How badly does the other party want it?

c. Would you life end if you didn’t get it?

d. “So what?” is a good question.

e. Rule:  The person who gets the most emotionally in the negotiation has the least power.

f. Psychologically prepare.  Practice detachment before and during negotiation.

6. The Element of Time in Decisions

Time is a key factor in negotiating.

a. Urgency.  The more urgent his need, the less effective negotiator.

b. Rushing.  Don’t allow yourself to be rushed or hurried.

c. Deadlines.  Whenever possible, set deadlines for decision making.

d. Delay.  Whenever possible, put off serious decision for 24 hours. (80/20 ratio means last 20% of negotiation deals with 80% of the total items.)

7. Developing Options

In a negotiation, you are only as free as your developed options.

a. The more alternatives you have, the stronger your negotiating position.

b. The fewer your options, the less room you have to negotiate.

c. Do your homework.  Develop as many alternatives as possible, on paper, thought through, before the negotiation.

8. Know What You Want

Think through your ideal desired outcome in advance.

a. Clarity is essential.  What outcome do you desire?

b. What are you prepared to give to get it?

c. Write a description of your goals from the negotations.

d. Discuss your desired outcome with others, if possible.

e. Determine clearly the least you will accept.

f. The person who knows exactly what he/she wants has a distinct advantage over the person who is vague or unsure.

9. Preparation Is the Key

Eighty percent of success in negotiating is based on solid preparation.

a. Subject matter.  What needs to be discussed?

b. Objective.  What are your objectives?  The other party’s objectives?

c. Issues.  Where do you differ in wants and/or needs?

d. Positions.  What are the starting positions of each party in the negotiation?

10. Clarifying Your Positions

Think through your position in advance.

a. What are your essentials, your limits, your maximums, your minimums?

b. What are the other party’s essentials and limits?

c. What are you willing to concede?

d. What tie-in concessions can you require to achieve agreement or to get concessions?

11. Reversing the Situation

To give yourself a broader view of the negotiation, reverse the situation.

a. Try to see the situation through the other person’s eyes.

b. Argue the “case” from the other person’s viewpoint.

12. Questioning Assumptions

“Errant assumptions lie at the root of most failures.”

a. What are your assumptions?  Known and hidden?

b. What if your assumptions were not true?

c. How could you test your assumptions?

d. What are the other’s assumptions?

e. How can you clarify each other’s assumptions? (Interview style-“Tell me if you would....”, “How would you like to see discussions resolved?”, ETC.)

f. Use a fact-finding approach:  Question the other party; gather data objectively-interview for information; feed it back to him in your own words.

Ask this key question:”Why do you feel we are here, and what would you ideally like to accomplish in this meeting?”

13. The Law of Four

According to the law of four, there are usually four main issues to be decided in any negotiation.

a. According to the Pareto principle (the 80-20 rule), 80 % of the importance of a negotiation is contained in four issues or less.

b. For example, when you’re purchasing a car, four main issues include price, model and color, accessories, and timing of delivery.

c. Of four main issues, one is usually primary; the other three, secondary.

d. Identify the main issues in advance.  Think them through.

14. The Successful Negotiator

How can you tell if you are one?

a. The successful negotiator views negotiation as a lifelong process-that is, never ending.

b. He is open-minded, adaptive to a changing situation.

c. He is flexible-quack to identify mutual goals in the negotiation.

d. He is cooperative versus combative.

e. He is creative versus competitive.

f. He is nonmanipulative, honest, direct.

15. Suggestive Elements in Negotiating

Following are suggestive factors that influence your thinking, feelings, emotions, opinions. 

a. Location.  Negotiate on your turf or neutral turf.

b. Personality.  Be warm, friendly, empathetic.

c. Positioning.  Sit side by side-not across the table from each other.

d. Timing.  If the other party is in a hurry to come to a conclusion and you’re relaxed, you have a psychological advantage.

e. Comfort.  You’re more likely to make a better deal if your facilities (furniture, lighting, etc.) are comfortable and you’re rested.  Also, note that all negotiations proceed better during or after a meal.

f. Attitude.  In a negotiation, a positive attitude-cheerfulness, optimism toward positive results-is much more effective than a negative attitude.  And the best negotiators are very patient.

16. Persuasion by Reciprocation

Reciprocity, giving and receiving, is the most powerful way to gain agreement and commitment.

a. Use the Socratic method.  Determine all areas of agreement first-agree, agree, agree.

b. A key phrase to use when you disagree is “Let’s come back to that.”

c. Agree slowly, reluctantly, but with an air of reasonableness, fairness.

d. Tit for tat-ask for, expect, concessions on your issues in exchange for agreeing on several small issues of the other party.

e. Be willing to give in order to get.

f. Win-win negotiating is based on mutual cooperation and mutual benefits.  (i.e. concede on price if they agree on terms,etc.)

17. Persuasion by Social Proof

Use social proof to influence the other to accept your arguments.

a. Use facts, numbers, names, statistics to show that others are making similar agreements.

b. Similar others in similar situations who have made similar decisions demonstrate the reasonableness, fairness of your position.

c. Assertions are not proof.  Provide documentation for your claims.

18. Price-Negotiating Tactics

Practice price-negotiating tactics until they become second nature.

a. Flinch:  “That is too much!”

b. Question:  “Can’t you do better than that?”

c. Assertion:  “I can get it cheaper somewhere else.”

d. Question: “What’s the very best you can do if I make a decision today?”

e. Low ball:  Offer cash-right now!

f. Nibble, or add on:  After you’ve bought the main article, get something free thrown into the package.

19. Walk away Method of Negotiating

In most cases, the walk away method is a powerful way to get the lowest possible price.

a. If you are buying, ask what is the very least that the person will accept.

b. If selling, set your price at the very least that you will accept.

c. Be prepared to get up and walk away if the price is unacceptable.

20. Harvard Negotiation Project:  Four Keys

The Harvard Negotiation Project has come up with four key elements to successful negotiating.

a. People.  Separate the personalities from the  problem, the issues at hand. 

Stay unemotional.  Keep your eye on the negotiation,

off the personalities.

b.
Interests.  Identify the underlying needs of the other party.

c. Options.  Generate a variety of possibilities.  Use brainstorming methods to develop alternative approaches.

d. Criteria.  Agree to base the result on some objective criteria.

e. Agree on boundary conditions in advance.  What are you trying to avoid, achieve, preserve?

21. Negotiations Are Never Final

They are an ongoing process.

a. With a new information, ask to reopen the negotiation.

b. Start with thinking through the benefits that the other will enjoy by renegotiating.

c. If you are unhappy with the results of a negotiation, go back and ask for changes.

Good negotiators are made, not born.  

Negotiating is a lifelong process.

You can learn to be an excellent negotiator by studying the subject, by applying what you have learned in this course and by practicing these techniques over and over until they become second nature.

In closing, remember the four essentials of negotiating, upon which all successful negotiations are based:

1. Get the facts; prepare in advance.

2. Ask for what you want.

3. Seek win-win solutions.

4. Practice, practice, practice!
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