


Opening The Negotiation

Many people stumble at the opening of their negotiation. This can set the stage for a less
than optimum outcome. Here are just a few points I find helpful to keep in mind when I
start a negotiation.

1. Don't set your initial offer near your final objective. Give yourself room to negotiate. It
doesn't  matter  what  you  are  negotiating  -  hours  on  a  project,  scope-of-work,
specifications, price, who's going to do what, etc. When you start any negotiation you
must assume the other party will always put their maximum positions on the table first.
Equally important is the fact that they probably will not disclose to you the minimum they
are willing to accept. Don't be shy about asking for everything you might want and more-
use this as your starting point.

2. Give yourself enough time to negotiate. Before you start make sure you have allowed a
realistic  amount  of  time  for  the  negotiation  process  to  take  place.  Hours,  weeks  or
months-it will frequently take longer than you expect. Rushing through the negotiation
almost always works against you.

3. Don't assume you know what the other party wants. It is far more prudent to assume
that you do not know and then proceed to discover the realities of the situation by patient
testing and questioning.  If you proceed to negotiate  a deal  on the basis  of your own
untested estimate, you are making serious mistake.

4.  Do not  assume that  your  aspiration  level  is  high enough.  It  is  possible  that  your
demands are too modest, or too easy to achieve. The other party may not know what they
want or may have a set of values quite different from your own.

5. Finally, never accept the first offer. Many people do if the offer is as good as they
expected or hoped to get. There are two good reasons not to accept: First, the other party
is probably willing to make some concessions. Second, if  you take the first offer,  the
other party is often left with the feeling that they were foolish for starting too low. In any
case, the negotiator who takes the first offer too fast makes a mistake.

When You Negotiate What Are Your Expectations Of The Outcome?

This is going to be a different kind of negotiation lesson. It's going to delve more into the
mindset you have when negotiating. Have you ever looked for something, did not see it in
its usual place, and thus to you it was not there? Then, after a while, you went back to the
same place you looked the first time and magically, the item appeared. What happened in
that whole scenario? At the point you didn't see the 'thing' you were looking for, your
mind had expectations of seeing,  or perceiving a different outcome. Thus, that which



wasn't reality, became reality to you (you saw the 'thing' the second, after not seeing it the
first time.

What lessons can we learn from this mental observation into the mindset we possess, and
the outcome we expect, during different times in our minds and in negotiation sessions?

When negotiating, be very mindful of the manner and way you're viewing and perceiving
your environment. This includes the people you're negotiating with, and the expectations
you have for the negotiation. Question throughout the negotiations ...

1. What's the demeanor of the person/people you're negotiating with?

· How are they influencing your behavior?

· How are they altering your perception (good/bad influences)?

· What emotions do they invoke in you?

· Are they 'playing' tough, to mentally 'throw you off balance'?

(It's important to understand the level of  influence someone has on you and the way
they're using that influence, because all of us are influenced to some degree, by other
people. The degree of influence other people have over us can cause us to react and do
different things, in the same environment, for different people (Follow me on this). It all
depends on the level of influence someone has over us.) 

2. What is your perception of the environment you're in, physically and mentally, and
how is it mentally and emotionally causing you to respond in that environment?

· Are you less likely to act the way you would in an environment in which you feel safe
and non-threatened?

· Is your perception 'off'?



· How are you going to compensate for your negotiation un- equilibrium?

If you observe your mental state of mind waffling, due to the influence that's causing it to
perceive information in the manner in which it is, align your thoughts with the outcome
you seek; do this not just when negotiating, but in all phases of your life. You'll find
yourself constantly in a much better place ... and everything will be right with the world.

The negotiation lessons are ...

· Always be aware of where you are emotionally and mentally, when you negotiate.

· Always account for and calculate the level of influence someone else is exercising over
you throughout the negotiation.

· If you don't want to acquiesce to a request and you feel someone's strong personality
imposing itself  on you, stiffen and resist  the influence (physically stiffen in the other
person's presence; stand or sit taller and deliver your lack of acquiesces to the request.)
Before  entering into the  negotiation,  prepare yourself  for  the  manner  in  which  you'll
respond should the situation warrant it.

How to Win in Negotiation - 4 Key Steps to Help You Prepare

You can win in a negotiation just by being better prepared. It can help you get what you
want from the negotiation. It does work for everyone.There's no secret. You really just
need  to  know how to  prepare  and  which  preparation  framework to  follow.It's  not  a
difficult thing to do at all. This post will provide 4 key steps which you can use to help
you prepare for your negotiation. You can adopt this preparation framework immediately
to any of your negotiation.

Think of them as guidelines for your preparation process. Use them if you are serious
about winning in a negotiation.

Step 1: Evaluate the conditions

This step helps you evaluate the relationship that you are having with the target. The
relationship that you will be having depends on what are the stakes on the table. Assess
the  interests  of  both  parties.  Determine  what  exactly  the  other  party  wants.  The
relationship also depends on the degree to which how each party can help each other



achieve  their  own  goals.  The  more  you  can  help  each  other,  the  stronger  is  the
relationship.

Every form of negotiation will contain a certain degree of conflict and sensitivity. You
have to learn to manage them. Examine the different type of situations and evaluate what
are the stakes involved.In a negotiation that the relationships matter a lot, you have to be
careful with your strategy. Relationship and long-term cooperation are more important
than the petty victories.

Always respect the other party, keep to your words, behave well and stick to the rules.

Step 2: Put yourself into target's shoes

Negotiation  is  a  matter  of  perception  more  than  reality.  We  negotiate  certain  things
because we have different perceived value of them. Our perspectives are based on our
own experience. If everyone has their own experience, they share different perspectives.
To better prepare yourself, you need to step out of yourself and step into the other party's
skin.Consider how he might have perceived something. Discover his interests and values.
Imagine yourself in his position and take into account what might be important. Do not
attempt to try to persuade him to see the things the way you do. Explore and research into
what are the other possibilities.

Step 3: Decide the style and strategy to use

You can adopt different styles and strategies to different negotiation. The key here is to be
flexible. Assess the kind of negotiation that you will be having.

In Dr. Richard Shell's book, Bargaining for Advantage, he identified 5 negotiation styles:
i) Competitive
ii) Collaborative
iii) Compromising
iv) Avoiding
v) Accommodating

If you wish to find out more about the different negotiation styles, read his book. Learn
about the different negotiation styles and see if you are able to use different styles for
different situations.



Step 4: Determine the medium of negotiation

Decide  on  how  you  will  like  to  negotiate.  Some  negotiations  will  be  better  if  you
negotiate through an agent. An agent who is more familiar with the issue and has much
more experience in such dealings. Choose your agent properly.

You can also decide if you can negotiate face-to-face, telephone, email, instant-messaging
and so on. After you have gone through the pros and cons of the different mediums,
consider the effect that using different mediums can affect your results. There is no rule
that says which medium you should use or whether there should be a third party. Settle
for the one that best fits your situation and you are most comfortable with.

Conclusion

As illustrated, these are the 4 key steps which you can use if you wish to win in your
negotiation. To ensure the best result in your negotiation, pick a few steps and combine
them with your own style, strategy and skills.

4 Simple Habits to Power Up Your Negotiation

"We are what we repeatedly do. Excellence, then, is not an act, but a habit." - Aristotle

Many negotiation gurus are so successful in their negotiations because of the key habits
that  they develop over  a long period of  time.  I spent  most  of  my week reading and
researching into the key habits of great negotiators. Some of them have a few recurring
key habits. Your goal is to become a negotiation guru. Learn the habits from the great
negotiators. Apply them into your life and see how the habits will work for you. Keep
experimenting with them.

These are the 4 key habits that they have:

1. Prepare, Prepare, Prepare

You would not  go ski-ing or sky diving without  first  preparing for it.  Similarly, you
should not enter a negotiation without having done enough preparation. Without spending
adequate  time  on  the  preparation  process,  your  negotiation  success  rate  will  drop
dramatically.



Good negotiators spend a large amount of time preparing for their negotiation. They are
not  afraid to  admit  that  they do not  know everything .  One way to  prepare for  their
negotiation is to keep asking questions and finding out the interest of the other party.

2. Expect the best

"Expect the best. Prepare for the worst. Capitalize on what comes." - Zig Ziglar

All of us tend to make superficial and premature judgments about ourself and the other
party. Wanting to protect ourselves, we focus exclusively on the failures. And all  too
often, our expectations come true . Since our expectations are coming true anyway, why
not expect the best?

Engaging your negotiation with an expectation of the best will yield a much better result.
This  has  been  proven  many  time  over  by  power  negotiators.  In  other  words,  great
negotiators' expectations had improved the performance of their negotiation. Where they
had expected success, they found it .

3. Listen, Listen, Listen

"If A equals success, then the formula is A equals X plus Y and Z, with X being work, Y
play, and Z keeping your mouth shut." - Albert Einstein

Listening is the only way to get information. It is found that all great negotiators are great
listeners too. Active listening or reflective listening is a way to build mutual trust and
understanding.  It  is  an  all-important  skill  as  it  enables  us  to  receive  the  information
accurately.

These are the advantages of listening:

1. Trust building

2. Builds mutual respect

3. Enhance relationship



4. Encourage the exchange of information

5. Safe environment for collaboration

From the advantages above, we can see why power negotiators have a habit of listening.
They practice active listening . By listening, you will be able to have a better negotiation
result.

4. Never compromise on integrity

Integrity is the single most important quality that you can develop to enhance every single
part of our life, including negotiation. Integrity is the essential quality of a successful and
healthy relationship. Having integrity meant that the other party is able to be completely
honest with you.

Your integrity is evidenced in your willingness to hold on to your own values. It is easy
for  us  to  make  promises.  Keeping  to  promises  is  the  hard  part.  When  you act  with
integrity in everything you do, you will find that the other party will trust you more. You
slowly build a reputation for yourself. You will find that as people trust you more, the
more  you  win  in  a  negotiation  (provided  you  don't  break  the  trust).  By  never
compromising  on  integrity,  you  will  be  doing  more  to  ensure  that  your  success  in
negotiation than any other things which you can ever do.

Successful Negotiation by Listening Up

There are so many books and articles on negotiations in the market.  After reading so
many of such books, i come to distill one important aspect to winning negotiations. We
need to listen attentively. Whether you are negotiating a million-dollar deal, selling to
customers, providing customer service, dealing with spouse, recruitment or even simply
just trying to agree with a friend on where to go for dinner, the key to getting what you
want is understanding the other party's perspective. We are talking about his point of view
and what he cares about.

By finding out what is important to the other party will allow you to better understand his
values in a way that will satisfy both his and your interests. Once you take the time and
effort to do so, you will be able to use that knowledge to influence their actions. The
whole strategy is to get into someone else's head to find out what makes them nod. In
order to do so, we need to be very good listener because people will tell us what they care
about only if we listen. To improve our Listening Skills, you can use the following tips:



A) Listen more than speak

We learn this since school days - The less you speak, The more information you will
gather. Always allow for pauses. It is not a bad thing when the other party pauses, as he
may be rec0llecting his thoughts to tell you more important things.

B) Ask lots of questions

Most people loves to talk. As such, we shall ask open-ended questions such as "who",
"what",  "when", "where" and "why". This encourage others  to  tell  you what  they are
really thinking.

C) Focus

We must concentrate on the other person and be aware of everything such as what they
say and what they do. By doing so, the other party will feel that we are really sincere to
listen and help if we can.

D) Courtesy

Make sure not to interrupt  when they are talking. Respond only when they are done.
While they are talking, it is also important to nod or say "yes" or smiling.

E) Make them feel comfortable

We need to put  people at  ease and create  a sense of belonging.  If negotiations is  in
informal dining area, it is important to ask what they like to drink or eat. This shows that
you care for their well-being.

F) Write short notes

We should not really on memory alone. As we have more appointments, we tend to forget
about things that were mentioned previously. As such, we should take short notes during
the  meeting,  Alternatively,  we  can  jot  down  our  recollection  immediately  after  the



meeting, in any case where the taking down of notes are not appropriate. By writing
notes, the other party may feel that you are really care about what he is saying.

G) Show care for others

People can easily feel whether we care for them or not in a conversation. By showing lots
of care during the conversation, you will be gaining their cooperation and getting them to
do what you want at the end. To sum up, those 7 tips on better listening will also improve
your negotiation skills. Now, you can negotiate on anything and be successful in every
aspect of your life.

Conflict Management - Using Principled Negotiation to Resolve Workplace Issues

Negotiation is a Fact of Life:

Negotiation  is  a  fact  of  everyday work  life.  Whether  for  a  company of  one  or  one
thousand, negotiations take place all day. Some negotiations take place with little or no
notice such as when you and a co-worker decide where to eat lunch. Many negotiations,
however, especially those with higher stakes, such as compensation issues, can be fraught
with anxiety. Salaries,  commissions,  cash bonuses,  the division of work among team
members must often be negotiated in order to reach good agreements.

What is a "Good Agreement?"

A good agreement is more than just getting to "yes." A good agreement is one which is
wise  and  efficient,  and  which  improves  relationships.  Wise  agreements  satisfy  both
party's interests and are fair and lasting. With most long-term clients, business partners
and team members the quality of the ongoing relationship is more important than the
outcome  of  the  particular  negotiation.  In  order  to  preserve  and  hopefully  improve
relationships how you get to "yes" matters.

Getting to Yes:

In 1983 Roger Fisher and William Ury, wrote a ground-breaking book entitled "Getting
to Yes: Negotiating Agreement Without Giving In."  This book, now a classic, describes
four principles for effective negotiation and the problems with "positional bargaining."



The Problem With Positions:

Negotiations commonly follow a process of "positional bargaining." Positional bargaining
represents a win-lose, versus a win-win paradigm. In positional bargaining each party
opens  with  her  position  on  an  issue  then  bargains  from the  party's  separate  opening
positions to eventually agree on one position. Haggling over a price is a typical example
of positional bargaining, with both parties having a bottom line figure in mind. According
to Fisher and Ury, positional bargaining does not tend to produce good agreements for the
following reasons:

1) It is an inefficient means of reaching agreements. 

2) The agreements tend to neglect the other party's respective interests.

3) Ego tends to be involved.

4) It encourages stubbornness thus harming the parties' relationship.

Principles Over Positions:

Principled negotiation offers  perhaps a better  way of reaching good agreements.  This
process can be used effectively on almost any type of conflict. Fisher and Ury developed
four principles of negotiation.

Four Principles of Good Negotiation:

(1) Separate the PEOPLE from the Problem.

(2) Focus on INTERESTS, not Positions.

(3) Invent OPTIONS for mutual gain.

(4) Insist on using objective CRITERIA upon which to base agreement.



These  four  principles  should  be  employed  collaboratively  at  each  stage  of  the
negotiation process.

FIRST - Begin with an analysis of the situation or problem, of the other party's interests
and perceptions, and of the existing options.

SECOND - Plan ways of responding to the situation and the other party's interests.

THIRD - Finally, the parties discuss the problem trying to find a solution on which they
can agree.

I. Separate the PEOPLE from the Problem:

Because people tend to become personally involved with the issues and their respective
position,  they  may  feel  resistance  to  their  position  as  a  personal  attack.  Separating
yourself  and  your  ego  from  the  issues  allows  you  to  address  the  problem  without
damaging relationships. It will also allow you to get a more clear view of the substance of
the conflict.

The authors of [the book] identify three basic sorts of people problems:

(1) different perceptions among the parties

(2) emotions such as fear and anger

(3) communication problems.

Running  from  these  very  human  issues  will  not  help  you  overcome  them.  Instead
challenge yourself and do the following:

· Try to understand the other person's viewpoint by putting yourself in the other's place.

· Do not assume that your worst fears will become the actions of the other party.



· Do not blame or attack the other party for the problem.

· Try to create proposals which should be appealing to the other party.

· Acknowledge emotions and try to understand their source (understand that all feelings
are valid even if you do not agree or understand them).

· Allow the other side to express their emotions.

· Try not to react emotionally to another's emotional outbursts.

·  Symbolic gestures such as apologies or expressions  of sympathy can help to defuse
strong emotions.

·  Actively listen  to  the other  party (give the speaker  your full  attention,  occasionally
summarizing the speaker's points to confirm your understanding).

· When speaking direct your speech toward the other party and keep focused on what you
are trying to communicate.

· You should avoid blaming or attacking the other person, speaking only about yourself.
Try using "I" statements, such as "I feel" or "I think."

· Think of each other as partners in negotiation rather than as adversaries.

II. Focus on INTERESTS, not Positions:

When a problem is defined in terms of the parties' underlying interests it is often possible
to find a solution which satisfies both party's interests. All people will share certain basic
interests or needs, such as the need for security and economic well-being. To identify,
understand, and deal with both parties' underlying interests you must:

· Ask why the party holds the positions she or he does, and consider why the party does
not hold some other possible position.



· Explain your interests clearly.

·  Discuss  these interests  together  looking forward to the  desired solution,  rather  than
focusing on past events.

· Focus clearly on your interests, but remain open to different proposals and positions.

III. Invent OPTIONS for mutual gain:

Fisher and Ury identify four obstacles to generating creative problem solving options: (1)
deciding prematurely on an option and thereby failing to consider alternatives; (2) being
too intent on narrowing options to find the single answer; (3) defining the problem in
win-lose terms; or (4) thinking that it is up to the other side to come up with a solution to
the party's problem.

The authors also suggest four prescriptions for overcoming these obstacles and generating
creative options:

(1) separate the process of inventing options from the act of judging them

(2) broaden the options on the table rather than only look for a single solution

(3) search for mutual gains

(4) invent ways of making decisions easy.

To invent options for mutual gain:

· Brainstorm for all possible solutions to the problem.

· Evaluate the ideas only after a variety of proposals have been made



· Start evaluations with the most promising proposals, refining and improving proposals
at this point.

· Focus on shared interests, and when the parties' interests differ, seek options whereby
those differences can be made compatible or even complementary.

· Make proposals that are appealing to the other side and with which the other side would
ultimately find ease in agreement.

· Identify the decision makers and target proposals directly toward them.

The key to reconciling different interests is to "look for items that are of low cost to you
and high benefit to them, and vice versa" (Fisher & Ury, 1991, p. 76).

IV. Insist on using objective CRITERIA upon which to base agreement:

When interests are directly opposed, the parties should use objective criteria to resolve
their  differences.  Allowing  differences  to  spark  a  battle  of  egos  and  thus  wills  is
inefficient,  destroys  relationships,  and  is  unlikely  to  produce  wise  agreements.  The
remedy is to negotiate a solution based on objective criteria, independent of the will of
either side.

Parties must first develop objective criteria that both parties agree to. Criteria should be
both legitimate and practical, such as scientific findings, professional standards, or legal
precedent. To test for objectivity, ask if both sides would agree to be bound by those
standards.

Three points to keep in mind when using objective criteria:

(1) Frame each issue as a joint search forobjective criteria. Ask for the reasoning behind
the other party's suggestions.



(2) Reason as to which standards are most appropriate and how they should be applied.
Keep an open mind.

(3) Never yield to pressure, threats, or bribes - only to principle. When the other party
stubbornly refuses to be reasonable, shift the discussion from a search for substantive
criteria to a search for procedural criteria.

In closing, remember negotiations do not have to be overly contentious or personal. Also,
the  person  you negotiate  with  today  may  be  your  close  business  partner  tomorrow.
Additionally,  your  reputation  in  your  business  community  may  be  shaped  by  your
reputation as a negotiator. Therefore, think big picture and be rational and reasonable in
your  negotiation  applying  the  principles  of  PEOPLE,  INTERESTS,  OPTIONS,  and
CRITERIA set forth above.

Material adapted from Getting to Yes: Negotiating Agreement Without Giving In (Fisher
& Ury, 1991)


