A CHECKLIST FOR NEGOTIATORS








Suppose you represent 1 of 2 parties that have to negotiate a price, value, wage, or date of proposed marriage.  What do you want to keep in mind?





1. Prepare for Negotiations


	a) Know yourself.  


		Think about your needs, aspiration levels.


		Seek competing and substitute alternatives.


		Assess BATNA; calculate certainty equivalent to BATNA.


		Assess reservation price for each round of negotiations.


		Amass your arguments: facts, data, etc.


	b) Know the other party.


		Consider your estiamte of their alternatives and BATNA.


		Investigate credentials, legitimacy, integrity.


		How have they negotiated in the past?


	c) Negotiating conventions


		How open should you be?


		Can you believe what the other party says?


		If there are more than 1 stage, how will each stage of the negotiaitons 		affect your continuing relationship?


	d) Simulated role-playing


		Try to find someone to play the other role(s).


		Give thought to their tactics and adjust your own.





2. Opening Gambits


	a) Who should make the 1st offer?


		Beware of opening too conservatively.


		Be careful not to be too extreme, adversely affecting the ambiance of the 		negotations.


		Opening 1st can be advantageous if the other side is poorly prepared.


	b) Gauge your reaction to an extreme 1st offer.


		Don’t get locked in - don’t get anchored.


		Either break off negotiations or, better, counter with your own offer.


		Remember that with 2 offers on the table, the midpoint is a natural focal 		point.  Compare the midpoint of the 2 offers with your aspiration level.


	c) Protect your integrity


		Try to avoid disclosing information as an alternative to giving false 			information.


		Uses phrases like “This is what I’d like to get”, rather than “This is what 		I must get”.  





3. Negotiation dance


	a) Pattern of concessions


		Usually monotone.  Anything else tends to show bad faith.


		Number of concessions you are prepared to make depends on context.


		Concessions should be paced and linked to those of the other party.


	b) Reassess perceptions


		Reassess other’s reservation price.


		Reassess your own aspiration levels.  (Hard to do)





�
4. End Play


	a) Making commitments


		At some point, for some reason, you may wish to signal that some value 		is as far as you can or will go.


	b) Breaking commitments gracefully


		Try to not do this.  It will damage your credibility and reputation.


		“Get new instructions.”


		Add new issues


		Be replaced with another negotiator.


	c) Help other party break commitments gracefully


		Give them excuses (imply situation has changed, maybe it’s reasonable 		that they change their mind becuase they were disorganized, etc.  Let 		them save face.)


	d) Introducing an intervenor


		Bring in mediator or arbitrator


		Parties may be willing to disclose more information to an intervenor.


	e) Broadening domain of negotiation


		There may not be a zone of agreement (or, because of stated 				commitments, there may be no way to achieve a resolution).


		Can include more complicated exchanges (e.g., contingency 				arrangements) or additional issue(s).  Perhaps this will make a mutually 		profitable contract possible.








DON’T GLOAT





Some confidential information should remain confidential even after the fact.


	
