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Use the table below to ensure that you want/need to negotiate:


IF THE ISSUE IS:
THEN:



· A touchy subject.

· One for which you need buy-in from colleagues/peers, your boss or others.

· One for which you want to use a more indirect method to get what you want.

· One for which you are flexible in your final position.

-
One for which you want commitment to implement the decision.
Use Influence.

1.  Lobby others to get their buy in before approaching the one you want to influence.

– OR–
2.  Network to get someone else to approach the one you want to influence.  

3.  You are finished.  Stop here.



· One for which the decision is already made.

· An emergency/crisis situation.

· One for which you are NOT flexible in your final position.

-
One for which you are not concerned about maintaining a relationship with the other party.
Use Power.

1.
Use your position power to direct what actions you want.

– OR–
2.
Use personal power from your expertise, (i.e., who you know or your ability to get things done).

3.
You are finished.  Stop here.



· One over which you do NOT have influence or power.

· One for which you CANNOT make a quick final decision.

· One for which you need to maintain an ongoing relationship. 
Use Negotiation.

1.  Continue to complete this work sheet.




BACKGROUND

Negotiation issue:


With whom you'll be negotiating:


When:


Where:
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ISSUES AND WANTS

WHAT YOU WANT

(Be specific)
CHECK IF IMPORTANT
WHAT THEY WANT


CHECK IF IMPORTANT

1.




2.




3.




4.




5.




6.




7.




8.




9.




What you don't know about this issue and where/how you'll find out:  







What you MUST get.  (Your "bottom line".):  







Wants on which you are flexible:   







Your bargaining chips: 
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OVERALL SUMMARY




IF YOUR RATING IS:
AND THEIR RATING IS:
POSSIBLE STRATEGY:



Not important
Important
1.
Address this first.  Since this is of low importance to you, you can concede and show how cooperative you are.  These are your bargaining chips.  
2.
You can also use this to bargain for what you want later on.



Important
Important
1.
Address this second.  You’ve already made concessions.  The other party will feel it’s his turn.  If what you both want are similar, you should be able to reach agreement.  

2.
If there is a difference, use your bargaining chips.  

3.
Keep in mind your “must gets.”



Important
Not important
Address this next.  It is relatively unimportant to the other party.  You should be able to get quick concession.



Not important


Not important
This is a minor issue-deal with it last.


Order in which you will address wants/issues:  

1.



2.



3.



4.





Additional Notes:











