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Part 1 Five Key Steps in Principled Negotiation
Oo0ooooooo

1 Separate the people fromtheproblem OO0 0 OO0 O O O

2 Focus on the interests behind the positions 0 O 0 00 00 0O O
3 Invent options for mutual gain 0 O O O 0O O O

4 Use independent standards 0 0 0 O 0 O O

5 Consider best alternative if negotiation doesn’ t reach agreement
O0O000000DOO0o0ooOon

Part 2 Four Negotiation Skillsto Master 0 O O O O O 0O 0O O

6 Don’ tnegotiate against yourself (J [0 [0 00 [J

7 Offeringachoice 0 O O O OO0

8 Never prove the other personwrong O 0 0 000000 0O
9 Don’ tgive aconcession away without receiving one in
returnd0 00 000O0OO0OOO

10 Establishing limits before you start your

negotiation0 O 0 OO OO0 O OODO

Part 3 Most Common Mistakes in Negotiation — How to Avoid
ThemO OO OOOOOOOODOO

11 Beginning your negotiation too soon 0 O O O O [

12 Not negotiating with the right person 0 O O O O O 0O O

13 Not being flexible on a position — lockingon O O O O O O O O O
14 Feeling helplessorpowerless 0 O O OO0 O O 0O O

15 Worrying about losing control of the negotiation O [0 [0 O 00 O O
16 Forgetting your goals or losing track of getting to them
O0ooooooo

17 Too much worrying about the other party’ s feelings or goals
O0O0000OOo0ooon

18 Mind going blank — brainfreeze 0 0 0 0O 0 [

19 Falling for physical manipulations 0 00 00 0 0O O [

20 Losing sight of closing the deal [0 T 00 0 O

Part 4 Building Relationships of Trust 0 O 00 00 O O

21 Meeting and Receiving O 0 0 O O

22 Introductions 0 0 O O

23 Attending conventions [ [0 [

24 Small talk — breakingtheice D 0 D 0 O OO O

25 Finding out more — how to let the other party know you’ re
interested D 0000 0OOD0DOO0OOO

Part 5 Trade Negotiation [0 [0 [0 [0

26 Starting inquiry negotiation 0 O [0 [

27 Agreement on price O 00 00 O

28 Discussing transportation issues and shipping options
O0ooooag

29 Discussing payment options 0 0 0 0O O O

30 Checking on shipment status (1 [0 [0 [0 [0 [

Part 6 Sealing the Deal [1 [
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31 Making concessions [J [1 [0 [

32 Discussing the bottom line 0 00 O O

33 Accepting and confirming theterms 0 0 O O 0 O O
34 Closing the deal (I [

35 Quality controlissues 0 O 0O 0O O O

Part 7 Joint Venture O O

36 Findinga partner 0 0 0 0 O

37 Showing interest 0 O O O O

38 Discussing terms [0 [0 0

39 Establishing a foreign office 0 0 0O O 0O O O
Part 8 Real Estate [ (1 (J

40 Getting started [J [0 00 OJ

41 Property evaluation and selection 0 0 O O O 0O O
42 Making an offer [ OJ

43 Closing the deal O OJ

Part 9 Stock Market [J [

44 Buying / selling stocks O O OO O

45 Short selling [

46 International markets 0 O O O

Part 10 Other Negotiation Topics O [0 [ [J

47 Technology transfer 0 O 0O O O O

48 Copyrightand patents 0 0 O O O O O

49 Employment negotiation [ [0 [0 0

50 Negotiating salary and benefits 0 O O 0O 0O O O
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