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The

EVERYTHING®

Negotiating Book

Dear Reader:

Wouldn’t our daily challenges be better met if we had the right tools at the right time at our disposal? Well, good news! You already have the fundamental skills required for negotiating! I want you to feel comfortable using them, whether you’re buying a car, trying to get your credit card interest rates reduced, or hoping to get compensation for an item you bought and are not happy with. I encourage you to use this book as your most indispensable tool for honing your skills and making them work for you.

Everyone can benefit from learning how to master the art of negotiating—teachers who need to make their case for buying needed classroom supplies, parents who’d like to find a better way to handle conflicts with their children, and professionals who need to brush up for their next meeting. However you choose to use this book, the fact that you’re holding it in your hand means you have a desire to learn about how negotiating fits into your life.

Keep reading—you’re about to find out!

[image: ]



 

The EVERYTHING®  Series



Editorial



	Publishing Director     
	Gary M. Krebs



	Managing Editor     
	Kate McBride



	Copy Chief     
	Laura MacLaughlin



	Acquisitions Editor     
	Gina Marzilli



	Development Editor     
	Julie Gutin



	Production Editor     
	Jamie Wielgus Bridget Brace




Production



	Production Director          
	Susan Beale



	Production Manager     
	Michelle Roy Kelly



	Series Designers     
	Daria Perreault



	     
	Colleen Cunningham



	     
	John Paulhus



	Cover Design     
	Paul Beatrice
Matt LeBlanc



	Layout and Graphics     
	Colleen Cunningham
Rachael Eiben
Michelle Roy Kelly
John Paulhus
Daria Perreault
Erin Ring



	Series Cover     
	Artist Barry Littmann





Visit the entire Everything® Series at www.everything.com







THE

[image: ]

NEGOTIATING
BOOK




Savvy techniques for getting what
you want—at work and at home




Angelique Pinet






[image: ]





I’d like to dedicate this book to Lesley Bolton, a great and talented friend,
for her endless support, generous spirit, and much-needed laughter.





Copyright ©2005, F+W Publications, Inc. All rights reserved.
This book, or parts thereof, may not be reproduced
in any form without permission from the publisher; exceptions
are made for brief excerpts used in published reviews.

An Everything® Series Book.
Everything® and everything.com® are registered trademarks of F+W Publications, Inc.

Published by Adams Media, an imprint of Simon & Schuster, Inc.
57 Littlefield Street, Avon, MA 02322 U.S.A.
www.adamsmedia.com

ISBN: 1-59337-152-7

Printed in the United States of America.

J I H G F E D C B A

Library of Congress Cataloging-in-Publication Data
Pinet, Angelique.
The everything negotiating book / Angelique Pinet.
p. cm.
(An everything series book.)
ISBN 1-59337-152-7
1. Negotiation in business–Handbooks, manuals, etc.
2. Negotiation–Handbooks, manuals, etc. I. Title. II. Series: Everything series.



	             HD58.6.P56       
	2005



	             658.4'052–dc22
	2004019142




This publication is designed to provide accurate and authoritative information with regard to the subject matter covered. It is sold with the understanding that the publisher is not engaged in rendering legal, accounting, or other professional advice. If legal advice or other expert assistance is required, the services of a competent professional person should be sought.

—From a Declaration of Principles jointly adopted by a Committee of the
American Bar Association and a Committee of Publishers and Associations



This book is available at quantity discounts for bulk purchases.
For information, call 1-800-872-5627.





Acknowledgments

It takes a lot of perseverance for an author to make it through the abundance of rejection letters she receives until finally someone takes notice and gives her the opportunity of a lifetime. For this, I am grateful to Gina Marzilli, who had the courage to trust in my abilities and the patience to guide me through it.

I am also thankful to Julie Gutin for going above and beyond the call of duty to make this book possible and for doing it with creative genius.





Top Ten Negotiations of Your Life

1. Accepting a job offer: Getting a job offer is very exciting because it means your skills are in demand. But before you sign the offer, see if you can negotiate for a higher salary or more vacation days!

2. Buying a car: Now that you have a great job, you’ll need to find a way to get there. It’s going to take more than courage to step on that car lot, so sharpen your skills!

3. Buying a house: You’ll need to take your negotiating experience to the next level because this negotiation requires you to deal with several different people along the way.

4. Purchasing furniture: Of course you’ll need to fill your new house with lots of new furniture. Because this can get expensive, you’ll want to learn how to be a competent negotiator to get the best prices.

5. Choosing a computer: Negotiate for the best software package, most up-to-date features, and best warranty on the market.

6. Negotiating a raise: You’ve been working hard, and you’ve acquired a lot of expenses since you first accepted the job offer. Building a strong case before asking your boss for a raise can help you get the money you deserve.

7. Planning your wedding: Before you can declare your love and head off into the sunset together, be prepared for a series of negotiations that will make your big day perfect.

8. Starting a business: This is a giant step in your career, and it involves a lifetime of negotiations that will require impeccable deal-making abilities.

9. Going through a divorce: This is one negotiation no one wants to have to make. It requires a lot of emotional restraint and unfailing focus.

10. Making a will: To make sure everything you spent your life working for ends up in the right hands, this is one document you’ll need to spend a lot of time preparing.






Introduction

[image: ] How many times have you felt like you should have gotten a better deal on something but didn’t know how to do it? How many times have you had the feeling that you paid too much for something because you had no other choice? If you’re like most people, you’ve been there and done that more than you’d like to admit.

If you cringe at the very thought of having to negotiate, you are not alone. You probably envision long hours of haggling with an unpleasant salesperson and getting nowhere in the process. True, negotiating can be an exhausting event at times, but for the most part it isn’t as dreadful as you think. In fact, you negotiate all the time—successfully! From accepting a job offer to participating in work-related meetings to hashing out the details of a child’s curfew, you’ve been putting your skills to the test all along!

But it doesn’t stop there. As a consumer, you negotiate your budget on a regular basis to determine what you want versus what you can afford. As a homeowner you negotiate with many people, like pest exterminators and landscapers. As a spouse, you negotiate sharing household responsibilities and tasks.

You see, negotiating isn’t always about price. The process permeates many different parts of your life and can help you in more ways than you can imagine. To be a good negotiator, you have to educate yourself—it’ll help you discuss the matter with your opponent and make the right decisions. And it can certainly improve your organizational skills so that you never leave the important details out and you always have the information you need when you need it.



The art of negotiating teaches you how to present your case to others in a way that helps them understand your side of things. You learn how to gain a good amount of control in situations instead of leaving yourself vulnerable. More importantly, you learn that it’s okay to ask for the things you want. I spent two taxing hours with a salesman trying to buy a laptop computer one day. When the deal was finished, he asked if there was anything else I needed at that time. When I replied that I had planned on buying a laptop carrying case but was too frustrated to spend any more money, he told me to pick one out and he’d throw it in as part of the deal because I had been so patient with him through it all. It truly never hurts to ask for what you want.

Like any game, once you learn the fundamental skills required to play and figure out what you’re up against, you can relax and have fun. One of the basic skills of negotiating is learning how to study your opponent. Figuring out how to read body language and facial expressions is a skill you can use anywhere. After all, we interact with people every day, and it’s a lot easier to do that when we can understand how they communicate and what they are trying to say. The tips in this book will help you fend off the forceful salesperson and hold your own against a pushy coworker. It also gives you insight into your own character so you can find your weakest spots and guard against them.

As you begin your journey into the adventure of negotiating, forget everything you thought you knew about it, and open your mind to all the wonderful things the process has to offer. Once you have a look around, you’ll realize how gratifying it is to possess the skills necessary for success. Simply let the pages of this book be your guide into that fascinating world, and discover the many ways you can apply what you’ve learned to the things that are happening in your life right now.






[image: ]


Chapter 1
The Settlement Game

You’ve been playing it all your life, but you just haven’t realized it yet. Who knew all those days of trading baseball cards and exchanging Mom’s turkey sandwich for a more delectable snack were nature’s funny way of preparing you for adulthood? Sure, it was easier and more simplified when you weren’t aware that you were negotiating. However, tapping into the core skills you developed during all those lunchtime scrimmages is easy once you learn where your innate desire to “swap” originated.



Bartering Back Through Time

No one knows when the first barter took place, but we do know that bartering has been around for much longer than buying and selling. During simpler times when you couldn’t just get in your car and drive to the nearest Wal-Mart to purchase anything your heart desired, a system of give-and-take accommodated anyone who chose to participate. Whether it was to acquire a piece of lamb in exchange for some pottery or to obtain jewelry for a hand-painted headpiece, people were finding ways to fulfill their needs.
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Bartering is an exchange of goods or services where money isn’t involved. The worth of the objects or services being exchanged is up to the two parties involved, and establishing exact worth is where negotiation comes in.



Bartering was a way to acquire life’s necessities, but it was more than that—it was a way to break the barriers of communication. When people met for the first time, bartering was a way to observe if the person was trustworthy and genuine, and only after mutual willingness to trade was expressed would a dialogue between the two parties ensue. (This is equally true today in many cultures.)

Bartering didn’t have to be immediate—the exchange could take place at two different points of time. For example, when guests visited someone’s home, they brought along gifts as a sign of respect and gratitude. Later, when the guests departed, the host would give them something of his own to take with them for the journey home.

Eventually, bartering slowly evolved into a primitive financial arrangement, in which cows, sheep, and other livestock were used as one of the first forms of currency. Plants, produce, and other agricultural items also served as currency, only to be overtaken by precious metals, stones, and finally paper bills.
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Cowries—marine snails boasting thick, glossy shells peppered with tiny flecks—appeared in China in 1200 b.c. as the first objects to be used as money. They were widely used, and even became popular in faraway places like Africa, where some cultures continue to exchange them today. Cowries are the longest used currency in history.



From Bargaining to Negotiating

When people bartered, most of the time they knew the values of the objects they exchanged. Let’s say that three baskets of corn were generally worth one chicken. Two parties had to persuade each other to go through with the exchange, but they didn’t have to worry about setting the price. But what if one year there was a drought and there wasn’t much corn to go around? Then maybe a farmer with three baskets of corn could bargain to exchange them for two or even three chickens. Bargaining the exchange value of something is one form of negotiating. And it works once you switch to a currency system.

The way people bargain with each other varies from culture to culture, but you’ve seen it before at your local yard sale or flea market. The vendor gives you a price, you give the vendor a price, and eventually either a happy medium is decided upon or you walk away. More often than not, the vendor inches down on her price while you inch up on your price, until you’re both at a number that doesn’t allow either one of you to budge any more!

A different type of bargaining can be seen at your local auction, where a roomful of people view the items up for sale and make their bids on the items they wish to buy. If someone outbids them, they’re then given the opportunity to up their bid. This continues back and forth until one person has outbid all interested parties. Today, millions of people search for, post, trade, barter, bid, and buy anything from toys they had as children to signed sports paraphernalia on eBay and other Internet auction sites. If only our sheep-trading ancestors could see us now!

Bargaining the Price

While the terms “bargaining” and “negotiating” are synonymous, there’s a distinct difference between the two. Bargaining involves streamlining wants and needs into a single focus. Before you ever step foot on the lawn where your neighbor’s yard sale is taking place, you know in your mind that all the handwritten sticker prices are not permanent. Your goal is to get the item you desire at the lowest price possible. Your neighbor’s goal on the other hand, is twofold—she wants to get rid of as many items as possible, and she wants to get the most amount of money for them.
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Whenever you’re shopping at a yard sale, always ask the seller what the price of the item is. If the seller responds with a question of her own—how much do you want to pay for it?—don’t give up. Instead, insist on getting a price quote. Of course, when you’re on the selling end, get the customer to give you a price. If it’s too low you can turn it down, but if it’s higher than what you had in mind, congratulate yourself!



When it comes to bargaining, everyone’s focus is limited and all efforts are spent trying to get the best deal—for themselves. In this case, money is the focal point, and that’s when the price war begins: “How much?” “A dollar.” “I’ll give you fifty cents.” “Eighty cents.” “Sixty cents.” “Seventy cents.” “Sixty-five cents.” “Deal.”

When a goal becomes concentrated, it’s easy to lose sight of what’s really important. In the yard-sale example, price takes precedence over the usefulness of the product. The purchaser never stops to think, “If I thought it was worth only fifty cents a minute ago, why do I think it’s worth more now?” Although the settled price was split equally down the middle, one person spent more than they intended to and the other person received less money for the item than they hoped to receive. So who got the bargain?

Some people are said to “drive a hard bargain,” meaning there’s little to no chance of swaying them away from believing their offer is fair. You can’t bargain with them—they are convinced that they know best or that there’s someone out there who’ll pay the full price. Thus, the department-store mentality is born, and the only way you’re ever paying a lower price is if there’s a sale.
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Beware of those who like to “drive a hard bargain.” They rarely come down on their prices, and they almost never smile. On the rare occasions when they do cut you deal, pinch yourself to make sure it’s real.



Negotiating a Deal

Negotiating is the art of agreeing on something or settling a question between two parties. Although it may involve bartering or settling on a price, more often than not people negotiate a deal on how to behave toward each other.

A good negotiation draws on the skills used for marketplace bartering and on the focused determination required of bargaining. Negotiating encompasses a wide range of core principles and becomes a series of plays that you must know how and when to use throughout the entire game. In addition to remaining focused and forging strong relationships, you’ll need to be informed, be prepared, know who your challengers are, and have other alternatives.

Although there are several types of negotiation that will be discussed in this book, the two most common are positional negotiating and win/win negotiating. The former is when neither side moves from its original position because both are so focused on their own needs that they cannot even begin to comprehend the other party’s needs. A power struggle ensues; goals and objects are never discussed, resulting in hours of trying to produce agreements that everyone is satisfied with; long-term relationships are jeopardized because there’s too much negativity being exhibited. Everyone is out for himself, and that’s it.

The only way to avoid falling into the positional negotiating trap is to adopt a win/win strategy, in which both parties have their needs met. This way, mutual agreements can be made more easily. To be successful at win/win negotiating, it’s important to figure out what everyone else’s needs are and make one’s own needs flexible so everyone is willing to play fair. Decisions are reached more quickly, great strides are made toward building positive relationships, and everybody is happy when it comes time to walk out of the room.

Win/win negotiating is successful because everyone goes into it with a positive attitude, a firm understanding of how the game is played, and a professional approach to the situation at hand. This book promotes win/win negotiating and will continually illustrate the steps that make it such a gratifying way to do business.

The Benefits Are Evident

There are endless reasons why negotiations can be beneficial, and most of them have their roots deeply planted in the soil of our bartering ancestor’s back yard. Aside from the obvious reasons why negotiations are used in the business world (to increase profit, to form large corporations by merging small businesses, to build reputations), the successes you can achieve on a smaller scale in your personal life carry just as much weight as those achieved by companies through their representatives.

You practice the art of negotiation every day—at the grocery store and the electronics store; with your utility companies, car insurance company, family, friends, and coworkers. If you think you might be a little late with your water bill payment because it happens to fall on the same day you closed on your house, then you might call the utility company to request the date of payment be pushed back. If the bakery at your grocery store carries packages of eight dinner rolls when you only need two, you might ask the clerk to take two out of the bag and price them accordingly. In both situations, you’re asking the company you regularly do business with for a concession. What you offer in return is your continued business and a positive opinion about the company’s devoted services.

In effect, if two or more people have goals they can help each other reach, they enter into a negotiation. Carpooling allows drivers to conserve gas mileage, limit the amount of wear and tear on their vehicles, and save on the cost of gas. Babysitting usually requires a teenager to forfeit her Saturday night, but it also gives her spending money for next weekend.
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What is a concession?

A concession is when you yield to another person by giving him a privilege that you don’t usually give to other people. For example, during a business meeting, an executive asks for a 10-percent cut in production costs. The other executive agrees to this concession, but she asks for one of her own in return—that products be delivered a month earlier than usual.



When They Don’t Want to Play

Since negotiations require two or more people (unless you’re negotiating with yourself on why you should get out of bed when the alarm goes off at 5 a.m.), what do you do if the person you want to negotiate with refuses your offer? First, find out why. There may be a simple explanation. Maybe the person doesn’t have the time to take you up on your offer just yet but would be willing to work with you at a later date.

If you can’t find out why, find out what. What can you put forth in order to make your proposal more attractive? If the coworker you carpool with decides she likes the freedom of having her own car every day, remind her of the benefits that carpooling provides. You could even offer to let her take your car to lunch or to run errands. By switching the focus on how the deal gives her an advantage, and by giving her something in return for the freedom she’d be giving up, she’s more likely to agree to the terms.

When You Don’t Want to Play

If an offer has been presented to you and you’re not interested, keep in mind that you should never feel pressured to be involved in a negotiation. People usually enter into them with specific goals in mind, so if you just don’t understand how a particular deal can work for you, decline it. If this is a deal you’d like to be a part of, but you don’t like what’s being offered to you, find a way to offer up something the other party wants in exchange for something you want. Remember, part of negotiating involves building relationships, so take advantage of any opportunity that presents itself to you.

The Players

Everyone negotiates. Parents negotiate with teachers; husbands negotiate with wives; brothers negotiate with sisters; defense attorneys negotiate with prosecuting attorneys. Even children exercise a form of negotiating. It’s funny how adults are still playing the game of “I’ll trade you this for that,” only in a more sophisticated and refined manner.

Negotiating for Business

The men and women whose professional expertise is put to use day in and day out perfect the art of negotiating. Bridges are built, roads are repaired, high-rises are erected, public transportation is rerouted, and streets are named—and all the while, there’s a group of professionals negotiating the details of these projects by presenting their ideas and strategies to the appropriate board of directors. Every city within every state vies for a piece of the budget, and the way to get it begins with a group of people who are trained to negotiate. Though most careers involve some negotiating aspects, here are a few professions that will really put your skills to the test:

• Lawyer

• Mediator

• Politician

• Business planner

• Editor

• CEO

• Buyer

If you’re not sure you have what it takes to be a great negotiator, study this book, and then try putting your newly acquired skills to use. You can start small at first, for example by negotiating the use of one of your company’s conference rooms at a certain time and day (even if it’s just to throw someone a surprise birthday party). Then, as you start to feel more confident, you can tackle more complicated situations, like renegotiating your salary and benefits. To hone your negotiating skills even further, you can also attend one of the seminars or workshops that are listed in the back of this book in Appendix C.

Negotiating for Personal Reasons

Those creatures of the business world aren’t the only ones around here negotiating for a living. If you’ve ever been a parent, you probably have fond memories of all the wonderful ways your children have tried to get you to give them what they want. And you can probably recall all the deals you made with them in order to get them to clean their rooms or eat their dinner!
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While making deals with your children is a great way to get them to do what you ask of them, too much deal-making can have an adverse effect. They start expecting you to always offer a reward in return for something they should be doing as part of their daily chores or personal responsibilities.



In addition to negotiating with children, you may have to come to agreement with other members of your family. These are great moments to utilize your negotiating skills because you have the advantage of feeling comfortable around your family.

Also start paying attention to the encounters you have with salespeople, waiters, hosts, and coworkers. Be especially aware of any requests you made and how successful you were at having them fulfilled.

Timing Is Everything

Timing is the quarterback of negotiating—you have to wait for the right time to throw the ball at the right moment to the right person with the right amount of speed and at the right distance. In fact, timing is so important that an entire chapter of this book has been devoted to it.

One of the most important things to remember about timing is that all parties involved have their own deadlines. Everyone wants to make sure his issues are being discussed and resolved, so some negotiators might try to manipulate time by causing unnecessary delays or by trying to rush the other party into making a quick decision. These tactics should not be tolerated and must be brought up and discussed as soon as they appear.

When the Time Is Right

The time to negotiate is right when you have a well-thought out plan in place and a list of goals you hope to achieve. Steps you’ve taken ahead of time should include researching your opponent, figuring out you’re opponent’s wants and needs, preparing to suggest alternatives, knowing what your limits are, and making sure you are aware of any tactics that may be used against you.

Never begin negotiations if you are not prepared or have not done extensive research into what will be discussed and the people you will be meeting with. If it helps, do a few practice runs with friends or family and seek the advice of a lawyer (depending on the severity of the situation).


[image: ]

Respecting the situation of the other party involved in the negotiations gives them time to reconfigure new information, shows character and professionalism, and—most importantly—sets the groundwork for positive relationships and honest business dealings in the future.



Have Patience

While you want to be wary of intentional delays, it is also important to have patience, and lots of it. During the full course of a negotiation period—which can take hours, days, months, or even years, depending on the situation—new concessions, problems, concerns, questions, and ideas will come about, and you will need to have the patience to analyze them thoroughly. Since the purpose of negotiating is to come to an agreement that both parties are satisfied with, give the other party (and yourself) enough time to absorb all of the latest information and to formulate decisions based on the new developments.

Feeling tired or weak? Take a break. Walk out of the room and step outside into the fresh air. Drink something cold and grab a snack to restore your energy. By giving your brain the opportunity to recharge, you can walk back into the meeting room feeling alert and ready to continue with the discussion.

What Is Negotiable?

Simply put, anything is negotiable if you are willing to invest your time and effort in it. As soon as you place value on something, you determine whether it’s worth fighting for. Think about who you might negotiate with, and you’ll see lots of things that are usually negotiated. You negotiate with bankers, car salespersons, real-estate agents, sellers, vendors, credit card companies, managers, customer-service representatives, neighbors, family, and friends.

A good price, reasonable deadline, forgiveness of a late fee, or help with babysitting might be on a quick list of the kinds of things you can negotiate for. Whether negotiating for a car or for the last piece of apple pie, each experience should sharpen your skills a little more and prepare you for more negotiating to come.
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Chapter 2
Preparing for Battle

Now that you’re ready to play the game of negotiation, let’s see how it’s done. Like any good player, it’s important to have an all-inclusive understanding of your sport in order to keep your awareness sharp and your advantage strong. Preparation is essential to keeping your head above water; information is your life support. This chapter guides you through the process of doing thorough research so you’ll always know whom you’re playing, how you’re playing, and what you’re playing for.



Know Yourself and Your Goals

The first thing you should do before you begin your research is figure out what you want. Organizing your thoughts will give you direction and purpose, and the true focus of your plan will come into view. You should never walk into a negotiation unsure of what you’re doing there or not quite decided on what you hope to achieve. The other party, potentially a seasoned negotiator, will use this to his advantage by taking a dominant standpoint and making the purpose of the meeting all about his needs. Additionally, because you’re unsure about what’s important to you, you’ll have nothing to arm yourself with when he hurls a deluge of concessions at you.

To figure out exactly what your goals are, begin by asking yourself the following questions:

• What do I hope to achieve?

• Why are these achievements important to me?

• What is my main goal?

• What are my secondary goals?

• What steps do I need to take to be successful?

• What can prevent me from being successful?

• What am I prepared to do to overcome the obstacles?

List all the goals you hope to achieve, even if some are direct results of others. Next, identify your main goal. Write it out simply and clearly, as it is the primary reason for the strategy you will develop. Bringing your goals to the forefront is only the first step in the process of understanding your objectives. Prioritizing goals and devising a plan for reaching them will give you a deeper understanding of what you need to accomplish during the negotiation.

Prioritizing Your Goals

Your main goal should be the impetus of your entire argument. If you want to buy a car because you need a way to get to work every morning, your main goal is to buy a reliable vehicle. Secondary goals will include whether you want a new or used automobile; whether you prefer a truck, an SUV, or a sedan; and if you want to buy or lease, what color you prefer, the features you’re looking for, reasonable price, and so on. It’s easier to jot down your goals first and prioritize them later, so you’re not leaving anything out.
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Set realistic goals. If a goal is too far out of reach, you may feel like you failed if it’s not accomplished, when in reality the goal just wasn’t easily attainable. Another way to avoid feeling like a loser is to be as specific as possible with your goals so you can track your progress toward achieving them.



Consider Possible Concessions

As you’re defining goals, keep in mind that the ability to be flexible may serve to your advantage at some point during the negotiation. While you don’t want to easily give up any of your goals, you do want to keep an open mind about how you can adjust them if it means a mutual agreement can be reached.

As mentioned earlier, concessions are privileges—tiny pieces of gold that need to be rationed wisely. Throughout the course of every negotiation, both parties will ask for one concession in exchange for another. Each party wants to walk out of the room feeling satisfied with the concessions that were agreed upon. If you did your homework—researched, prepared, practiced, and weighed alternatives—you should have a good idea of what concessions you’re comfortable making.

When you make concessions during negotiations, here are some guidelines to keep in mind:

• Know how to present concessions, from least to most important. Getting the easy ones out of the way first allows you to direct the bulk of your time and energy to more important ones.

• Exhibit the same amount of resistance for every concession so the other party can’t tell which concessions have more value to you and which ones do not. You never want the other party to feel like you’ve gotten more out of her than she’s gotten out of you. Otherwise, she’s likely to ask for a lot more concessions.

• For every concession you make, ask for one in return. For example, “I’ll give you a discount if you make a higher down payment.”

• Provide reasons for your concessions so the other party can understand where you’re coming from. For example, “I’d like a discount on the sticker price to be able to afford the monthly payments.” You’ll earn the other party’s respect if you prove you’re not asking for something just to see if you can get it.

Some experts believe you should always make the first concession. That way you retain control over the ones that are important to you. But others feel that letting the other party make the first concession allows you to take the prize if they overbid. Eventually, you’ll develop your own style of negotiating, but for now go with what feels most comfortable to you. Tactics like these (and many more) will be discussed later in this book.

Know Your Limitations

Everyone has limits—and you should, too. Knowing yours before you enter into a negotiation helps you stay focused on what’s important and allows you to determine whether the agreement is acceptable. The course of a negotiation often changes, and new concessions and limitations have to be established. When this happens, you’ll need to determine if your old limitations still apply.
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Don’t let the other party know what your limitations are—at least not right away. Making them privy to this information up front might make you seem confrontational and uncompromising. However, if the other party is coming dangerously close to your limits, feel free to warn them that you don’t plan to compromise on those particular issues.



So what kinds of limits should you set? Like goals, limits should be flexible but steadfast. Think of them as your bodyguards, ready to protect you on a dime. As soon as you start feeling uncomfortable and things aren’t going your way, call attention to your bodyguards so the other party knows they’re about to lose your business.

In order to set limits, you should first examine your alternatives. If you could walk away from a negotiation and still have several opportunities waiting, you can be pretty liberal with what limits you set. That’s why it can’t be stressed enough: Be sure to have other alternatives before you enter into a negotiation. It’s also good to know what alternatives the other party has lined up since this will determine the importance they place on their concessions.

Know Your Opponent

Your underlying strategy should be largely based on your negotiating opponent. Study your opponent’s playing style, and learn as much as possible about why she’s investing her time in the negotiation. By reviewing the other party’s training, accomplishments, education, and work history, for example, you can better predict what her actions will be and therefore be more prepared to address them.

Try to get the specifics of what the other party’s goals are so you can weigh your leverage against theirs and adjust your game plan if you need to. It’s also a good idea to use the first few minutes of the meeting to discuss some of the objectives you share and those that you do not.

It’s a Question of Authority

When you prepare to deal with your opponent, consider how much leeway he has to make concessions and compromise. Is this person really authorized to make decisions, or is he merely a proxy for his manager and unable to make decisions on his own?

Whether you’re negotiating with one person or five people, directly ask the participants one by one if they are authorized to negotiate with you and to make and agree to concessions. If you’re negotiating with only one person and the answer is no, you will have saved yourself hours of wasted time by asking this important question up front. As soon as the other party reveals he is not authorized to make any deals with you, start packing your briefcase and ask if it would be possible to meet with the person who is authorized to negotiate.

A Background Check

Learn as much as you can about the other party’s background. One of the most effective ways is to learn about how successful (or unsuccessful) he’s been in other negotiations. Talk to anyone you know who’s had business dealings with him. Visit the company he works for and look around. What kind of place is it? Are people generally relaxed or on edge? Although this is not a definite indicator of what he’ll be like in person, it can be helpful when trying to put together a general profile of his work habits in an effort to forecast his negotiating style.

What does it mean to “Google” someone?


[image: ]

The Internet is a remarkable tool for finding out anything about anyone anywhere in the world. To “Google” someone, visit [image: ] www.google.com and type the person’s name in the search field (for an exact match, put the name in quotation marks). You will get a list of Web sites where that name appears.



Concrete information, like finding out about a person’s negotiating style, may prove to be more helpful to you than abstract assumptions. Simply asking the other party a few open-ended questions before negotiations begin can give you some idea of whom you’re dealing with. Though you can’t assume the answers you receive are 100-percent accurate, asking questions like “How long have you been with the company?"; “How long have you been in your current position?"; and “What do you hope to gain from this negotiation?” indicate, to some extent, the possibility of a hidden agenda. If the other party has been with the company for only three months, then she may be eager to prove herself to her superiors and try to exhibit an aggressive attitude. On the other hand, if the person you’re negotiating with has held her position with the company for over fifteen years, she’s bound to have a few tricks up her sleeves.

Background Information

Arriving at a negotiation meeting without any notes, research findings, or information of any kind is like a football team going to their game without any of their coaches. If you view the vast amount of resources available to you as your own personal team of coaches, you’ll realize why you need them. Coaches offer you a wealth of data, perspectives, options, and useful information—all of which contributes to the success of your strategy. If you do nothing else before negotiations begin, delve into the contents of libraries, online journals, newspapers, and bookstores and ferret out every bit of knowledge they have to offer. Train yourself to be an expert on business dealings, product value, market comparisons, strategies, tactics, practices, and anything else pertinent to your situation, be it buying your first home, a used car, or paint for the exterior of your garage.

Use the Library

Libraries (yes, they still exist) continue to be the best resource for conducting general research. Volumes of information that you simply cannot find on the Internet are available to you every day of the week, and there are librarians who will be glad to help you find what you’re looking for. One advantage of going to the library is that you have unlimited access to hundreds of encyclopedias, newspapers, magazines, books, and periodicals. If you were to try to gain access to any of these resources online, you’d most likely be prompted with a window that says you must pay for a subscription in order to have access.


[image: ]

If a book turns up in your search that isn’t available at your library, check with the librarian to see if she can have it sent from another location from anywhere in the state. This service is one your tax dollars probably pay for, so you should certainly take advantage of it.



Libraries are a great place to find information about any of the companies you may be doing business with, as well as for looking up a few relative laws you may have been wondering about. This is particularly useful when negotiating a divorce, trying to make a decision on which real estate company to employ, or investigating a series of nursing homes to find the best one for your family member. Also, the validity of the information you find at the library tends to be more trustworthy than most of what’s available online.

Probe the Internet

Though you can’t always believe what you read or what’s uncovered by a Google search, the Internet is the place to go for quick fixes of information. Web sites ending in “.org", “.edu", and “.gov” are usually a safe bet for accurate, up-to-date information. However, there are hundreds of other Web sites that can be of service to you if you just know where to look.
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