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ACQ – Template – Negotiation Preparation Worksheet  

IBPL Sample Template

Negotiation Preparation Worksheet

	Preparation Task
	Comments
	Notes

	Research chosen vendor
	This research should include:

· The financial position of the organization
· An assessment of the viability of their offerings over time

· The breadth of the services and products

· Previous history with this vendor 

· Vendor’s fiscal calendar

· Vendor’s complete contact list

· Vendor’s standard agreement

· Vendor’s pricing strategy

· Vendor’s specific goal that includes closing the deal with your organization
· Vendor’s expected time frame for these negotiations

Be aware of special promotions that the vendor could offer you.  For instance, if you are displacing a competitor’s product, special options and pricing may be available.


	

	Research your own organization
	Identify the stakeholders in the project and the goals that they want to achieve.  What is the history of the relationship with this vendor and your organization?  Are there any licenses or products on the shelf?  Any contractual documents that should be considered in these negotiations?


	

	Understanding of the product or service chosen
	Be aware of the strengths and weaknesses of the product or service in relation to the specific goals for the internal project.  Interview references about the product, the implementation and the services provided by the vendor.  Have a list of alternative products or services with their strengths and weaknesses available.


	

	Determine starting position
	Make a decision on whether to insist on your organization’s standard agreement or to allow use of the vendor contract.  Review standard terms and conditions for this type of contract and make a list of non-negotiable and negotiable points.  Set target for the financial arrangement, with an upper limit.  


	

	Build negotiations team
	At least a two person team is recommended, a negotiator and a colleague for note taking during the meetings.  The Hardware Asset Manager is a good candidate for the note taking position because of the breadth of their background.  Negotiators are typically most effective if they are not personally involved with the outcome.  The team should have access to content experts who can provide statistics and evaluate the vendor’s statistics. 


	

	Request names and titles for the vendors negotiations team
	Know who has signature authority on the team and be sure that person is included in all decisive sessions.
	

	Set objectives for the negotiation
	Be clear about what needs to be acquired, compare objectives with original requestor’s expectations.  How do these expectations fit in with the organization’s plan?  What are the time constraints for the successful conclusion of the negotiation?


	

	Develop a negotiation plan
	Develop a list of negotiation priorities, setting an agenda to cover those priorities.  Develop contingency plans and think ahead to possible detours in the negotiating process.  Keep this plan confidential and up to date as the negotiations progress.


	

	Implement communications plan
	Keep communications open and neutral with the vendor; inform them of the proper contact people.  Keep the internal personnel informed of both status and the rules of communication.  Internal personnel have been known to contact the vendor to obtain an update if they are not receiving information from the internal team.  This unofficial communication can inadvertently influence the negotiations and should be avoided.
	

	Determine locales for negotiations
	When possible, negotiate in person and on home ground.  Otherwise, arrange for a neutral setting.  A complete reliance on telephone negotiations is counterproductive to building a good relationship with the vendor and to hammering out the best deal possible.
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