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ACQ – Template – Group Planning Worksheets for Negotiations

IBPL Sample Template
Group Planning Worksheets for Negotiations 



Preparation is a precursor to a successful business transaction.  It has been said that if the negotiator is ever surprised during a negotiation, the reason is caused by a failure to adequately prepare.  The following information is another perspective on breaking down the research prior to negotiations in order to build a successful plan.  The information covered in this document is designed to invoke effective participation within any organization trying to build an effective negotiating team.

The following information including charts are arranged as a series of interactive exercises designed to help practice the essential steps for a successful negotiation.  The participants are divided into teams.  Form the teams so that some fill the roles of the purchasing organization, and other personnel prepare for the roles of the software vendor.  The teams are presented with background information and goals.  With this information, the teams prepare for negotiations through analysis of the information given.  Each team leader will assign roles and prepare a plan for negotiations.  

To complete as an exercise, the teams may conduct mock negotiations.  To conclude the experience, the teams should debrief on their experiences and what they have learned.

Organizing the Workgroups

Use the following steps to organize the team:

1. The participants form into small workgroups.  These workgroups remain constant throughout the exercises. 

2. Each workgroup selects a member to scribe the notes and results, and another member to lead the development process and to serve as a spokesperson for the team.  Roles for the mock negotiation will be assigned later.

3. The initiator of the exercise must formulate background information and distribute materials and worksheets to each workgroup.

4. Using the information covered in the negotiations section, and the worksheets as a guide, the leader of each team will step their team through the analysis and planning worksheets.  Brainstorming new ideas to supplement the given materials is always encouraged.

5. The scribe for the purchasing organization gives the opposing team an agenda for the mock negotiating session.  The software vendor team has the opportunity to review the items, and to add any pertinent information before the planning phase is ended.

6. Each workgroup chooses a team structure for the mock negotiation.  Identification of a lead negotiator is required; other roles are at the workgroup’s discretion.  

7. Mock negotiations will occur, with the initiator as moderator if necessary.  

8. At the conclusion of the mock negotiation, the initiator leads a debriefing session reviewing each phase of the process. 

Use the following form to list appropriate actions that will enhance relations with the opposing team.  Make additional sheets if necessary.
	Actions to Enhance the Relationship

	1


	

	2


	

	3


	

	4


	

	5


	

	6


	


What Part of “No” Don’t You Understand

Sooner or later every negotiating party is going to say or hear “no, we can’t do that”.  Is there an idea when this is likely to happen?  What is the anticipated reaction when it does?  What will the warning signs be?  And, most importantly how can this situation be mitigated?

List the most likely terms and/or concessions that are believed will prompt a “No” response.  Then, working with the team, prepare a brief summary list of how to anticipate and respond to these.  Use the following chart as a guideline.
	When “No” is Heard 

	
	Issue
	 Team Reactions
	Warning Signs
	Mitigation 

Techniques

	1


	
	
	
	

	2


	
	
	
	

	3


	
	
	
	

	4


	
	
	
	

	5


	
	
	
	


Defining and Using Power Sources

What is the best method to take immediate control of the negotiations, if that is the intention?  Possibly the intention is to remain neutral and see which direction the negotiation is progressing before exerting control.  Another approach is to follow a give and take approach and build a foundation for a stronger relationship.

Calculating an advance approach to establishing power helps increase team confidence and positioning.  Using the associated worksheets, analyze the power situations for the home organization and the negotiating opponent.
	Organizational Power

	
	What Is Your Power?
	How and When Can You Apply This Power?
	Benefits

	1


	
	
	

	2


	
	
	

	3


	
	
	


	Opposing Team Power

	
	What Is The Power of Opposing Team?
	How and When Can They Apply Their Power?
	Benefits

	1


	
	
	

	2


	
	
	


Review the identified power opportunities of the home team, and those of the opponents.  If both sides are determined to control the situation, then determine the best compromise approach to get what is wanted.  This result is a compromise agreed upon by both parties.  Sharing a balanced power in negotiations is much more effective than outright conflicts and power struggles. 
	Finalization

	
	How to Test
	How to Finalize
	How to Insure

	1


	
	
	

	2


	
	
	

	3


	
	
	


Critical Path

The final step in the preparation scenario is to create the timeline desired for the negotiations.  The timeline may already be partially dictated by existing events in motion.  If this is the case, create a parallel timeframe by defining all of the critical activities in the negotiation, and incorporate those activities when possible.  This information is communicated to the other party which increases the power position in your favor.
	Activity / Strategy

	When
	Action Step(s) Necessary

	1 Week Before


	

	1 Day Before


	

	1 Hour Before


	

	During Introductions


	

	During a Break


	

	During the Close


	

	1 Hour After


	

	1 Day After


	

	1 Week After


	


Identifying and Prioritizing Negotiating Positions:
Create a listing for each desired term and condition using inputs from your team.  Next, determine the desired result, and a fallback position that is acceptable to your team.  Any time actions are planned, always try to anticipate the position that the opponent can take.  Once this process is complete, organize all items in order of importance.  There is no valid reason to spend time on a minor issue, if agreement cannot be reached on a major issue.  This process also works well in separating the nice-to-haves from the must-haves.  Focus on the deal-breaking issues first.  Once these have been decided, it is ok to move on to those issues of less importance.

	Negotiating Point
	Customer
	Vendor

	
	Leading Position
	Alternate Position
	Considerations
	Leading Position
	Alternate Position
	Considerations

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Get the Most





Give the Least





Pay the Least $$$





Get the Most $$$





Win





Win
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