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Module One:
Getting Started

Although people often think of boardrooms, suits,
and Mmillion dollar déatg(whnehjthey hear the word
‘negotiation,” the trut fs=#h2t we negotiate all the
time.

For example, have you ever:

« Decided where r.-ﬁv with®gxoup of friends?

gre)assignmen th your family?

« Decided on ch
o Asked your poqg

* Success in business requires training and discipline and hard work. But if you’re not frightened by these things, the
opportunities are just as great today as they ever were.
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Workshop Objectives

Types of negotiations
What information to sfiaye
Bargaining technigues

[dentifying mutual gain
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Module Two:
Understanding Negotiation

« Before we get started, fet's{takg/a/Jook at two basic types of
negotiation. We'll consider ®=# hree phases of negotiation
and the skills you need to becoryie an effective negotiator.

* Information is a negotiator’s greatest weapon.

e  Victor Kiam
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Types of Negotiations

e Integrative
« Multiple issues
« Bridge building

e Distributive

« Confidential
« Extract information O O

O
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The Three Phases

« Exchanging Information
« Bargaining
« Closing
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Skills for Successful Negotiating
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Effective speaking
Effective listening

Self-confidence

Patience -
Respect A
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Practical lllustration

« John went to Paul's car ot withhtheyntention of buying a
religble car.



Module Two: Review Questions

How many pasic types of negotiations are there?

allwo

oO)Four

c)Three

dlFive

2] What are the two apprgaches toaacgotiation”
a) Initial and final

D) Integrative and r&cegsive

c) Distributive and ihteyrative

d) General and broa®
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Module Two: Review Questions

5] Integrative negotiations are based on

a) Corporations
o) Corruption

c) Cooperation
d) Cohesiveness

4) The approagain integhative negotiations is
oroblem solving.

a) Final
o) Dominant
c) Crucial

O) BEaslest



Module Two: Review Questions

5) Distributive negotiations involve a

al Fixed pie
o) Baked good
c) Peach cobbler
d] Flat pancake
o] Which of these is involved N disteputive negotiations?
al Multiple issues
0] Keeping informssd N copfidgential

c) Information shgring
d) Bridge puilding



Module Two: Review Questions

/) Which of these is not an example of integrative
negotigtions?

a) Information sharing

o) Bridge building

c) Trying to extract informatior] from the other party
d] Allowing each party to Makg concessions

8) How many phases of nFJotiatiorrge)xhere?
a) Three
0) Nine
C) Seven
d) Two



Module Two: Review Questions

9) Which of these is not one of the phases of negotiation”

a) Bargaining

o) Closing

c) Revisiting

d) Exchanging information

[O)Which of these is not onedl the skills Nneeded Tor successiul
negotiation?’

a) Effective speakiea
o) Likeability

c) Sense of humor
d)] Respect
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Module Two: Review Questions

How many basic types of negotiations are there?
al Two
o) Four
c) Three
ad) Five

The two basic types of negotiations require different approaches.

) What are the two agorTggched tg negotrgiog”?

a) Initial and final

O] Integrative and raccsive
Distributive and inteNg\/ &

d) General and broad

INntegrative negotiations and Distributive negotiations.
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Module Two: Review Questions

INntegrative negotiations are based on

a) Corporations
o) Corruption

c) Cooperation
d) Cohesiveness

INntegrative negotiations are based on cooperation.

4) The approach infmtegnatiyEyegotiations is proplem solving.

> Final

o) Dominant
c) Crucial

d} Easiest

The dominant approach inwefle§ratyfe mMegotiations is problem solving
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Module Two: Review Questlons

Distributive negotiations involve a

a) Fixed pie

0) Baked good
c) Peach cobbler
d] Flat pancake

Distributive negotiations invalveratixed pie.

o) Which of these is involved in dlstrigutive negotiations?

a) Multiple issues

D] Keeping informatiof crfidential
c) Information sharigffg

d] Bridge building

Keeping informatiom\cogffdan et greXamgle, you don't want a car
salesman to know how Radlyyou nEed apew car or how much you

are willing to pay.



Module Two: Review Questions

Which of these is not an example of integrative negotiations?

a) Information sharing

Bridge building
] Trying to extract informatian Mom wie @gther party
d) Allowing each party to makecontesgfons

Trying to extract information would belan example of distributive
negotiations

How many phases of neafdtion arg there
Three
Nine
Seven

J) Two

There are three phases of negotiation



Module Two: Review Questions

9) Which of these is not one of the phases of negotiation?

a) Bargaining

o) Closing

c) Revisiting

d) Exchanging information

Bargaining, Closing, and Exchgnging information are the three
ohases of negotiation

10)Which of these is not one giine skillsaceded for successiul

negotiation”

o) Effective speaking
O] Likeability

Cc) Sense of humor
d) Respect

Being a likeable person is Ot Mnec@ssartly a necessary negotiating skill
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Module Three:
Getting Prepared

e Like any challenging task, negotiation
requires prepargilop~Bafore you pegin a
negotiation, you \ageg/ 1O define what you
nhope to get out of W, Wwhat you will settle for,
and what you considér unacceptable. You
also need to prepal e yourself personally. The
Key to person eparm 'S Lo approach
the negotiatigrnywith| self-tonfidence and 3

OOSsITIve atlit ..

* Ifyou don’t know where you are going, you will probably end up somewhere else.

Copyrighted Material © - All rights reserved to Top Social Power® e lLawrence J. Peter



Establishing Your
WATNA and BATNA

o« WATNA: Worst Alternatips te T
Negotiated Agreement

« BATNA: Best Alternative to @
Negotiated Agreement

¥ TOP
.o' 'o. SOCIAL
%ee®* POWER®




¥ TOP
.o' 'o. SOCIAL
%ee¢®* POWER®

|dentifying Your WAP

Keep secret
Remain firm

Obtain concessions it WAR
changes

Be prepared to walk away
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|dentifying Your ZOPA

Realistic price
Final price will sit here
Keep WAP secret
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Personal Preparation

« Polite - It never reduces your argument
* Firm - Removes Perceptionssf Vieakness

« Calm - Facilitates Persussian ghag/Compromise

« Do not take things personally
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Practical lllustration

* Ted was a B2B sales representative for a paper
company.

* He was meeting with a.representative from
another office to discuss a’potential business deal.

Copyrighted Material © - All rights reserved to Top Social Power®
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Module Three: Review Questions

) Negotiation requires
=) Whining
0) Preparation
c) Cash reserves
d) Gumption

2] What are two things Yoe=(lust Naxe in order to approach
negotiation successiully?

a) Law and order
o) Coffee and treas
c) Self-confidence ard pgqitive)drtityde

d] Fear and loathing



Module Three: Review Questions

3] Getting the best deal for yourself relies on you being ready to
go INto negotiations with the strongest
OOSItioN you can.

al Bargaining

o) Bullying

c) Intimidating
d) Unrelenting

4] In most negotiatiopddfe partias afe oy their
assumptions abogy/hat they think ggg/the alternatives to 3
negotiated agreefner)

al Intimidated
O) Inundated
c) Influenced
d] Incorporated
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Module Three: Review Questions

| What does the acronym WATNA stand for?

a) With a treaty nothing advances
o) Without a talk nobodysgregg

c) Worst alternative to a Nedetigfed agreement
d) Wrong alternative to a negotiated agreement

o) What does the acronym=ATNA skand for?

o)

a) Better alternatiyeso’a Nnegbtiatadggaeement

0) Best alternativeNsafa negotlialed aSagement

c) Bargaining altarnggrerstoaegoiated agreement
d) Blissful alternative\o gMegolted agreement

TOP
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Module Three: Review Questions

/) What is a 'blue sky' scenario?

a) Nice day for a friendly debgte
0) Easy negotiation expengnce
c) Ideal situation
d] Rainy day
S) What does the acronynm=VIAR Stagd for~
al Will approach ppragee |y
o) Walk away proldd

c) Walk away price
d] Walk away pennilags



Module Three: Review Questions

9) In a car buying negotiation scenario, what is the area in
which the final price will sit referred to?

o) Zorro
0) ZOpa
c) Zola
d} Zoli

O)What does the acrofyyT™7OPA sta(aYor™

a) /ero or put awaw

O) Zone of Possible agrey

c) Zone of possible aqree/fient
d)] Zone of passable agreements



Module Three: Review Questions

Negotiation requires

a9 Whining

O) Preparation
Cash reserves

d) Gumption

Like any challenging task, negotiadtion réquires preparation.

What are two things you must haye in erder to approach negotiation
successfully?

a) Law and order
o) Coffee and treats

Self-confidence and poslswe attitude
d) Fear and loathing

The key to personal preparation is te=Dproach the negotiation with self-
confidence and a positive attitude.



Module Three: Review Questions

Cetting the best deal for yourself relies on you being ready to go into
negotiations with the strongest DOSITIoON you can.

Bargaining
Bullying
INntimidating
Unrelenting

« Cetting the best deal for yourselfyelies &n you being ready to go into
negotiations with the strongest bargaining position you can.

N Most negotiations, the parlied are oy their assumptions about
what they think are the aterhatives to g negotdated agreement.

INntimidated
INnundated
Influenced
Incorporated

* N Most negotiations, the parties Me=klucnced by their assumptions about
what they think are the alternatives to a negotiated agreement.
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Module Three: Review Questions

5 What does the acronym WATNA stand for?

a) With a treaty nothing advances

o) Without a talk nobody agrees

c) Worst alternative to g ndgotiagtfed agreement
dl Wrong alternative to a\neggtigted agreement

« WATNA (Worst Alternative to a|Negotiated Agreement)

o) What does the acronyl BATNAGURd for?

5 Better alternatiye 1O a negotiatedfagyeement

0] Best alternativeNg negaigtied agfaement

c) Bargaining alteQ gV Lorm~QedONatot agreement
d) Blissful alternative Yo a/tegoliRted agreement

« BATNA (Best Alternative to a Negotiated Agreement)



Module Three: Review Questions

/) What is a 'blue sky' scenario?
a) Nice day for a friendly debate
O) Easy negotiation exgerjence
c) ldeal situation
d] Rainy day
« |fyou could have the ideallsituation, the "blue sky" scenario,
negotiations would Nnot g hecessary.

8) What does the acifonym WP standfiory

al Will approach grivately
o) Walk away prodd

c) Walk away price

d) Walk away penniless

* WAP (Walk Away Price)



Module Three: Review Questions

N a car buying negotiation scenario, what is the area in which the final price will
sit referred to?

ydelgge)
/0pa
c) Zola
d)  Zoli
The ZOPA is the area in which theNlinasgricg will sit, and within that ZOPA you
will ideally end up with a price closey to their WAP than yours.

0) What does the acronym ZOPA gFragd foy”?

2) Zero or put away

Zone of possible actign

/one of possible agregmp@nt
d) Zone of passable agrgemints

/OPA (Zone Of Possible Amrermeny
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Module Four:
Laying the Groundwork

N this module we considehNotergasgects of preparation: setting
the time and place, eshablisting common ground, and
creating a negotiating framegwork.

* Everything comes to him who hustles while he waits.

e Thomas Edison
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Setting the Time and Place

Can pe an advantage
Environmental factors
Limit distractions

Neutral venue
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Establishing Common Ground

Effective to find first
RBuilld on it

Builds momentum

OO

O
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Creating a Negotiation Framework

Agree on what is being negotiateo
What Is non-negotiapke?

Based on values and QoS

OO

O
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The Negotiation Process

Preparation
Opening Position
Sargalning
Movement
Closing

Copyrighted Material © - All rights reserved to Top Social Power®
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Practical lllustration

- Brittany had been with her company for over three years.

- She felt she deserved a\alse.



Module Four: Review Questions

1) Setting the time and place, establishing cornmmon ground,
and creating a negotiating framewaork are other aspects of

alNegotiation
Ollnitiation

c)Preparation
d)Celebration

Z) Setting the time apezafacelcan|giveydey an N a
negotiation.

alAdvantage
oJAbsolution
c)Abstraction
dlAbsence
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Module Four: Review Questions

5 Where do people feel the most comfortable conducting a
negotiation?

a) Inarestaurant

o) Over the phone

c) On their home turf
d] Ina dark alley

4) factors cal) INteriefje WO Negotiations.

al Financial

0) Environmenta
c] Educational
d) Propable



Module Four: Review Questions

5 Which of these is not an example of an environmenta
factor?

a) Nolsy setting

O) Freguent interruptions
Cc) Low wages

d) Lack of privacy

o] Human peings are afways in sojre(odrt at the mercy of their

al Attitudes

o) Biorhythms
c] Environment
) BOSS



Module Four: Review Questions

Both sides in a negotiation bring their own ___ ofreference based on
their experience, values, and goals.

al Food
O] ldeas
c) Frame
d) Books

For a negotiation to proceed, the two sjdes have to agree to g

Predetermined outforne
Preset limit

Common framewof K
Common problem
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Module Four: Review Questions

9) What is it essential to agree on before negotiations?

al Who will win

o) Breakfast and lunch

c) Which issues are up foxnegoifation
d) Where to meet for golf

O)Without estapblishing a ~Qcgotiations can pe
extremely disorganifeQdand leakdeftion.

allLevel
o)Framework
clPrize
djlLoser
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Module Four: Review Questions

Setting the time and place, establishing common ground, and creating
a negotiating framework are other aspects of

a) Negotiation
O) Initiation

c) Preparation
d) Celebration

Aspects of preparation: setting theltime and place, establishing
common ground, and creating a negotiating framewaork.
Setting the time and pl&cejcan give you §n IN a negotiation.

a) Advantage
o) Absolution
c) Abstraction
d) Absence

Setting the time and place can %e you an advantage in a negotiation.
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Module Four: Review Questions

Where do people feel the most comfortable conducting a negotiation?

a) Inarestaurant
Over the phone
On their home turf
INn a dark alley

People feel most comfortable conducting a negotiation on their home turf.

factors can integefe With NegOtidlaas.

Financial
Environmental
Educational
Probable

Environmental factors can interferm=wAtn negotiations



Module Four: Review Questions

5] Which of these is not an example of an environmental factor?

Noisy setting

o) Frequent interruptions
c) Low wages

d) Lack of privacy

« Answers g, b, and d are examples of environmental factors.

Human beings are always in some dart, at the mercy of their
Attitudes

o] Biorhythms

c) Environment

d) Boss

Hurman beings are always Infsomg part afjthhe mgrcy of their "biorhythms” which
cause the body and the mind e urnglio/dimm=ently at different times of day.



Module Four: Review Questions

Both sides in a negotiation bring theirown ____ of reference based on their
experience, values, and goals.

a) Food

D) ldeas

Cc) Frame

d) Books

Both sides in a negotiation bring théir owin frame of reference based on their
experience, values, and goals.

For a negotiation to procedd, thetwio ddés Mafe b agree toa

Predetermined outg®mea
Preset limit
Common framework

d) Common problem

For a negotiation to proceed, the two sides have to agree to a common framework



Module Four: Review Questions

What is it essential to agree on before negotiations?

a)  Who will win
o) Breakfast and lunch

Which issues are up for negotiation
d) Where to meet for golf

Before starting negotiations, it is eSsential O agree on which issues are up for
negotiation and which are non-negptiable.

O) Without establishing a - negotiationsfcarn be extremely disorganized and
lack direction.

o) Level
o) Framework
c) Prize
d) Loser

Without establishing a framework, negotiations can be extremely disorganized
and lack direction.
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Module Five: Phase One — Exchanging
Information

The first phase Iin a negouamoryyvolves an exchange of
information. Both sides\shate hoefr positions on the issues
being addressed in a non3coRatfoatational way. The tricky part
of this phase is deciding whet td reveal and what to hold back.

. The first step to getting the things you want out of life is this: Decide what you want.

. Ben Stein
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Getting off on the Right Foot

Open with small talk
Show a human side

INntroductions are iIMmpoR aWl




What to Share

Detailed staterment on your position
Be specific on issues

Topics of discussion
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What to Keep to Yourself

Can pe tricky
Start with general issues

Set the scene for in-ddpNofnegotigtions
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Practical lllustration

. Bob, the owner of a small town coffee shop, was meeting
with Terry, a representative from an international coffee shop
chain.



Module Five: Review Questions

) The first phase in negotiation involves an of
iNnformation.

a) Overload

o) Undercutting
c) Exchange

d) Withdrawal

/)] Both sides state thelf gositions|orT{ng issues being
addressed in a WEY.

a) Upfront

o) Non-confrontationgl
c) Absurd

d} Non-committeo



Module Five: Review Questions

| At the start of a negotiation, you don't want to give a
statement about your position on specific issues.

al Cordial
o) Pleasant
c)] Detailed
d) Initial

4 In negotiations, one pafy)slopino) . what snoulo

constitute the agepdalvill L the other at least in
terms of how the I§gyes should|be friggbd.

a) Match

o) Differ

c) Undermine
] Emphasize



Module Five: Review Questions

By dealings with matters of agenda first, both parties get an opportunity to

their counterpart and think about what they want to get from
the negotiation and what they.can get.

g Meet
Discover
Size-up
INntimidate

At the beginning of a neggedligh |wihat §ndied you not do?

Smile and shake hgfids

Make pleasantries

Give away details of youlealgaining Reswlon
Be cordial and respeeefU]



Module Five: Review Questions

7\

/) In a negotiation, you don't want to appear

a) Secretive
o) Intelligent
c) Confident
d] Late

8) The major benefit of these early @gscussions is that the first

tentative negotiatiofs ¥ bd Mmaoe Wwithout making or
the whole grocess.

al Avoiding
o) Breaking
c] Ruining
a) Disowning



Module Five: Review Questions

9) Agreeing on the topics for discussion Is something that
allows both parties to find

a) Common ground
o) New jobs

c) Old friends

d) Lost items

O)Projecting an imagglonrglaxgad e d)iness with an element
of s vounbest waylto introduce yourself.

al surprise
o) Charity
c] Restraint
d) Fear



Module Five: Review Questions

The first phase in negotiation involves an of information.

a) Overload

O] Undercutting
c) Exchange

d) Withdrawal

« The first phase in a negotiatioNINVOIvgs an exchange of information.

/) Both sides state their positions ®n the issues being addressed in a

way.

o) Upfront

o] Non-confrontationfal
c] Absurd

d) Non-committed

« Both sides state their pasitioffs on ke isgdes being addressed in a
non-confrontational way



Module Five: Review Questions

At the start of a negotiation, you don't want to give a statement about your
position on specific issues.

Cordial

Pleasant

Detailed
alInitial

« At the start of a negotiation, you don't want o give a detailed statement about your
position on specific issues.

4)  In negotiations, one party's offin W=dn Wvhiat ENedilf Cynstitute the agenda will

from the other at least in (@ howlthe iIssues N be framed.
2 Match

Differ

Undermine
. Emphasize

* N negotiations, one party's opinion on what should constitute the agenda will differ
from the other at least in terms of how the issues should be framed.



Module Five: Review Questions

By dealings with matters of agenda first, both parties get an opportunity to
their counterpart and think about what they want to get from the
hegotiation and what they can get.

al  Meet
Discover
Size-up
Intimidate

By dealing with matters of agenda first, both parties get an opportunity to “size up”
their counterpart and think about what they want to get from the negotiation and
what they can get.

At the beginning of a negtial}on, what sihodld you ot §o7

Smile and shake handbé

Make pleasantries

Cive away details of your dergaigifig posiion
Be cordial and respectful

At the beginning of a negotiation, you should not give away details of your bargaining
position.



Module Five: Review Questions

N a negotiation, you don't want to appear

a) Secretive
Intelligent
Confident
Late

You don't want to appear secretive ohdece@tive, but at the same time you don't want to
give away your bargaining position prematurely

[he major benefit of these early @isyussiangd i Tt the first tentative negotiations can
be made without making of thie whaTe{prdress.

Avoiding

Breaking

Ruining

Disowning

The major benefit of these early discusme#is is that the first tentative negotiations can
be made without making or breaking the whole process.



Module Five: Review Questions

Agreeing on the topics for discussion is something that allows both parties
to find

Common ground
New jobs
Old friends

Lost items

« Agreeing on the topics for discussion igsomething that allows both parties
to find cormmon ground.

10)] Projecting an image of ref@xXxaNe# i¢Nd|insFyT an element of
IS your best way to intrgerageyourself.

surprise
Charity
Restraint
Fear

Projecting an image of relaxed friendliness with an element of restraint is
your best way to introduce yourself,



Module Six: <l 55w
Phase Two — Bargaining

Now we have reached the\oaart gf thle negotiation process. This
ohase — bargaining — Is What myost people mean when they
talk about

negotiation.

* My idea of an agreeable person is someone who agrees with me.

* Benjamin Disraeli



What to Expect

Do they typically start out with an
JUnreasonaple offer?

Do they try to rush theNpagotigfion™”

Do they try to frame the Igsuesfo their
own advantage”




Techniques to Try

Prepare, prepare, prepare.
Leave pbehind your ego.
Ramp up your listening sklls
ANnticipate compromise.

I you don't ask, you don't get.
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How to Break an Impasse

f the impasse involves money, change the terms: a larger
deposit, a shorter pay perioo

Change a team memperestng team leader.

Agree on easy issues and save the more difficult issues for
later.
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Practical lllustration

* Mark was a housing development agent and was
always looking for meretand-to develop.

* He was in the process of buying a 30 acre parcel of
undeveloped land frem an older gentleman named
Russ.

Copyrighted Material © - All rights reserved to Top Social Power®



Module Six: Review Questions

- What is considered the heart of the negotiation process?

a) After
0) Bargaining

c) Winning
d) Hand shaking
2] In addition to learning gmoUt treRressures,

and needs that migit ¥ uence YoUropponents, you mignht
also want to try tofgeld some idaa of {he)y usual negotiating

approach.

al Wants
o) Places
c] lTargets
) Hobbies



¥ TOP
*1l % SOC'AL
o¢®* POWER?®

o™,

Module Six: Review Questions

5 What does the term 'scout your opponent' mean™

o) Recruit them

o) Cet a rundown on thelhegafiafion technigues
c) Hunt them down

d) Join a team together

4 By remaining 2 VoUll bargaining position you will
oe able to place prefsUy=on thermo)get the deal done on
your terms.

al Loyal

o) Firm

c) Frightened
adl Unaware



Module Six: Review Questions

5) Finding out —and — your opponent's pressure, targets
and needs is something that should be done if possible prior to
your negotiations with tham,

al Destroying
O) Fabricating
c) Analyzing

d] Equalizing

o) Complete this sentgnde. Thg mofe inf@rmyation you can find out
iIN advance, the for \you

a) Harder
D) Better
C|] Lesser

dl Simpler



Module Six: Review Questions

/) What technigue is typically made in the full awareness that
the offer will not be met?

=) Theridiculous first offer

o) The failed first offer

c) The exaggerated first offier
d] The rejected first offer

8) How many negotiatibn)techniquey afe there possiple?
al Five
D) Seven
c) Ten
d) Four



Module Six: Review Questions

9) Which is an example of a negotiation technigue??
a) Prepare, prepare, prepare
o) Set it and forget it
c) Anninilate your compoQert
d] Show all your cards

O)There are a number of yays to Dpagk an
negotiations.

al Sound parrier
O) IMmpasse

c) Finger

a} Record



Module Six: Review Questions

) What is considered the heart of the negotiation process?

After

o) Bargaining

cl Winning

] Hand shaking

 The heart of the negotiation process — bafgaining — is what most people mean
when they talk about negotiation.

2] Inaddition to learning about the Bréssuray ,and needs that might
iNfluence your opponents, fouymant alsowarl tgtry to get some idea of their
usual negotiating approgch:

1) Wants
o) Places
c) Targets
] Hobbies

N addition to learning about the pressures, targets, and needs that might

iNfluence your opponents, you might also want to try to get some idea of their
usual negotiating approach.



Module Six: Review Questions

What does the term 'scout your opponent' mean?

o) Recruit them

0) Cet a rundown on their negotig#on tegRnNiques
Cl Hunt them down

o) Join a team together

« "Scout” opponents to exploit any Weakmhesses and strengths.

By remaining ON YO Oargainina position you will be able to place
pressure on them to get tprendad| dohelOQugm™ terms.

Loyal

=irm
Frightened
Unaware

« By remaining firm on your bargaidgglOosition you will be able to place
pressure on them to get the deal done on your termes.



Module Six: Review Questions

Finding out —and —your opponent's pressure, targets and needs is
something that should be done if possible prior to your negotiations with them.

o) Destroying

o) Fabricating

c) Analyzing
Equalizing

Finding out —and analyzing —your ogponant’'s pressure, targets and needs is
something that should be done, if poksible, prior to your negotiations with them.

Complete this sentence. The gmie Jhiiornalt iQodyes can find out in advance, the
for you.

o) Harder

o) Better

C) Lesser
Simpler

The more information you can TImd oM lsbdvance, the better for you.



Module Six: Review Questions

/) What technigue is typically made in the full awareness that the
offer will not be met?

=) The ridiculous first offer

o) The failed first offer

c) The exaggerated first offar
cl The rejected first offer

 The Exaggerated First Offer technigue is typically made in the ful
awareness that that offer ywll Not he=Rnet.

8. How many negotiatdn gechipidues afe ghere possible?

o) Five
O] Seven
c) Ten
) Four

There are ten negotiation technigques mentioned.



Module Six: Review Questions

9) Which is an example of a negotiation technique?

a) Prepare, prepare, prepare
O] Setitand forgetit

) Annihilate your component
al Show all your cards

Prepare, prepare, prepare.

10) There are a number of gfa¥1d oFes k! iINn Nnegotiations.

o Sound barrier

o) Impasse
Finger

Il Recorao

There are a number of ways toserak an impasse in negotiations,
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Module Seven: <3 335ie-
About Mutual Gain

e In their classic book Getting to Yes, Roger Fisher
and Williarm Ury argue that most negotiations are
not as efficient or as\ducagsgful as they mignht be
pecause people tend & Argue about positions
rather than interests.

* [hey suggest that tk@ parties in a negotiation focus

on their interest nat we get out of the
negotiation tha - flrther iNterests? That is
the qguestion T snoluo e a negotiation

toward achievi @ '

* When dealing with people, remember you are not dealing with creatures of logic,
* but with creatures of emotion.

Copyrighted Material © - All rights reserved to Top Social Power® * Dale Carnegie
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Three Ways to See Your Options

« Positional Bargaining: Soft
e Friends
e Agreement

» Positional Bargawweg/Haro
e \VICctory

* Distrust C)

e INnterest Bargsy
* Mutual gal
e Proplem solv

Copyrighted Material © - All rights reserved to Top Social Power®
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About Mutual Gain

FOCUSs oNn INnterests
Atmosphere of respeck
Multiple options

O

O

Copyrighted Material © - All rights reserved to Top Social Power®
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Creating a Mutual Gain Solution

Brainstorming

[dentifying shared vaples

Make It larger or smaller

[dentify issues that can Be sef aside

OO

. ’
[
v
'] L L)
! P
' PR '
' PR [
PR
P
]
[
'’
[
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What Do | Want?

State them positively
[deal vs. realistic

VWants vs. needs
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What Do They Want?

What does my opponent need”?
What does my oppopent want
What Is most importatsso e
VWhat is least important o thém??

OO

O

Copyrighted Material © - All rights reserved to Top So

?
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What Do We Want?

George

Wants To have at least two To have at least two
forerman shifts per week. forerman shifts per week.
To leave by 430 p.m. on
Fridays.
Needs Leave by 430 p.pa, an Not to have more than

Mondays and
Wednesddys.

To ensureflthalthe
foreman pesion s
covered by sofaedne frafm
Monday to Friday, 8 a.m.
tos5Spm.

three foreman shifts per
Wwaek.

To\ensure that the
fefeman position is
covered by someone from
Monday to Friday, 8 a.m.
tos5Spm.
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Practical lllustration

- Clay, the president of the education board for his area,
wanted to introduce standardized uniforms to all the schools

to eliminate cases of styaengsweanng inappropriate
clothing.

,(3
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Module Seven: Review Questions

] There are three ways to see your options when you are

a) Negotiating

O] Ag ree| ng
c) Shopping
d) Walking
2) The key to making a apirdach work is to focus on

INterests, Not positfors.

al Residual

O) Intellectual
c] Mutual

) Intentional



Module Seven: Review Questions

3] Creating a mutual solution requires some activities
not usually associated with negotiations

al Pain
o) Gain
c) Strain
d] Rain
41 One of the problems tEDaride |6 NDegotiations is that parties

can feel they are boag INLERCNS of what they can
do and what they &gd get.

a) Compartmentdlizg?
o) Dramatized

c) Marginalized

d} Industrialized



Module Seven: Review Questions

The difficulty in any negotiation arises when there are issues where pboth
parties have a philosophical o

a) MOP
o) WAP
c) RAIC

| STOP

_which is too far from that of the other.

What's the danger of ignoring tha 'eleghant in the room'?

't'll eat everything
It'll get sick

't won't go away
It break furniture



¥ TOP
.o' 'o. SOCIAL
%ee¢®* POWER®

Module Seven: Review Questions

/) ldentify what the person you are in conflict with

a) Wants

0) Needs

C) Sees

d) Dislikes

8) Once you have identifieglhe, wWigms and needs of both sides
ook for areas of

3l Fun
o) Weaknesses
c) Disdain

d) Overlap



Module Seven: Review Questions

9) Overlap is the starting point for ground.

a) Mutual

o) Level

c) Disjointed
d) Permeable

O)Which is not part of a franing guastion you should ask when
determine what is wanred?

al What's most imeeftant

o) What's least inpories{

c) What's the path of\eagilresidigncg
d] What does my opponentreed
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Module Seven: Review Questions

There are three ways to see your options when you are

a) Negotiating
O Agreeing

C) Shopping
) Walking

Positional bargaining-soft, positionalfbargaining-hard, Interest
bargaining-principled

’) The key to making a approgey work is to focus on interests,
Nnot positions.

o) Residual

o) Intellectual
Mutual

) Intentional

* The key to making the mutual geseapproach work is to focus on
iNnterests, Not positions.



Module Seven: Review Questions

Creating a mutual __ ___solution requires some activities not usually
associated with negotiations.

o) Pain

o) Gain
Strain

) Rain

Mutual gain is different from the uswal apjproach to negotiation. Instead of
arguing over who gets a bigger slica of the pie, this approach expands the pie so
that both parties can get big slices.

One of the problems that afise}M™nagotiatiordis that parties can feel they are
being N termygOI Xhat they ¢arn do a™mg vWRat they can get.

1 Compartmentalized
o) Dramatized

c) Marginalized

cll Industrialized

One of the problems that arise in negOtiations is that parties can feel that they
are being marginalized in terms of what they can do and what they can get.



Module Seven: Review Questions

The difficulty in any negotiation arises when there are issues where both parties have a

ohilosophical __ ____whichistoo far from that of the other.

MOP
WAP
1 RAIC
) STOP
The difficulty in any negotiation arises when there are issues where both parties have a
ohilosophical WAP which is too far from thatj of the other.

What's the danger of ignoring thg 'elephdntin thg rogm'?

It'll eat everything

It'll get sick

't won't go away
1) It break furniture

[he danger of "ignoring the elephant inthe room’ is that it will not go away just

because it is ignored.



Module Seven: Review Questions

/) ldentify what the person you are in conflict with

a) Wants
o) Needs
C Sees

1 Dislikes

« |dentify what the person that you gre in conflict with wants

8) Once you have identified (g Wante 2ad needs of both sides, look
for areas of

) Fun
O] Weaknesses
-} Disdain
d) Overlap
« Now that you have identified the=vants and needs of both sides,
ook for areas of overlap



Module Seven: Review Questions

Overlap is the starting point for ground.

a) Mutual

o) Level
Disjointed

) Permeable

Overlap will be the starting points far estgblishing mutual ground.

Which is not part of a framing question you should ask when determine what is

wanted?

4 What's most importafit

o) What's least importahk

| What's the path of Igast régistancé
) What does my opponeat need

These framing questions will help y&®Pstart the process. What does my
opponent need?” What does my opponent want? What is most important to

them? What is least important to them?



Module Eight: cha 3t
Phase Three — Closing

The final phase of a negotaliopTs\a e for reaching
consensus and bulildinganM\agregment. A little hard work in
this phase can ensure that

the negotiation achieves it degired results.

® | Negotidting in the classic sense assumes that parties
* are more anxious to agree than to disagree.

* Dean Acheson

Copyrighted Material © - All rights reserved to Top Social Power®
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Reaching Consensus

Live with decision
Different meaning todifferat people

Cannot please everyoRe
50% of something is bether thfan 100% of nothing

OO

O

Copyrighted Material © - All rights reserved to Top Social Power®
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Building an Agreement

Translate generalities into specifics
Bargaining Is over

INterpretation of the coOnsensys
Cet the small print in plage
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Setting the Terms of the Agreement

« Clearly stated in writing
Backed up with the " /Aow,A8CLoF
~irm detalls

EY7 4
'\
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Practical lllustration

* Tiana and Hugh were tasked with completing a project for their company.

* They met to negotiate who would be doing what.
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Module Eight: Review Questions

] The final phase of a negotiation is a time for reaching
and building an agreement.

a) Consensus
0) IMmpasse
c] Destination
d) Success

2] Closing a negotiatiof BT mgam tWo things.

al Initial

o) Different
c) Complete
a Impossible
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Module Eight: Review Questions

5 When applied to negotiations, consensus usually involves
agreement on key issues.

o) Extensive
0) Substantive
c) Essential

d) Mutual

4 BEveryone needs to felXtatl the Sd{cdme of the negotiation
s something theylcan With.

a) Live
0) Pass
c) Lana
) Agree
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Module Eight: Review Questions

5) What is a special skill that it takes to build an agreement?

o) Create more problems

o) Translate generalities INIo spgCciAics
c) Create language barries

d) Generalize the problems

o) Sometimes in negotiatieRd thargscan te g tendency to arrive
at certain principle anat{ink that the job has been
done.

al Meridians

o) Collaborators
C) Agreements
) Theories
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Module Eight: Review Questions

/] There is more to negotiation than offering a concession here
and a limit there.

a) Stipulating
o) Manipulating
C) Indoctrinating
d) BEvaluating

8) Foran agreement td b¥successi(a) the essential terms
Mmust be staked inwriting.

a) Suitapbly

o) Collaboratively
c) Clearly

dl Wholeheartedly
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Module Eight: Review Questions

9) It may help to think of the negotiation process as a

o) Thankless job
o) News broadcast
c) Breaking news
d) Old news

O)A good negotiationgftep™™ will hav€ a) least one

a) Good shot

O) Last chance

c) Details guy/gal
cl) Last resort



Module Eight: Review Questions

) The final phase of a negotiation is a time for reaching and building an
agreement.

3 Consensus
O Impasse

Destination
cll Success

- The final phase of a negotiation is a time for reaching consensus and building an
agreement.

) Closing a negotiation cagfriesan twa O

Initial
o) Different
Complete
al Impossible

- Closing a negotiation can mean two different things.



Module Eight: Review Questions

When applied to negotiations, consensus usually involves
agreement on key issues,

o) Extensive
O] Substantive
] Essential

o Mutual

When applied to negotiations, aonsehsus usually involves substantive
agreement on key issues.

Everyone needs to feel tpraR Uk DULCORQZZN Ne negotiation is
something they can _ = with.

a) Live
o) Pass
] Land
) Agree

- BEveryone needs to feel that the outcome of the negotiation is
something they can live with.
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“Module Eight: Review Ouestlons

What is a special skill that it takes to build an agreement

o) Create more problems

o) Translate generalities into specifics
Create language barriers
Ceneralize the problems

« Building an agreement takes a spechal sk thé ability to translate generalities into
specifics.

sometimes in negotiations, there cgn be a tepdancy to arrive at certain principle
and think that the jolsagk bgah donkl

ol Meridians
Collaborators
Agreements

d) Theories

« Sometimes in negotiations, thersseeaf Be a tefidmame@f to arrive at certain principle
agreements and think that the job has been done.



Module Eight: Review Questions

There is more to negotiation than offering a concession here and
a limit there,

Stipulating
Manipulating
Indoctrinating
Evaluating

« Thereis more to negotiation thanloffering a concession here and stipulating
a limit there.

For an agreement to be sbicgessiul, dll the ggselhtial terms must be
stated in writing.

Suitably
Collaboratively
Clearly
Wholeheartedly

« Foranagreement to be successful, all the essential terrms must be clearly
stated in writing.



Module Eight: Review Questions

't may help to think of the negotiation process as a

Thankless job
News broadcast
Breaking news
Old news

't may help to think of the negotigtion grocess as a news broadcast. It is
great to have headlines that will mhake people sit up and take notice, but in
order for these headlines to actually halve any meaning it is necessary to

write the stories.

0O) A good negotiations tefmyvill have &t least ofe

Cood shot
Last chance
Details person
Last resort

« A good negotiations team will have at least one "details person” who is able
to get the small print in place after the negotiators have put the outline in

front of them:.
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Dealing with Difficult Issues

Most people are willing tewneegstiake in good faith. They don't
resort to tricks or inNmNdatiph /Every once in a while,
though, you might encUREeT gomeone who takes a less
orincipled

approach.

» All things are difficult before they are easy.

e Thomas Fuller



Being Prepared for
Environmental Tactics

e (Cetthem out from bepdnd,a~desk
Reguest for an improvanent
Be polite, but firm
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Dealing with Personal Attacks

Respectful opening

Sets a positive tone

"Let's get back to thejssyes.”
Take the high road

Suspend the negotiation
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Controlling Your Emotions

Emotional intelligence

Discussions will becorqe

focused

Suggest a short break

Clear the atmosphere

O

O

-
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Deciding When It’s LS
Time to Walk Away

« Walk away if:
You feel threatened orexstemghy/incomfortable.

The other party uses unfay tacfics that make it impossible
to have a negotiation.



¥ TOP
.o' 'o. SOCIAL
%ee®* POWER®

Practical lllustration

« Todd's aggressive tactics put a guick end to negotiations.
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Module Nine: Review Questions

) Most people are willing to N good faith.

5 Laugh
o) Work
c)] Negotiate
d] Relate

2] You need to be preparegh® deslith people who don't
fair.

a) Play
o) Iry
] Seem
a) Fight
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Module Nine: Review Questions

5] Using tactics to gain an advantage in a
negotiation doesn't happen that often, but negotiators neead
to be prepared for It.

=) CGovernmental
o) Integral

c) Environmenta
d) Instrumental

4) The of thg nggotigtiors is Ig a position of power.

a) Host

0) Last

cl Winner
o) Loser



Module Nine: Review Questions

5 Any negotiation will be more productive if you are aple to
on problems and not personalities

o) Harp

O) Linger
C) Focus
d] Speak

o) Recognizing and congedl g ¢MOUJpRS is an aspect of

al] Common sensq

D) Redeeming qUNHAES
c) Emotional intellige™eg
cl) Delayed gratification



Module Nine: Review Questions

7] Ina negotiation, emotional intelligence involves
Nnow you and the other party are responding
emotionally to the discgssionm:

al Enjoying

0) Recognizing
c) Discussing
d] Discovering

8) By their very naturg=@gotiations IRk a kind of
relatioRsg .

a) Complicated
o) Individual

c) Adversarial
d) Angry



Module Nine: Review Questions

9) Which would be an example of when to walk away from 3
negotiation?

=) When things are gomgwvell

o] When the other party Nregtens you
c) When the other party agrees with you
d] When you have succeeded

O)Sometimes factors UnrEtated|to thE thpic of a negotiation
mMay Mmake it too ta contirlue,

2) Easy

o) Difficult

c) Engrossing
a] Fascinating



Module Nine: Review Questions

Most people are willing to iN good faith.

=) Laugh

o) Work

c) Negotiate
a) Relate

* Most people are willing to negotiate In good faith.

) You need to be prepargdltd dedl with peuieyvhodon't _ fair.
Play

o) Try

S Seem

) Fight

« YOou need to be prepared to deal with people who don't play fair.



Module Nine: Review Questions

Using tactics to gain an advantage in a negotiation doesn't happen that

often, but negotiators need to be prepared for it.

GCovernmental

INntegral

Environmenta
) Instrumental

Using environmental tactics to gain anadvahtage in a negotiation doesn't happen that
often, but negotiators need to be prepared for it

4) The of the negotiati@ns T ajoosition Offpoyer
Host
Last
o Winner
) Loser

* The host of the negotiations is in a posItteesof power.



Module Nine: Review Questions

5) Any negotiation will be more productive if you are able to
on problems and not personalities

a) Harp

O] Linger
Cc] Focus
ad) Speak

« Any negotiation will be more produdtive if you are able to focus on
oroblems and not personalities.

« 0. Recognizing and contrem@almatioNs)ea aspect of

=2 Common sense

O] Redeeming qualitfles
c) Emotional intelligagcé
cl) Delayed gratification

« Recognizing and controlling emaotions is an aspect of emotional
intelligence.
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Module Nine: Review Questions

N a negotiation, emotional intelligence involves how you and the other
party are responding emotionally to the discussion.

Enjoying
Recognizing
Discussing

| Discovering

N a negotiation, emotional intelligenceé involves recognizing how you and the other
party are responding emotionally to thie disclussion.

By their very nature, negofyetees involle & kKind or relationship.

4 Complicated
INndividual
Adversarial

o Angry

« By their very nature, negotiations involve a kind of adversarial relationship.



Module Nine: Review Questions

Which would be an example of when to walk away from a negotiation?

ol When things are going well

O] When the other party thregtensaQu
) When the other party agreeswith you
) When you have succeeded

e [t'stime towalk away from a negwtiatioh if: The other party makes you feel
threatened or extremely uncomfartable. The other party uses unfair tactics
that make it impossible to have an eguitable negotiation.

0) Sometimes factors unreldedto the topic oka degotiation may make it too
to continue.

Easy
Difficult
ENngrossing
Fascinating

« Sometimes factors unrelated to the topic of a negotiation may make it too
difficult to continue.
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Module Ten:
Negotiating Qutside the Boardroom

Negotiating isn't just something that takes place in conference
rooms with powerful foroes/aiMgney on either side of a table.
People have informal NegQtiaiops every day — with their
coworkers, merchants, eveQ fampy membpers.

* Use soft words and hard arguments.

* English Proverb
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Adapting the Process for 23 powe
Smaller Negotiations

Separate the people frem tae predlem
FOoCcus on interests, NOtYOosItiofs

Expand the range of optigns

State the terms of an agreement in specific, clear terms
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Negotiating via Telephone

Pay attention to particular points
Listen Actively

Reguesting more time

Don't feel rushed




Negotiating via Email

N general, itisappropriate to use emaill in a negotiation:

« When the topic is clearly defined

« When the topic does Nt requirg extensive discussion
« When the expected reSpemsefs relatively simple

« When there is little possipility of misunderstanding
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Practical lllustration

« Roman didn't have proof of an agreed price for parts for Nis
mountain bike.
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Module Ten: Review Questions

] Some of the principles of negotiation can be useful In

situations.
a) BEveryday
o) Unusual
c) Common
d) Unhealthy
2] Don't let e in tha Wwdy Qf negotiating.
a) People
o) Personalities
c) Food

) Money
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Module Ten: Review Questions

5 Focus on - Not positions.

o) Clothing
o) Lunch
C)] Interests
d) Sports

) Don't let adherence to g=Rdrticlile«
range of options yoUaneEwilling tCopsider.

narrow the

a) Slituation
0) Position
c] Point

) Premise
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Module Ten: Review Questions

5) Expandthe range of

o) Distances
o) Languages

c) Options
O] Barriers
o) State the terms of an N specific, clear termes.

al Arrangement
o) Agreement
C) Argument
O Advertisement
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Module Ten: Review Questions

/) Use the principles of Lo bring you a positive
outcome in everyday life.

a) Negotiation
o) Enunciation
c) Pronunciation
d) Procrastination

8) You can reach a posiivVEDUtaomM= Dy Xaking into account
some deden) principlas.

al Loud

o) Sound

cl Quiet

al Whispered



Module Ten: Review Questions

9) In g negotiation via telephone, it can be difficult to make an
assessment of how the other party is responding.

o) Advisable
o) Actual
Cc] Accurate
d] Accessible
O] negotiations fhae it QT td document the terms

of an agreement.

a) Honest
o) Phone
c) Home
o Work



Module Ten: Review Questions

1) Some of the principles of negotiation can be useful in situations

3] Everyday
o) Unusual
¢l Common
) Unhealthy

« Some of the principles of negotiatioh canjbe useful in everyday situations.

Don't let get in ead Wwaviof NetOoti # Laad.

People
0) Personalities
) Food
d) Money

« Separate the people from the™ObIa. [JONT™HEL personalities get in the way of
negotiating.



Module Ten: Review Questions

~FoCcus on , Not positions.

5 Clothing
o) Lunch
C) Interests
a) Sports

« Focus on interests, not positions. Corfsider what both parties want and
need.

41 Don't let adherence to ofDXNWE Ular Nnarrow the range of
options you are willingrrapebnsidert

o) Situation
o) Position
c) Point
o) Premise
* Focus on interests, not positions. Consider what both parties want

and need. Don't let adherence to a particular position narrow the
range of optionsyou are Wiling 1o consider.



Module Ten: Review Questions

Expand the range of

Distances
Languages
Options
Barriers

Expand the range of options. Ongway O overcome an impasse in a
negotiation is to expand the rangg of the discussion.

State the terms of an M spXeffC Nlear terms.

Arrangement
0) Agreement
Argument
1) Advertisement

State the terms of an agreement in specific, clear terms.



Module Ten: Review Questions

Use the principles of to bring you a positive outcome in
everyday life.

Negotiation
Enunciation
Pronunciation
Procrastination

Even if you are not in a traditionalinegatiation position, it can be helpful to
use the principles of negotiation to bring you a positive outcome in everyday
life.

You can reach a positiye otcomel by taking Ifito §ccount some
decent principles

Loud
Sound
Quiet
Whispered

Where there is some difficulty in reaching a decision, you can reach a
positive outcome by taking into account some sound, decent principles
which have for years Oeen used to reach positive decisions.



Module Ten: Review Questions

N a negotiation via telephone, it can be difficult to make an
assessment of how the other party is responding.

o) Advisable

o) Actual
Accurate

) Accessible

N a negotiation via telephone, it can be difficult to make an accurate
assessment of how the other party is rasponding.

negotiations make\t gifficylt o dochqmdnt the terms of an

agreement

Honest
Phone
Home
VWork

Phone negotiations also make it difficult to document the terms of an
agreement.
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Module Eleven: <b 3
Negotiating on Behalf
of Someone Else

Negotiating on ©enal/ pf someone else
oresents some sRacl/ challenges. When
you begin such a negodtiation, you need to
nave g clear idea of yodr Walk Away Price

(WAP)  and  thaeOddndgdssjons  you Nhave
oermission tgr¥rake| Yodaso need to pe
sure you undestand e igees well enougn
Lo respond tO\LgeN e ZsNop s that

May come up in te Regosation.

* Tosucceed as a team means to hold all of the members accountable for their expertise.

Copyrighted Material © - All rights reserved to Top Social Power® * Mitchell Caplan
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Choosmg the Negotiating Team

Remind everyone of the team's goals

Ensure that everyone understands his or her role in the
negotiation

Create a "game plan’ foy Nge ngggtiation
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Covering All the Bases

Fach person knows thelr responsibilities
Autonomy balance

What they can and caxunet offer
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Dealing with Tough Questions

Suggest (in a friendly way) that the guestion is irrelevant
Say you don't know the ansywer
You would like to waistolesgono

Reply with a guestion
of your own
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Practical lllustration

o Jillian didn't pretend to have all the answers.
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Module Eleven: Review Questions

) on penalf of someone else presents some special
challenges.

5 Settling

O Dreaming
c)] Negotiating
d) Working

/) Have a clear idea of WhET you have permission to
make.

a) Exceptions

0) Concessions
c] Accusations
o) Calculations



Module Eleven: Review Questions

5] You need to select people who have the and the
temperament to move the negotiation forward.

al Expertise
o) Attitude
c) Vehicle
d) Script
4 What is an essential @a)ytofl ldad i aYeam of any kind™
al Sharing venicles§
o) Sharing problekns
c) Sharing informatidpn
a) Sharing dislikes



o) Create g

Module Eleven

: Review Questions

N order to thrive.

« 5)]Teams need

o) Coaches

o] Water

C)] Information
d) Food

{oF the pegotiation.

a) Team leader

o) Game plan

) Group consensus
a) Talking point

¥ TOP
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Module Eleven: Review Questions

/] Some negotiations are so complex that it is difficult for one

oerson to all the issues.
a) Master
o] Manipulate
c) Maneuver
d) Maintain
S) Thereis a need for NSsfudtions.
a) Leaders
o) Balance
c) Moods

)l Attitudes
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Module Eleven: Review Questions

0]

- When negotiating for someone else make sure you have a

understanding of all the issues

Little
Thorough
Relative

- MInor

a team of spaCylists Wil help ensure that you have all

the bases covered.

D)
c) Alienating

Negotiating
Assembling

al Involving
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Module Eleven: Review Questions

on behalf of someone else presents some special challenges

Settling

O Dreaming
c] Negotiating
al Working

« Negotiating on behalf of somegneefseOresents some special challenges

/) Have a clear idea of what you have permission to make.

o) Exceptions

0] Concessions
) Accusations
) Calculations

* When you begin suci\a NggoNatjemey/ o eed t@ have a clear idea of your
Walk Away Price (WAP)aRd thgfconcggsiong you have permission to

mMake.



Module Eleven: Review Questions

You need to select people who have the and the temperament to move the

negotiation forward.

Expertise
Attitude

| Vehicle

| Script

* You need to select people who have the expertise and the temperament to move the
negotiation forward.

What is an essential part opfeq@g a téarh of any Nt

=) Sharing vehicles
Sharing problems
Sharing information
o) Sharing dislikes

« Anessential part of leading a team of any kind is sharing information.
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« 5)Teams need INn order to thrive.

Coaches
- Water

INnformation
Food

e Teams need information to thriwe.

Create a for LN Egotia ffoN.

- Team leader

- Game plan
o) Croup consensus
| Talking point

« Create a "game plan’ for tne neg@tiatiop\

30.0’



Module Eleven: Review Questions

Some negotiations are so complex that it is difficult for one person to

IssuUes.

Master

Manipulate

Maneuver
- Maintain

« Some negotiations are so complex that it is difficult for one person to master all the
Issues.

Thereis a need for NnEtUatlons

Leaders
Balance
- Moods
| Attitudes

Thereis a need for balance in these sitUsmeMs. Finding the point in between where you
can be confident that your teams' decisions will benefit you, is essential.
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Module Eleven: Review Questions
When negotiating for someone else make sure you have a understanding of

all the issues.

a) Little
Thorough
Relative

o Minor

When negotiating for someone else miake sdire you have a thorough understanding of

all the issues.

a team of specighstglwill helgensureghalyou have all the bases cc

1) Negotiating
Assembling
Alienating

Jdl - Involving

« Assembling a team of specialists will helfensure that you have all the bases covered.
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Module Twelve:
Wrapping Up

* Although this worKsSNhaop /5 coming to a close,
we hope that youlNjouney to improve your
Negotiation SKills Isjust beginning.

* Success usually comes to those who are too busy to be looking for it.

Copyrighted Material © - All rights reserved to Top Social Power® * Henry David Thoreau
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Words from the Wise

- John F. Kennedy: Let us begin anew,
remembering on both. sides that civility is not d
sign of weakness. Aet(us yiexer negotiate out of
fear, but let us nevekfear o negotiate.

* Henry Kissinger: Egal su@%s only buys an
admission tickel(tyo |ma ficult proplem.

@/’ r-deliver.

Copyrighted Material © - All rights reserved to Top Social Power®

Tom Peters: U/
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