Negotiating 101
Some helpful stuff to help you negotiate effectively and successfully in your university or workplace.  

1. Preparation

· Define your goals – what exactly do you want to achieve? How do you want to do this – work out a clear plan of logistics. Do you have a fallback position if your original goal doesn’t work out?
· Map power relationships – how does the hierarchy work? Suss out the key players, their roles, values and what drives them. Identify areas of common ground.
· Justification – clarify your arguments for exactly why change is needed.  
· Research – get your facts and figures together.  Has a similar change been made in another organisation? Case studies or comparisons are useful in showing what has been achieved by others.  Competition among organisations (e.g. universities) can be great motivation for making change.
· Coalition building – Chances are there are more people/groups who want the same thing. Groups of people can share work, skills and provide support, and so are more effective at making change.
· Wait for the opportune moment (as Jack Sparrow would say!) – when you’re prepped, arrange a good meeting time with the individual/group you hope to persuade.  
2. In the Meeting

· Intro – informal and polite is best, express clearly and succinctly what you want.  Explain advantages they care about.

· Bring in pictures, graphs or short articles if they help
· Lock in some kind of further action e.g another meeting after they’ve considered what you’re proposing
3. Clarifying Issues 
· Open ended questions – what? Why? How? Have you heard of this? How can we make it happen?

· Reflective questions – check you understand and are aware of their concerns e.g. so cost is the main issue then?

4. Deadlocks

· Reprioritise/ compromise – can you negotiate a smaller scale trial or alternatives?

· Remind them of common ground and benefits

· Ask them what they would do and what alternatives they suggest

· Let them know you understand their objections
· Try to avoid totally burning your bridges -  it is an ongoing relationship 
· Detail your proposal – like a business plan

5. Putting Forward Options
· Detail your proposal – like a business plan

· Hypothetical questions – what if we could overcome this barrier?

· Consider fallback options

· Are they committed to something similar already? Maybe your proposal can be modified to fit into that framework?

6. Locking in Commitments
· Document what’s been agreed to

· Email communication – cc to all key players so everyone knows what’s been agreed to
· Avoid making new requests after an agreement is reached

· Positive wind up – thank them

· Don’t let your work go to waste! Set specific time frames for action to start and make sure it happens
