                                       PREPARATION CHECKLIST:

                        GETTING READY TO NEGOTIATE
There are constants in negotiation, but you will always be better off if you attempt to answer these questions before you begin negotiating:

· What are my interests?

What do I need or want?  Eventually?  From this meeting? Are some interest a higher priority than others?

· What are their interests?

What are the other side’s interests and priorities?

· What are all the options?

Have I considered ways to  “enlarge the pie”

· What are my alternatives?

What do I walk to if I don’t reach agreement with the other side?  De we litigate or will there be other opportunities to settle?  What can I do fro my side without the other side’s agreement?

· What are my criteria for persuading the other side

Are there good reasons for proposing what I’m proposing?

Do I know how to measure one proposal against another?

In a way likely to be persuasive to the other side?

· What likely effect on the relationship?

Will I be making it easier or harder to deal weith this person next time?   Will there be a next time?  How can we keep the focus on the problem?

· What commitments do I seek and what am I prepared to make?

What will I have in y hand when I leave this meeting?  A complete and binding contract?  A framework agreement?  An agreement to meet again?  Who does what tomorrow morning?

· Will the result impact my reputation?

Is this a smart move in the short run but a bad move in the long run?
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