
NEGOTIATION PREPARATION

MODULE 3

LEVEL 1: 



PREPARATION
The idea that the best negotiators are able to go into a
negotiation unprepared and create magic through
quick thinking and fast-talking tactics could not be
further from the truth. Research has shown that no
matter how good one may be at improvisation, lack of
preparation is still one of the major reasons
negotiations fail. It is therefore paramount that we are
well-prepared to avoid making “rookie” mistakes.
From background research to strategy planning and
role-playing—time spent preparing for a negotiation
will pay off when it comes time to sit down with the
other party.

Good preparation increases your confidence and
comfort levels going into a negotiation, and sends out
a message to your counterpart that your intentions
are serious. Understanding the situation and relevant
reference points limits the opportunity for unverified
facts and information to be introduced into the
process, keeping the  negotiation process clear and
honest.

Before you begin your preparation, remind yourself of
the 7 Principles of Emotionally Intelligent
Negotiation and The Negotiation Timeline. These
provide the foundation of your negotiation approach
and will help you stay focused and on track.

Follow these next seven steps to help you in your
negotiations. 

(TIP: Use the EIN Negotiation Prep Sheet at the end of
this section or download it from our website)
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Before any part of the negotiation begins, step back and
check your emotions. You may feel elevated levels of
anxiety related to the situation, which is normal since
presumably you are negotiating about something that
matters to you. These reactions are unavoidable—even the
most skilled negotiators get nervous before important
meetings. The trick is to be fully aware of how you feel and
how those emotions may be influencing how you view the
situation. Emotionally Intelligent Negotiators use these
emotions as data points of information. Your feelings give
clues as to the things you care about most and those you
care about least. Tuning in to your emotions allows you to
prepare for potential triggers during the negotiation. It also
enables you to determine where you might give concessions
as part of the process.

Analysing the situation comes down to pulling out the facts
with which you are working and understanding the key
issues or problems at the root of the negotiation by asking
the following questions: What issues is each party trying to
solve? What do we know so far? What are the facts of the
situation? Who are the allies/blockers/neutral players?
Work hard to tease out all the facts and subjective opinions
that may be influencing the process. Finally, spend time
thinking about all of the parties involved, those who have
something at stake here, and everyone’s journey to the
negotiation table.

Too often negotiators rush in without giving consideration
to all of the relevant parties involved. Sometimes the
outcome of a negotiation can be settled by someone who
never even set foot in the negotiation room. Taking stock of
the situation and considering the positions of all the players
will allow you to get an overview of the best way forward.

ANALYSE THE SITUATION1.
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As we saw in Principle 2, we must seek to understand, not to convince. This applies not
only to our counterparts but also to ourselves.

Take some preparation time to think deeply about what you truly want out of this
negotiation. 

In many cases, our answer to this question lies not in our surface-level demands but in
something deeper than that. Let’s say you are negotiating your starting salary at a
prestigious consulting firm and they have given you an offer. How do you evaluate that
offer? Do you compare their offer to industry standards, to the company average, and
to what you need to live on? What do you think they can afford to pay you? How much
would you need to earn to live the kind of lifestyle you aspire to? Each of these criteria
can have a different effect on the outcome of the negotiation.

2. LIST OF DESIRES

In this stage of preparation, we can also make a first hypothesis of what our
counterpart’s desires may be. This challenges our assumptions about their possible
reasons for being at the negotiation table and helps guide the conversation once the
interaction begins. Refer to the EIN Preparation Sheet for more detail.

Start by asking two fundamental questions of yourself and your counterparties:

Me 
(i) What do I want?       
(ii) What do I need?

Train yourself to go beyond what you or your counterpart may want and learn to
focus on the needs. In negotiating terms, this is sometimes referred to as the PBP, or
the Problem Behind the Problem.

A better understanding of what we truly need or want can help us remain open to
other solutions. It also helps us ensure that the negotiation is headed towards an
outcome that really meets our needs. In the case of the salary, the importance of a
salary package becomes key in order to allow both your desires and those of the
company to be satisfied.

Counterparty 
(i) What do they want? 
(ii) What do they need?

 



Asking good questions is a true negotiation superpower.
(In Level 2, we have an entire section on questions!) A
good question can cut straight to the heart of a
negotiation and uncover the vital pieces of information
necessary for constructing a successful deal.

As we saw in Step 2, it’s important to understand what is
driving our counterparts. Having already made a list of
hypotheses, we now turn our attention to uncovering our
counterpart’s motives, which may remain unknown until
the negotiation begins. Asking the right questions will
take us to the crux of the issue. 

Preparing in advance gives us time and space to think
about questions that will guide your counterpart in
sharing important information. In general, formulate
specific open-ended questions that allow the other party
to share as much as possible while ensuring that you stay
on track towards your objectives. Some good examples of
this are: What brought you to the negotiation table? 
Who else is involved in this decision-making process? 
What does a good outcome look like to you?
Time spent preparing the right questions is time very well
spent.

We must also get ready for anything our counterparts
may ask us. Make a list of all the potential questions that
may be directed at you and prepare your responses to
them. A surprise question coming from nowhere can
easily throw our negotiation off track. (We cover this in
greater detail in level 2 of the course.)

3. QUESTIONS
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When we talk about strategy, it may seem like a scheming plot to trick or deceive the
other, yet everything we do has a strategy, whether we’re aware of it, or not. In
marketing, a well-known phenomenon known as choice architecture demonstrates that
the order in which products are displayed has a direct influence on the customers’
choices. Think about that tin of baked beans in your supermarket. Is it shelved at eye
level, or is it out of sight and just out of reach?

In a negotiation, your presentation also has an effect on the outcome. Decide how you
will introduce your information. Will you use slides, a video, or printed material? In
which order will you present your information? Will you begin with minor agreements
and then tackle the more contentious issues? Or will you present the tougher issues
first and later bring in smaller concessions as incentives or rewards? Will you make the
opening offer, or will you invite your counterpart to do so? These are considerations
that should not be left to chance in a negotiation—they are much too important to
ignore and must all be reviewed in the strategic planning phase.

While no two negotiations are the same, common themes and patterns will often
emerge across a series of negotiations. Spending time looking into or reviewing similar
past circumstances can give you some clues as to how to effectively proceed with your
current negotiation. Are there strategies or creative compromises used in similar
situations that could be effective here too?(This approach exists in many different
arenas— law and science, for example—where the work or outcomes of similar cases are
cited as reference points and relied upon to aid the process of a particular case in point.)

Beyond strategic ideas and a deal-making plan of action, taking time to identify relevant
reference data on negotiation outcomes can also be tremendously advantageous when
heading into a discussion. This will leave you ready to make a first move backed by solid,
justifiable data points. You will also be able to respond confidently if your counterpart
makes an offer first.

Don’t be caught off guard without any sense of where this deal should start, so do your
research on comparable data points that can inform early positioning.

4. STRATEGY PLANNING
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All negotiations should be based on the hypothesis that working creatively together will
get us what we cannot get for ourselves and help us reach outcomes that are beyond
our control. However, even after much time invested in a negotiation, this hypothesis
may sometimes prove to be faulty. 

A strong negotiator is able to know when not to negotiate, as well as how to negotiate.
"Strength" in a negotiation is predicated on having a good understanding of your set of
alternatives to the current situation, which involves actively working to grow and
improve your suite of alternatives prior to the negotiation. Your suite of alternatives is a
set of carefully evaluated, viable choices you could make if this particular deal were to
not go through as planned. 

Top chess players rarely play the first move they see, even if that move seems to be a
great one. They use their allocated playing time to come up with a number of possible
moves before making their final decision. In most cases, the best move in that context
was not the first one they had considered. The same possibilities apply in a negotiation.
Research your own suite of alternatives and, from these, select the best one as your
“walk-away” option. This means that any deal you negotiate must be better than the
best alternative you have chosen for yourself. This option is often called a BATNA, or a
Best Alternative to a Negotiated Agreement. 

By having a good handle on your suite of alternatives, you should never feel under
pressure in a negotiation, which effectively follows Principle 5: Never become overly
attached to a specific outcome. A good starting point is to ask yourself, “If this current
option did not exist, how else could I solve this problem?”

Know that this can be one of the most difficult concepts to put into action in a
negotiation. It requires expert communication skills in delivering your position of
strength without creating an impression of a “take it or leave it” ultimatum. 

The suite of alternatives is not a passive set of options; it is a set of carefully thought
out, viable alternatives to the deal currently on the table. The exercise of generating a
suite of alternatives is a creative process that is essential to prepping for any
negotiation. It allows you to enter into any transaction with a calm sense of balance,
hence giving you the focus to create real value or simply walk away if you sense that
the other party is not willing to play ball. 

5. SUITE OF ALTERNATIVES
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Even after thorough preparation, the deal can still fall
apart  on a simple technicality or logistical error. This is
why it is important to prepare the precise details of the
actual negotiation process.

Asking yourself the following questions will help you
“set the scene”.

Have you confirmed the start time and accounted for
any travel? Are you meeting in person, via video call, or
over the phone? If in person, are you meeting at your
space, their space, or a neutral location? Who will be
attending? Who sets the agenda? What is the dress
code? 

Ironing these details out prior to the conversation helps
reduce the number of unknowns and demonstrates you
are well-prepared and professional. There is no second
chance to make a first impression, and by confirming all
the logistics beforehand, you will be able to kick your
negotiation off on the right foot.

Furthermore, this will give you the capacity to think
about any possible power dynamics already at play, such
as whose office you are meeting at, or whose schedule
are you working around. Make contingency plans to
ensure you are not put in a difficult situation if the
negotiation requires more time to complete.

It is always helpful to prepare with other people, even if
they will not be present in the final negotiation. Having
a high level of accountability ensures that step 1 of the
negotiation timeline is complete and that you will be
ready to move on to step 2.

6. NEGOTIATION LOGISTICS
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Important note about preparation: 

In many cases, we hear that people have prepared for the negotiation but
didn't get a chance to test many of the hypotheses or ask any of the
questions they had planned. This is a common phenomenon and should not
cause frustration. The work done during the preparation phase is what
allows you to show up at the negotiation feeling less anxious and better able
to focus on the subtleties of the deal. Although this sense of readiness and
calm cannot be measured, it can be perceived by your counterpart and has
an undeniably positive influence on the outcome of the negotiation.

Important note about being over-prepared: 

The Emotionally Intelligent approach highlights the dangers of being over-
prepared for one specific outcome: this can increase tunnel vision and
inhibit us from spotting opportunities for mutual gain in real-time. Imagine
you have prepared to negotiate the rental price for a 1000m shop or office
space. You have done all of your homework and know exactly what you will
offer and what you will request from your counterpart. Now, they show up
proposing a completely new building that has infinitely more potential than
the one you had prepared for—what do you do? Some expert negotiators
use the fact that their counterparts have over-prepared for one outcome to
introduce new options or elements in an attempt to wrong-foot them. 
As a rule, never be so prepared to negotiate for one outcome that you
either cannot walk away or recognise an even better deal.

TIP: To help you structure your preparation phase, refer to our negotiation
prep sheet:



Chairs are 2 meters or
6 ft away from each other.

Chairs are 2 meters or
6 ft away from each other.

Negotiation Prep Sheet
Take a deep breath....     How's your emotional state? - Remind yourself of the 7 principles 

 Negotiation Timeline
Preparation and homework
Build Rapport and connection
Explore the negotiation landscape
Identify what is most important to your counterpart
Create a deal where they have buy-in
Mutually define success milestones
Offer your counterpart a way out
Review the negotiation process

1.
2.
3.
4.
5.
6.
7.
8.

Situation Analysis

What do we know so far? What are the facts?
What issues are we trying to solve? Who are the allies/blockers/neutral players?

What do I want? What might they want?
Your underlying objectives Hypotheses of their motivations

Key Questions
What can we ask them? HTQ, Why+, Hour Glass What could they ask us?

Key Questions

 

Strategy Planning - How will I present my information?



Negotiation Prep Sheet

 

Suite of Alternatives

Notes during the negotiation

Final notes on the negotiation:
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Your suite of alternatives is a set of carefully evaluated, viable choices you could make if this particular deal were to
not go through as planned. 

What are MY action items? What are THEIR action items?



ADDITIONAL PREPARATION NOTES

U S E  T H I S  S P A C E  F O R  A D D I T I O N A L  N O T E S  A N D  I D E A S
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