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No last minute goodwill concessions!Put in writing as soon as possible
Avoid comments likely to inflameAgree action arising
Do not cheat in any written summaryAgree on the summary!
Guard against EuphoriaSummarise what has been agreedAgreeing

Threats/sanctionsSummary close
Final, Final, Final offers!Beware of goodwill items
Knowing when to stop bargainingTrial closeClosing

Goodwill concessionsRespond to positive signals 
Not linking movement Knowing what you want in return
Giving ‘owt for nowt’Everything is conditionalBargaining

Don’t agree to issues piecemeal
Undervaluing variablesWho gets how much of what? when?
Not enough variables to tradeValue in the other parties terms
Inflaming their inhibitionsAddress inhibitionsPackaging

If rejected do not offer immediate
alternative

Hiding proposal by talking too muchState what’s acceptable and what’s not
Unrealistic offerInvite a response
Weak language: ‘Is that all right?’Open realistically, move modestly
Only stating a complaint or grievancePropose solutions Proposing

Rewarding intransigenceRespond and reciprocate
IgnoringListen more and talk lessSignalling

Not summarising key points Summarise neutrally
Using emotive languageTest your assumptions
Point scoring, arguingState your position clearly
Interrupting, not listeningBe constructive
Asking ‘closed’ questionsExchange informationDiscussion

Undefined team tasks
No clear strategyMust get, like to get, intend to get
Withholding useful informationWho does what
Set objectives are too generalHow to play your hand
Badly defined break pointAsking for information
Not checking your assumptionsSetting realistic objectives 
Failure to prioritise for your objectives Planning is two thirds of successPreparing

Avoid these common mistakesImplement these techniquesStep


