Contents at a Glance

FOFQUIOV .......eeeeeeeeeeeaeeneenaeeneensensenneensensenneancensennenneansiX
JHEPOAUCTION ...aeeeeeeeeeeeeeeeeeeeeennnaaeeeennnaseessannsaeeeennnsanees ]

Part I: Preparing to Negotiate ..............coeieeeeaceneaaneeac ¥

Chapter 1: Negotiating for Life.........cocoviririiiiiiei e 9
Chapter 2: Knowing What You Want and Preparing to Get It ........ccoceevvvvrereeeennnnen. 21
Chapter 3: Mapping the OppoOSition........ccceeieviiiiiiiiinieniicieseteeee e 41
Chapter 4: Knowing the MarketplacCe ...........ccocviciiiniienieniieniiecieseeseeeeeeie e 53
Chapter 5: Setting GOALS ........ccceoueiiriririeieeeer ettt et eas 63
Chapter 6: Setting and Enforcing LIMitS........ccccccooiririrnienienineeececeeeeeeeeeeeene 73
Part I1: Getting Your Point Across..........cccceeeeeeacencaceaec 87
Chapter 7: Listening — Really, Truly Listening ........ccccoccevvieniiniininnennenienieneeneenne 89
Chapter 8: Asking the Right QUESHIONS.......ccceeviiiiieiiiiiiciececeeeeee e 103
Chapter 9: Listening to Body Language.............cccoeveviririeiienienieneneeeeeeeeseesee e 119
Chapter 10: Tuning In to Your Inner VOICE .........ccccuveeiiiiiieciiieieeceeeeeeee e 141
Chapter 11: Being Crystal Clear: Telling It Like It IS.......c.cccceoerenininnniiiinencnenne 151
Part I11: Getting Past the Glitches to Close It Up......... 173
Chapter 12: Pushing the Pause Button to Turn Off the Hot Buttons....................... 175
Chapter 13: Dealing with Difficult People and Situations...........ccecoeveevieiienenenenenne 195
Chapter 14: Closing the Deal and Feeling Good About It ..........cccceeeieciiiciiecieerennn, 209
Chapter 15: When the Deal Just Won't Seem to ClOS€.........ccceevuvevueecrieciiecieeieerennen, 235

Part 1U: Conducting Cross-Cultural
and Complex Negotiations ..............ueeecccccneeacccacnneeae 255

Chapter 16: International Negotiating ..........ccccceeieviievieeieciiiiieceeceee e 257
Chapter 17: Negotiating with the Opposite SeX........ccccovverviiniiniiniinininerieee 277
Chapter 18: Complex Negotiations..........cccceevieeviiriiiniienieniereeneeieesie et seeseeeseeens 293
Chapter 19: Blind Negotiating: Telephone and Internet ............ccoocevveevienienenenenenne 313
Part U: The Part of Tens .......uuuuueeeeeeeeeeeeeeeecceccccaaaaaaaaa 327
Chapter 20: Ten Personality Traits of Top Negotiators.........ccccceeveeveeviiecieecreeeennnens 329
Chapter 21: Ten Key Negotiations of Your Life.........ccccecerviiniiniinenniinninenienienne 335

JNACK ....eeeeaeeeeeaeeaeeeeaeaaaeneeneeaaanneeseasanneeesasanneeeeee 309






Table of Contents

FOPCWOFA. ........eeeeeeeeeeeeeeaeneeasensencencnneaseasencancaneasennencaXiX

JOEPOAUCEION «...aeeeeeeeeeaaaaeeeeeeeeennnaaaeeeeeeeennnnnnaseeseeeeennnnnna ]

Who Needs to Read This BOOK? ......cccccceviiniiniiiiiiiniecieseenteseeeeie e 1
Foolish ASSUMPLIONS ......cccuviiiiiiiicecceeceee e e 2
ADbout This BOOK.......cooiiiiiiiiiiiiieeetectt ettt 2
How This Book Is Organized...........ccccooueverinininieieieeeeeeeeeeee e 3
Part I: Preparing to Negotiate .........cccoocueviiieniiiniiinieeieeeeeeeeeee 3
Part II: Getting Your Point ACIross........cccceeveevieeciiesieniienienieneeseeieee 4
Part III: Getting Past the Glitches to Close It Up.......ccccceevvervenueenennen. 4
Part IV: Conducting Cross-Cultural and Complex Negotiations........ 5
Part V: The Part of TENS.......c.cccveeievieririeeeeeeeeeseeeee e 5
Icons Used in This BOOK.....c.cccociriiriiiniiiiiieeeceeeeteeeee e 5
Where to GO from Here..........cooiviiiiiiiiieieee e 6

Part I: Preparing to Negotiate..............cccoueecereeeeveeeiceeean 7

Chapter 1: Negotiating forLife ................... ... ... ... ... 9
When Am I Negotiating? ........ccceeeiiiiieieiieceeceee e 10
The Six Basic Skills of Negotiating ..........ccccecevivinininieneneneneeeeeeeeeeneen 10

PYEPATE......ooiiieee e 11
Set goals and lMItS .......cceceevieeiiiriiiniirieeeecee e 13
LISEEIM.cutiiteeieeieeteetee ettt sttt sttt aeeaesnte e 13
B ClEAT ..ot 14
Push the pause button..........cccoccveeiiieiice e, 17
Closing the deal ........cocovieriiririeieeeeee e 17
Handling All Sorts of Negotiations..........ccccceevueeiieiienieneeciceeeeeeeie e 18
When negotiations get complicated ..........ccoccevviiiniiiiniiiiniiiinieenen. 18
International negotiations .........c.ccoevuevvienirieniiiniiereeececeeeee e 19
Negotiations between men and wWomen ...........ccoeceeevereeneeniersiennnenne 19
Negotiation on the phone and via the Internet ................c.cc.oc....... 20

Chapter 2: Knowing What You Want and Preparing to Getlt ....... 21

Creating YOUY VISION .......ccvieuieiiiiiieiiciecteeeeeee sttt 22
Envisioning your future ............cocoocevieiiereneneneeeeeese e 23
Making a COMMItMENt .......cccceiieiieiiieiieeieeie ettt ae e 26
[dentifying your ValUES ..........cccceeviriinienieiecieeieceeeeese e sie e 28

Deciding How You Are Going to Achieve Your Vision ..........ccccocceerenncenee. 29
The three-year plan........cccccoveeveriinieniiniieceeeeeeeeee e 29

Putting your plan into action..........cccceceevciieeciiiecii e, 31



Negotiating For Dummies, 2nd Edition

Preparing Yourself for Negotiation ..........cccccecevvieniiiniininninninienecieneee, 32
PN £ (o) Q2N 1< SO SSPR R 33
Dressing fOr SUCCESS ......iivuiiiiiiieriieiecieeeeie ettt saeesaeeae e 33
Walking through the door ..........ccoovieeiiiiiniic e, 35
Leaving enough time..........cccceeviivviiniiniiiniiienieceeeseeeeeee e 36

Defining YOUT SPACE .....ccueiiiriiiiiiiieiteteitetee ettt ettt 37
Negotiating on your home turf ............ccccceveriiniiiniiniinienieeeeeeee 37
Seating with PUrPOSEe ........cceiviiviiiiniicrccecececene 38
Planning the environment far in advance ..........c..cccceccevenenencenenen. 39

Chapter 3: Mapping the Opposition ....................... ... Y

Identifying the Person Conducting the Negotiation ...........ccccoocererencnee. 42

Filling Out the Information Checklist...........cccceeviiriiirviniieniiieeeeeeieeee, 44

Determining the Negotiator’s Level of Authority..........ccccevvrviervienciennnne. 47

Finding the Negotiator’s Key Client .........cccccoecevviiriiiniienienennenienenieneee, 49
AImiINg t0 PlEASE ...c..oovuiiiiiiiiieetee s 49
MakKing it PErsonal.........ccccevieiririeieieereeeee et 49

Focusing on the Negotiator’s Interests.........ccceceeeiervieneeneecieecieecieeieceee, 51
Recognizing faults that can trip you up.......cccecevvieeiereeneeneccieeienns 51
Preparing is essential, even if it’s someone you know .................... 52

Chapter 4: Knowing the Marketplace ........................... 53

Gathering Information: The One with the Most Knowledge Wins............ 53
Browsing the Internet ...........ccoceveieeiecienineceeeeeeee e 54
Visiting the lIDTarY .....cocvecieieririceeeeeeeeee e 54
Shopping the competition...........cocceeieierinirerieeeeee e 55
ASKING QUESTIONS .....eeviiiiiiieicie et 55
Reading insider reports ..........ccoceeeiiiniiiniieneeeeccteeeeee e 56
Consulting Consumer RePOItS.........ccccevvirieriienienieneereeeeieeiesiene 56

Playing Detective and Evaluating Info.........ccccceceviinviiniininninninienienee, 57
Solving the mystery of value.........c.cccoceeviriiniiniiniiniieeeceeeeee 58
Recognizing agendas: The source shades the results..................... 59
Staying informed..........ccooveveeiiiiiiiiecieceeee e 59

Preparing from the General to the Specific ........ccccocvevveviecieciieieiee, 60
THIMIE ettt et 60
QUALIEY ettt sttt ettt s ane e 60
QUANTIEY coveeeeeieeteee ettt ettt st 61
CRAIEZES ..ottt et ve et e et e ae e be e e e baebeeaseenseens 61
RISK .ttt ettt 62
Strategic relationsShip........ccccceevieiiiiiniiciceeeeeee e 62

Chapter 5: SettingGoals ...t 63

Setting @ GOOd GOAl.........cocuieiiiiieiieiereeeereete ettt sae b s ees 64
Getting active participation from every team member.................... 65
Keeping the goals 0n COUrSe.........cocoviiniiriiniiiniieniienieneeeeeee e 66

Setting the right number of goals.........ccccocerviinviiniiniiniiee 67



Table of Contents

Setting specific rather than general goals..........ccccceceevienirnennennnnns 67
Setting challenging yet attainable goals...........cccccceevverierieneecreennns 68
Prioritizing your g0als .........ccccceeiiiiinieniiesiecieeieeee e 69
Separating Long-Range Goals from Short-Range Goals..........c.ccccecvenneeee. 69
Setting the Opening Offer...........cocevieviiniiniiniceeee e 70
Breaking the Stone Tablet .........ccocoviiiiiniiiriecee e 71
Chapter 6: Setting and Enforcing Limits ......................... 13
What It Means to Set LImits .......ccccovereriniienienenininenereeceenenceeceeee 74
Setting Limits in Three Easy Steps.......ccccvvevvervieniinienieieeeeeeeeeeseee 75
Know that you have other choices .........ccccocerviniiniiniiniiniienee 75
Know what the other choices are ..........ccccociniiniiniiiiiinens 76
KNOW YOUT “OF €ISE” ......oooueiiieiieiieiecieeieete ettt ae e 77
Enforcing Your LIMits .......cccocvvviiriiiniiniiiietciccccesteeeeee e 78
Write down your lmits ........ccccecevviinieniieniiiiiicceieeie e 78
Establish your resistance point...........ccoceverviirvieniienieneeneeneeseniene 78

Tell your team the lmits........cccoecereieiieiienirereeeeeeee e 79
Never paint yourself into a COrner..........ccceevvecieecieeeeneenieeeieeienns 80
Practicing Negotiating toward a Limit.........ccccceeeeviinvinieniennieiieieeieeee, 80
How to Tell the Other Party When You're the One Walking Away........... 81
The Consequences of Not Setting Limits ........c.cccocevvieniinenninninnenieneenne, 84
Re-examining Your LImits .........cccoceviriiriienienienerceccceceeeee e 85
Sometimes, the Best Deal in Town Is No Deal at All ............cc.ccccvveeunennee. 85

Part II: Getting Your Point Across............cceceeeeaceeeaanan 87

Chapter 7: Listening — Really, Truly Listening ................... 89
Two Quick and Easy Starter Tips to Better Listening ..........cccccecuevveneenne. 90

Six Barriers to Being a Good Listener..........cccccocceevenieniininninnennienieneene 91

The defense mechaniSm........c.ccocceoiiriiniiiiniiniinceeeeeeee 91

Weak self-confidence (the butterflies).........ccccceeeeveevienciincienieneenen. 93

The eNergy drag......cccccecieriierieeiieeieeieeieseese et sreestesee s e e e esaeesaeeseens 94

HAbit ..ot aas 95

The preconCePion.........ccciieciiiiiece e 96

Not expecting value in others..........ccocovirviniiniiiniiniiiceeeeee 97

Becoming a GOOd LIStENET ........ccooevuieirieieieiereeieetete e 97
Clear away the CIUtter........cccooiviiiiiiiiie e 97

TaKE NOTES ...ttt st 99

ASK QUESTIONS ....c.eiieieiiiiieieeeceee ettt st s 100

CoUunt tO thIe.....cocuieiiieieteeee e 100

Wake yourself UP ......cccooieviiviriiiiiirieteteeeeeeeteeeee et 101

Listening Your Way up the Corporate Ladder...........ccoeovvireerviecienennenen. 101
Chapter 8: Asking the Right Questions ......................... 103
Tickle It Out: The Art of Coaxing Out Information...........cccecevvervenvnnennen. 103
Battling the jargomn..........ccceeviiecieeiisieceeeeeee e 105

Clarifying relativity.......cccoceevienieniiniceciecceeeeeeee e 105

xi



X'ii Negotiating For Dummies, 2nd Edition

Asking Good Questions: A Real Power Tool ........c.cccocveviiviinennenncnnenen. 107
Avoid intimidation...........ccecevierirerieieeeeee e 109
P01 a (o) o 5 A (<) | TR 110
Avoid leading qUESHIONS ......ccccccvieiieieriecieeeeeeee e 111
Don’t assume anything ........cccecceecierieniieneeneniinieereseeneese e 112
Ask open-ended qUESHIONS ........cc.eeeevieviiieciieeeeceeeeeeee e 113
ASK QZAIN....coiiiiiieeiett et 114
Use your asks WiSely ........cccocueeeiiiriiiieiieeieeceeeeeeee e 115
Accept N0 SUDSHItULES .....cccveeiieiiciecieceeeeeeeeee e 116
Dealing with Unacceptable Responses...........cccocceeviiiniieensiieniienieennieenns 116
Don’t tolerate the dOdge ........ccoecvevienieniiciieiieeeeeeeeeeee e, 116
Don’t accept an assertion for the answer ...........cccccoeeeveeevieennenneen. 117
Don’t allow t00 Many ProNOUNS ..........cceceevverrierrienieneeneenreeseeeeesaees 117
Look for Evidence of LiStening..........ccccecvevirerirnierieneneneececeeeeese e 118
Chapter 9: Listening to Body Language ......................... 119
Everybody’s Bilingual..........cccoceeirieiiinieieieecceeeee e 120
It’s written all over your face..........ccecveeeeeieeciiecieecieeeeceeseeee e, 120
Silent signals from the rest of the body........cccccoevvvevciiniininnennennen. 120
Remember to listen .......ccccocevirieiiinieniniicceeeeeeeese e 121
What Our Bodies Can Say .........cccecueevierienienienieiieniesieneeseesieesieessesaeenees 122
Matching your body language with your words...........cccceevueeueenee. 123
Reading someone else’s body language............ccecveevereenieneeenennen. 124
Interpreting conflicting messages ........cccecveeeieevieevieceeneenieseeeeene, 124
Emphasizing with body language............cccceeivvirvienciineenieneeienen, 126
Using Your Knowledge of Body Language in Your Next Negotiation.....127
Knowing where to stand........ccccoccovieniininniiniiinniinieccececeeeeen 128
Making the first contact........ccccoeeeveriiniiniiniiiee, 129
Showing that you’re receptive (and knowing
if your counterpart iSn't) .......cccceeeeveerieeciieieeeeeee e 129
Seeing a change of heart.........cccocoviinieniiiicceee, 132
Ferreting out boredom............cccocvevieniieieeeieieeceseeeeeeeese e 135
Wearing your confidence on your sleeve...........ccocceeeeerienieneennnnns 135
Closing the deal .........ccocoviiiiiiiiniieeee e 136
Don’t Believe Everything You See.........cccocoviviiiiiinenenieeeeeeeeee 137
Different strokes for different folks .........c.ccccovenininninieieninnen. 138
Consider the context .........coceevieviiiininineeeeee e 138
Prepare for the bIuff...........cccoociiiiiniiniieee, 138
Chapter 10: Tuning In to Your InnerVoice ....................... M
The Origins of Your Inner VOICE .........ccocveviervieniiiniinieneeneeieeieeeeeeesene 142
The conscious and subconscious mind.........c.cceeceevceeneeneenennuennee. 142
Left brain vs. right brain..........ccoccovonviniiinieeee, 144
Processing information for decision making .........c..ccecceveevennennee. 144
Bringing Out Your Inner VOICe..........cccceevieriieiiieiieciecieceeeeieee e 145
Quieting your mMind .........cccoevvevierienienieeieeie e 145

BrainStorming .........ccocevieviienieerieniiesieneeseee ettt 146



Table of Contents

Heeding Special MESSAgES .......c.coverierieiiiiiiieienientestesieeseeie et 148
Shady CharaCters........cooiecuieeieeciecieceeceeee e 148
Questionable deals............covevveeiiieeieeieececeeeeeee e 150
Pre-bDUYer’s YEIMOISE .......cccveevieeiirieeeieeienieeie e teeae et seeeseeeseeeeeeneas 150

Chapter 11: Being Crystal Clear: Telling It Like Itls .............. 151

What Being Clear MEANS ..........coceeveeeeiieriinieereeeeeeeete st eveeee e sae e eve e 151

Organizing Your Thoughts for Clarity .........ccccceeeveverininceniecieieseceeene 152
P.R.E.P. for a presentation............c.ccccoeveviieviieciieciecieceeceeceeeie e 152
Outling your POINtS ......ccceeeeirieieiereseeeeeeteeee et eeees 153
Tell ’em once, tell ’em twice, tell ’em again..........ccccceevervecueennnee. 153

Tips for Being Clear ..........ccoviiiriieieieeeeee e 154
Know your purpose or goals........c.cceeieeriieiieiniienieenieenieeeeee e 155
Cut the mumMbOJUMDO.......cccoeieieieiieeeeeeeee e 155
Keep your cOmmitments .........cccecuevienienennieniiniienienceneeseese e 156
W It AOWTL. ettt 156
Try being a journalist..........ccceceerierierininceeeee e 157

Steering Others to Clarity .......ccocceveiiiiieiininieeeeee e 159
Tangent PEOPLE .....c.ccvevieiieeeeeeeeeee et 159
INEEITUPLEYS ...ttt esae st re s ss e s et e sreereas 159
Unprepared PEOPIE ........ccveeiieeiieeeeeeeete e 160
TOO busy t0 De Clear ........ccoveviiiiiniiieeceeeeeceeee e 160

Capturing an AUAIENCE ..........cccueecieeciieieeieeieceeeee ettt e aeeaesaeeas 161

When You Have t0 Say NO.......cociecieeiiiiesieeeieee ettt 162

Barriers tO Clarity ......cccceceeciieiiieieciececeeeee et 163
Fear of reJeCtion........cccoviiiiiiieeiicieceeeeeceee e 163
Fear of hurting someone €else ...........ccccoocerviiriinniiniieniieneeneeneeeee, 164
General distractions..........cooceevieriirnerieniieneeteeeee e 164

The High Cost of Not Being Clear...........cccccovevinieincienieieneneeceeeeeiens 165
The highest cost of all ........cceecieiiiiiiiiieceeeeee e, 165
Deals that diSAPPEAT .......cceevveeieriiriieieneeie et 166
The prices you pay without even knowing..........cccecceeveevvenieenennen. 167
Worst case: The deal CloSes.........cccceeveeieienenenenineniccereneene 167

Phrases You Should Never Use during a Negotiation...........c.cccecevuenne. 168
“TIUSE INE” ..ttt ettt 168
“I'm going to be honest with you”.........ccccccoevieiieiiiienieieeeeee, 168
“Take it OF 1€aVEe 17 ....cceiiriieieieieeee et 169
“You’ll never work in this town again”..........cccecceevvveiininnennenniennen. 169
A slur of any Kind........ccoocveviiviniiiiiiienieceeeees e 170

How to Really Garble Communication ........c..cceccevvevienienensensensienieneene 171
RaISE YOUT VOICE ...ttt 171
Leave out details ........cocevverneriiniinienieeeeeeeeeee e 171
Don’t check to see if you were understood ...........cccoeverveueennnen. 171
Walk away and talk at the same time............ccceeeevierveniincienciennnns 172
Assume that everyone understands you ........ccccecceeveervvenieneenennns 172

Don’t permit any objections or questions .........ccccceceeveereinieneennee. 172

Xi



xi(/ Negotiating For Dummies, 2nd Edition

Part I1I: Getting Past the Glitches to Close It Up .........173

Chapter 12: Pushing the Pause Button

to Turn Offthe HotButtons .......................cciiiininn, 175
Defining the Pause BUttOn..........ccccecvieviieiiiienieecccece e 176
Telling the Other Person That You Need a Pause..........cccccccvevvveieerennne 178

Checking with the boss: A classic that needs a little prep ........... 178
Taking notes now for pauses later ..........cccevevvervienceenennennenniennee. 179
Coming up with a few pause buttons............ccceceevevievieneesieenennen. 179
Knowing When to Pause..........ccooiiviiiiiiiniiiteeceeeeee e 180
Pausing before a concession...........ccoeveeeeciieciiecieecieeeeeeceee e, 181
Pausing UNAer PreSSUYE.........ccciviirierienieeieeieeieereeeesee e esaeesaeennas 182
If You're Not the Only One to Pause ........cccccocevevervienienienensienieeieeienens 182
Dealing with Your Hot Buttons and Other Emotional Responses.......... 184
Identifying your hot buttons.........cccceeceeveeviniiniinienieeeee, 185
Pushing the pause button on anger ............coccoveevenvininnenncnnennee. 185
Expressing enthusiasm........ccceceevivienienieciiccececeee e 187
Employing a positive attitude..........cccevveeeiiiinniniiiciinieeeeeeee, 188
Acting aSSErtiVelY.....ccceviiviiiiiiiiieeieetereeeee e 189
Dealing with discouragement ...........ccccooceeviiriinnieniieniienieneeneeeee, 190
Handling Stressful Situations..........cccceeveverirircieciecerereceeeeeeee e 192
At WAR with yourself ..........cccooiviniiiniieeeeeeeeee e 193
Stop, look, and listen . . . before you have a meltdown.................. 193

Chapter 13: Dealing with Difficult People and Situations ......... 195

OffiCE PESTS ..ottt ettt 195
Responding to offensive behavior ...........cccoccvvvervienviiniinieneeienen, 195
Handling the passive-aggressive coO-worker..........ccoccovcvervenuennennen. 198
Staying in control during a meeting............ccccevuerviercienenneenenneennne. 200

Personality Types That Block Closing..........cccceccveeeiieiiiieeciieecieeieeieees 202
THE DULLY ..ottt 203
The SCIEAMET ....c..oouiiiiiiiieee ettt 204
The star or the DOSS......cccooeiiriiiiiieieeeee e 206
The biased DUYET ........cocivviiirieriieiiiienteseceee et 207

Chapter 14: Closing the Deal and Feeling Good Aboutlt .......... 209

Good Deals, Bad Deals, and Win-Win Negotiating...........ccccccoevvervvercvennnnne 210
Assessing the deal........ccccooeeviriiiiiiiiiniee e 211
Creating win-win dealsS...........ccceeeueevieevieeciieiicieeeeceeeee e 213

Concessions vs. CONAItiONS ........ccccecvevieririnenieeieeeee e 216

What It Means to Close a Deal..........ccocevininininiiinieneeeeeeeeeee 218

Understanding the Letter of the Law........cccoceeviiiiinieniinieiieceeieeeee 219
Legal definition of a closed deal...........ccccecevviirviirienciiniiieeeeee, 219
Offers and counteroffers ..........coveveeverviiniiiniinieniceceeeeeeeeen 220
Written versus oral CONtracts........cooceeceeveeveenennenieniienieneeseeeene 220
Legal protection before the contract.........cccoocevevieincenecenennnen. 221

Recognizing When to ClOSE .........cocvevieiiieniieiecieciecteeeeeie e 221



Table of Contents

Knowing HOW t0 ClOSE........cccoviiriiriiiiiieiecieeeecteteeeeee e 222
The G00d CIOSET ......oovieiieieetececectee e 223
The only three closing strategies you’ll ever need........................ 224
Using linkage to ClOSE ........cocueeiiriiiiieieeciececee et 224
Barriers t0 ClOSING .......cccceviiiiiriiiierieteeeeee ettt 226
OVErcOMING fEAIS ...cceeviiriieriieiieieeeeee ettt 226
Overcoming Objections.........cccceevervieriieniiiniienienteeceeeee e 228
Closing When It’s All in the Family........cccccooveniniininiiiiieeee, 231
When the Deal IS DONE .........ccooiriiiiiiiieieeeeee ettt 232
Review the ProCeSS ......ccccieieeiieiieieeeeeeee et 232
Set up systems for checking the system..........cccccceevveriinennennnnnen. 233
Remember to celebrate! ...........cccccoevininiininiinecceene 234
Chapter 15: When the Deal Just Won't Seem to Close ............. 235
Overcoming the GlEChes.........cccveieievierieieeeeee e 235
Dirty Tricks That Torment .........cccoeceviiniininiiniinieeeeeeeeeeeeeeee 236
A constant change of POSItION ........cccoecvevieiieriinirieeeeeeeee 236
G0oOd COP, DA COP ...eeniiiiiiiieieeeee e 237
The invisible Partner .........ccccoceevieeienieneeeeeeeeee e 238
The double MESSAZE ......cccvevveriiriirierieeeeee et 240
Nickel and diming........cccceeeevieriieniienienieneeeeeeereee e 240
“Let’s split the difference and be done” ..........c.cccceeeiveecieeceeenene 242
The hidden agenda...........cceeceecieeiiiieeieceeeee e 242
Addressing Red Flags That Come Up When It’s Time to Close............... 244

“If you accept this price, I'll have a lot more work
for you in the future”..........cocoovievienieciniineceeeeee e, 244

“We’re in such a rush, why don’t we start

without @ contract?”.......cccoceoiveriinincncreceeeeeeee 245
“We're such good friends, let’s get started right away” ................ 245
Dealing with a Bad Negotiating Environment...........c.ccccccoeevieiieiieenennnnn. 246
Managing Conflict When the Deal Won'’t Close...........cccceevvveiirciiecienvennnnne 248
The Ultimate Glitch: Someone Walks AWay ..........cccecvevveneenienniensiencvennens 249
If the other party walks away .......ccccoeceeveevieriiniieniienieneeeeeeieeen 250
If the other party comes crawling back.........ccoccevvieniininninnenneennee. 250
If one of your competitors walks away.........cccceeceverircerniesienenenene 251
If you're the one walking away .........cccceeeeeieeciieiieccieeienieseeseeeieenes 252
Starting All OVer AGaiN .........ceceeveeeeeerieienieeeeeeteee et a e sve e 253

Part IU: Conducting Cross-Cultural
and Complex Negotiations.............cceeeeeecccciiiiiaiaaaacaceea 255

Chapter 16: International Negotiating .......................... 257
Understanding “Culture” Before You Negotiate Across the Globe......... 258
Respecting cultural differences........c..ccoceeevvirvienviiniinienienenienne, 258

Speaking like a native when you aren’t ..........cocceeveeviiniininnenniennee. 259

Directing your research to the right culture,
subculture, or individual ............coovvviiiiiiiiiiiiiie e 262

xv



X(/i Negotiating For Dummies, 2nd Edition

Preparing for a Negotiating Session with Someone

from Another CUltUTe..........cocoeieierieieeee e 262
Deciding whom t0 INVIte........ccceecvivienienieriieceeeceeeeeeeee e 263
Hiring an interpreter ........oivieiiiienienecceceeeeeeetee e 263
How quick to the Kill? ........cccoeieiiieiieeeeeeeeesee e 265
If a meal is INVOIVEd.......cccooeririiiiieiecceeeeeeee e 266

Listening Around the World...........ccccooiiiiiiniiniiniieeeeeeeeee 267
Listening in Bali .......ccooiviiinieieeeeee e 267
Listening in AMETiCA .......ccceevueevieriieriecieseeeeie et 268
Listening in JApan.........cccoceevieevieriiiniecieseeeee e 268

Speaking to FOreigners .........cccocivvierieniiiienieeicciecie et 268

Observing Body Language ..........cccocevvierienieniienienieneeneesiesiesiessessesinens 270

Overcoming Unique Issues in International Negotiations ...................... 271
Choice Of 1angUAZE .........ccverrieiiieiieeeeeee e 272
Currency fluctuations .........c.cocevererinenieieeeeeeeee e 272
Time differences ... 273

Closing Around the World...........ccecerviiniieniieniiinieneeeeeeeeeee e 274
GOOd OF U.S. Of A. ettt 274
Middle East......ccoiviiiriniiinenicineecneeteeee et 275
JAPAI c.ce e 275

Chapter 17: Negotiating with the Opposite Sex .................. 2117

Conversing Between the Sexes.........coccovivirieieiinenereeeeeeeeee e 277
Bridging the ap ......cccooieiieiececeeeeeteee e 278
TipS fOr WOIMEN....c.ueiiiiiiiiieieciecte ettt 278
TIPS fOr MEN ...ciiiiiiiiiieeceeeeeee e 279

Four Strategies for Women Who Want Men to Hear Them..................... 280
Strategy 1: Avoid apoOlOGies.......ccccoeierieneiiiiriiinierieieeeeeeeeen 281
Strategy 2: Be Bri€f.......c.ocoveiieiieiicieeeeeeeeeeeee e 282
Strategy 3: Be direct; don’t hint.........ccccceeeieiieciiececiecieceeeeeee, 283
Strategy 4: Avoid emotional displays........c.cccceevervierceenieneeneeniennnn. 284

Four Strategies for Men Who Want Women to Hear Them..................... 285
Strategy 1: Don’t be condescending ...........cccevuervienieneenennenneennne. 286
Strategy 2: Share before deciding.........ccccocevverviervieniieninnennenienee, 286
Strategy 3: Share something personal ..........c.ccccoeeveevenieneeneeenennen. 287
Strategy 4: Avoid emotional displays........cccccceevueevierveenienienieeiennn. 288

Negotiating with Your Spouse, Your Boss,

or Your Most Important CuStomer ...........ccceecverieneeneenieniienienieneeneens 290
How negotiations within long-term relationships are different ...290
Tips for negotiating in long-term relationships........ccccccccceenennee. 291
Special preparations ..........cccceceeieeiesieneeciecce e 292

Chapter 18: Complex Negotiations ............................. 293
The Elements of a Complex Negotiation.........c.ccccueveveeieceeciiesieecieeieennn, 294
Handling the media .........cccoeoveevieeiinieeieeeeeeeeeeceeee e 294
Controlling your €mMOtiONS .........cceeeevieeiieecienienieseereeseese e eae e 298

TaKING @ VOTE ..ottt 298



Table of Contents X(/ii

Dealing with multiple parties at the table..........ccccocevinninnennnnee. 300
Wading through multiple iSSUES ..........cecvevieriireniniereeeeeeee 300
Putting Your Skills to Work in Complex Negotiations ..........cccccceeenuennen. 302
SKill #1: PrEPATE ......eevieiieieeieetectectestese ettt 303

Skill #2: Set goals, set lImits ........ccccceevvvevieriniiinnieneeeeeee, 303

SKill #3: LISTEN c..cueieeiieicienereeeeececeeceeeeee et 304

SKill #4: Be CleAT ......cooviiiiiieriieeeecieteeeecececeeeseee e 304

Skill #5: Push the pause button ..........ccoceeeevievinininreeeeeee 305

SKill #6: CLOSING ....cueiuieiiriirieeiieteteeese ettt 306
Building YOUTr T@aM......cccccieiiiriieiecieeeieeteciecie ettt 307
Going Back for More: The Renegotiation ...........cccccevvevercinviinniennienceennne 308
A scheduled renegotiation ...........cccocevierieneeninneniienieeieseeseeeee 309

An unscheduled renegotiation ..........c..ccoceveeninnenienieniieniienceeene 309

A conditionally scheduled renegotiation ........c.cccocceeveriiniininncnns 310

But I like the contract and I think it’s fair ........cccoceevviiiiiinnnnn. 311
Chapter 19: Blind Negotiating: Telephone and Internet ........... 313
Putting in the Call.......c.cooiiiiiie e 314
Getting past the gatekeeper.........ccceceeviieciieciinienieeceeeeeee e, 314
Leaving @ MESSAZE.......c.ceerrerreeeerrerienrenteeeeeeressessessessesseessessessessessens 315
HIttNG “O7 ettt 316
Wording your voice mail greeting .........c..coceevevveriienvennienieeneenenne 316
Assembling the Participants for a Telephone Chat .........cccccecverieiennenne. 317
Gathering in front of the telephonic campfire.........c.cccccecevinennene 317
Conferencing with your own equipment..........ccccceevverierieneenennen. 317
Hiring outside help.......cccocveviieiiniiniiieeceeeeeee e 318
Making the Most of Your Telephone Negotiation..........c.cccocevvivrvieneencnne 318
Crisp beginnings........ccoceviiriiriiniieeeeee et 319
When the meeting Starts ........ocooceeeeeeieenieneneneceeeeeeee e 319
Speaking with authority.......c.cccceeevirieniinieicceeeceeeeee e, 320
Questions to ask on the telephone............ccccccevveeeiinieniineenieeienen, 321
Shaking hands over the phone...........cccoceeivviniiniiniinceeeee, 322
Negotiating via E-Mail.......ccccccovviiiiiniiniiiiiecicciecccecceee e 322

Part U: The Part of Tens ..........ccueeeeeccccaaccnnneeeeaaaaaaaae 327

Chapter 20: Ten Personality Traits of Top Negotiators ............ 329
EMPAtRY c.eviiiiiieieeee ettt 330
RESPECT ...ttt et sttt et b e b as 330
Personal INtegrity........ccoceevieriiiniiiniericececcceee et 331
FAIITIESS oot ettt e e e ana e e eannes 331
PAIEIICE ...ttt e e eeane 332
RESPONSIDIITY ...ecvviiiiiieiieiecieee ettt 332
FIEXIDIIItY .veevieieeieciecteeeeee et ettt et beeae e 333
SENSE Of HUIMOT ....oooiiniiiiiiiiiiicceee et 333
SEIf-DISCIPIINE ...c.vvieiiieeiieceeeeee et ae e v e e aaeeens 333

SEAIMIIA .1eeeeeiieeeeeieee ettt e et e e eetreeeeenreeeeenbeeeeessseeeeessnneesnnnnes 334



X'(/iii Negotiating For Dummies, 2nd Edition

Chapter 21: Ten Key Negotiations of YourLife ................... 335
ASKINgG fOr @ RAISE......cceeeiiiiieiiiiecieccctesteeee e 335
Buying @ USed Car........coceevueriiriinienieecieeiecieete et eteesveesesnesane s 337
Buying Engagement and Wedding Rings .........ccccoeveviiniinienninnennienienene 338
Planning @ Wedding...........cccoccireeiiiiiiecieeeeeeeeee et 339
Buying @ HOME......cc.coimiiiiiiiiiiceeeeeeeee et 340
Negotiating a Home Improvement Contract..........cccccoecveeeeciieviieviencnennnnne 342
Negotiating a Divorce Settlement............cccceevveeviervienieniieneeeeceeeeeeene 343
Negotiating about Naptime, Curfew, Dessert,

and Other Childhood Necessities ........ccccecueriiniinienennieniienienienienens 344
Preparing to negotiate with your kids ..........cccccceevveeienienienneenennen. 345
Setting limits fOr MINOYS ........ccceeiiiiieririeeeeeeeee e 345
Listening to your Kids .........cccceeeeiiirienienieiececieeeeeeeeeeee e 345
Parenting with clarity.......ccccceeveriiiniiniiniccceeeeee e, 346
Pushing the parental pause button.........ccccoccevvievvieniienienienenienen, 346
Closing With KidS ......ccocierieniiiiiiiiiiieecieceseectee e 346

Choosing Medical Care for an Incapacitated Parent ..............ccccoveeurenneen. 347
Buying Funeral SErVICES ........cooeeuiririiieieieee et 348

Indes......ceaeeaaaaaeaeaceeaenaeecnceneenceaeancenaeassencensees 349



