Index

o/ ] o

acceptance about stressful situations,
193-194

acronyms, spelling out, 156

active listening, 89-90

agendas, recognizing, 59

alertness, 33

alternatives, knowing your, 76-77

anger, 185-186, 193

answers, making transitions between your
questions and their, 108

apologies, avoiding, 281-282

arguers, 201-202

arms and hands, body language with,
120-121

assertions as answers, not accepting, 117

assertiveness, 35-36, 189-190

assessing the deal, 211-212

assuming everyone understands you, 172

assumptions, not making, 112-113

attainable goals, 68

attitude, 35-36

audience, capturing an, 161-162

auditory feedback in telephone-based
negotiations, 320

authority of opposition, limits on, 47

avoiding stressful situations, 194

ol e

backtracking, avoiding, 212

bad deals, 210-211

bad negotiating environment
deal not closing due to, 246-248
hidden policies, 247-248
key players absent, 247
missing information, 247
overview, 246-248

paperwork, too much, 247
tools and resources, poorly designed, 248
Barbarians at the Gate (film), 181
barriers to closing the deal
commitment, fear of, 227
criticism, fear of, 227
failure, fear of, 227
fears, overcoming, 226-228
loss, fear of, 227
mistake, fear of making, 227
objections, overcoming, 228-230
preparation, importance of, 229-230
questions asked to close the deal, 229
rejection, fear of, 227
Barton Fink (film), 92, 288
Basic Instinct (film), 125
bathroom break as pause button, 179
Before Sunrise (film), 280
Before Sunset (film), 280
Bellotti, Frank (negotiator in Stripper Well
litigation), 305
Belsome, Marni (interior designer), 40
Best Alternative to a Negotiated Agreement
(BATNA), 77
biased buyers, 207-208
biorhythms, 94-95
blackout agreement, 296
blind spots, 126
Blood Simple (film), 288
bluffs, preparing for, 138-140
body language
arms and hands, 120-121
blind spots, 126
bluffs, preparing for, 138-140
of boredom, 135
changes in, observing, 131-135
confidence, projecting, 135-136
conflicting messages, interpreting,
124-126
context in, 138
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body language (continued)

emphasizing with, 126-127

energy drain effecting, 123

evaluating, 137-138

facial cues, 120

first contact, making, 129

habits of bad communication
effecting, 123

in international negotiating, 258, 270-271

jury consultants’ reading of, 122

lack of concentration effecting, 123

legs and feet, 120-121

listening at same time as observing, 121

meaning of certain actions, varying
circumstances changing, 137-138

nervous fidgeting, 136

nervous laugh, 125

observing, 270-271

overview, 120-121

personal space, 128, 131

poker face, 120

positive words with negative body
language, 125

reading someone else’s body
language, 124

receptive cues, 129-132

spatial relationships, 128-129

stand, knowing where to, 128-129

studying, 122

torso positions, 120-121

unique body language for each
individual, 138

use in negotiations, 127-137

while closing the deal, 136-137

while listening, 94

words, matching your body language with
your, 123

Body Language (Fast), 140

boredom, body language of, 135

bosses

checking with the boss as reason for
pause, 178

negotiating with, 290-292

as personality type that blocks closing,
206-207

Bottle Rocket (film), 265

bottom line, setting your, 85
brainstorming, 146-148

brevity, 282-283

Broadway Danny Rose (film), 102
Brokeback Mountain (film), 287
bullies, 203-204

Burton, Tim (director), 30
business goals, 64

oo

Calero, Henry H. (How to Read a Person
Like a Book), 140
career in negotiation, 16
celebrating when the deal is done, 234
challenging goals, 68
changes as factor in negotiation, 61
checking the system when the deal is
done, 233-234
children
closing the deal, 231-232
negotiating with, 344-346
choices, knowing you have, 75-76
clarity
acronyms, spelling out, 156
audience, capturing an, 161-162
barriers to, 163-165
closing the deal when there is a lack of
clarity, 167
commitments, keeping your, 156
in complex negotiations, 304
cost of not having, 165-167
deals falling through due to lack of, 166
Desert Storm, lack of clarity before,
165-166
difficult concepts, explaining, 155-156
distractions as barrier to, 164-165
fatigue as barrier to, 164
fear of hurting someone else as barrier
to, 164
fear of rejection as barrier to, 163-164
goals, knowing your, 155
interrupter personality type, 159
interruptions as barrier to, 165
jargon, defining, 156
journalist, communicating like, 157-158
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laziness as barrier to, 165
maneuvering room, 167
no, when you have to say, 162-163
organizing your thoughts for, 152-153
outline your points, 153
overview, 14-16, 151-152
phrases you should never use during a
negotiation, 168-170
P.R.E.P. technique, 152-153
purpose, knowing your, 155
of questions, 108
reciprocal obfuscation, 167
repeating information for, 153
tangent personality type, 159
tips for, 154-158
too busy to be clear personality type,
160-161
unprepared personality type, 160
unrealistic opening offer causing deals to
fall through, 166
written communication, 156-157
Clearance and Copyright (Donaldson), 16
client of opposition, finding key, 49-51
closed deal, legal definition of, 219-220
closed questions, 113
closing pleasantries in telephone-based
negotiations, 322
closing the deal
assessing the deal, 211-212
bad deals, 210-211
barriers to, 226-230
body language while, 136-137
with children, 231-232
clarity, when there is a lack of, 167
complex negotiations, 306-307
concessions, 216-217
conditions, 216-217
described, 218-219
in families, 231-232
good closers, characteristics of, 223
good deals, 210
how to close the deal, 222-226
international negotiating, 274-276
in Japan, 275
legal issues, 219-221
linkage used for, 224-226

in the Middle East, 275
overview, 17-18
phony deadline as classic negotiating
tool, 222
strategy for, 224
in the United States, 274-275
when the deal is done, 232-234
when to close, recognizing, 221-222
win-win deals, creating, 213-216
win-win solutions, 210
clutter, clearing away the, 97-99
Collateral (film), 213
Columbo (television show), 104
commitment
fear of, 227
keeping your, 156
making, 26-27, 28
compensation discussions, seating
arrangements for, 39
competing conversers, 201-202
completed deals
celebrating, 234
checking the system, 233-234
following up, 233-234
overview, 232
reviewing the process, 232-233
complex negotiations
clarity in, 304
closing the deal, 306-307
elements of, 294-302
emotions, controlling your, 298
goals for, 303-304
limits for, 303-304
listening to, 304
media, handling the, 294-298
multiple issues, addressing, 300-302
multiple parties, dealing with, 300
overview, 18-19, 294
pause button, using, 298, 305
preparation for, 303
renegotiations, 308-312
team for, building your, 307-308
voting body, 298-300
concessions, 181-182, 216-217
condescension, avoiding, 286
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conditionally scheduled renegotiations,
310-311
conditions, 216-217
conferencing system, use of, 317
confidence, projecting, 135-136
conflict management for deal not closing,
248-249
conflicting messages, interpreting, 124-126
conscious mind, 142-143
consecutive translation, 264
Consumer Reports, consulting, 56-57
Contact (film), 230
contracts
enforceable contracts, 219-220
legal protection before, 221
oral contracts, 220
renegotiations on, 311-312
written contracts, 220
Copperfield, David (magician), 48
counteroffers, 220
criticism, fear of, 227
cross-cultural negotiations. See
international negotiating
cultural differences, 258, 262-267
currency fluctuations, 272-273

o e

Darwin, Charles (The Expression of the
Emotions in Man and Animals), 140

decision about the deal, justifying to
yourself your, 211

decision making, processing information
for, 144-145

defense mechanism as barrier to being a
good listener, 91-92

Desert Storm, lack of clarity before,
165-166

details, leaving out, 171

The Devil Wears Prada (film), 198

difficult concepts, explaining, 155-156

Dimitrius, Jo-Ellan (Reading People: How to
Understand People and Predict Their
Behavior — Anytime, Anyplace), 140

directness, 283-284

discouragement, dealing with, 190-191

distractions as barrier to clarity, 164-165

divorce settlements, 343-344

dodges as answers, not tolerating, 116-117

Dog Day Afternoon (film), 15, 43

dominators, 200-201

Donahue, Phil (television host), 133

Donaldson, Mimi, co-author 1st Edition
(Negotiating For Dummies), 20

double message, 240

Dress for Success (Molloy), 33

dressing for success, 33-35

drink break as pause button, 179

dual-language approach, 272

oF o

e-mail negotiations
organization of message, 324-325
overview, 322-323
planning for, 323-324
replying to an e-mail, 325-326
telephone-based negotiations, switching
to, 326
Ed Wood (film), 30
Edison, Thomas (inventor), 192
effective questions, 110-111
emotion during telephone-based
negotiations, 320
emotional displays
in complex negotiations, avoiding
emotional displays, 298
strategies for men who want women to
hear them, 287-288
strategies for women who want me to
hear them, 284-285
emotional distance. See pause button
emotional responses
for anger, 185-186
assertiveness, 189-190
dealing with your, 184-191
discouragement, dealing with, 190-191
enthusiasm, expressing, 187-188
hot buttons, identifying your, 185
positive attitude, displaying, 188-189
empathetic statement, 194
empathy, 330



emphasizing with body language, 126-127
energy drag as barrier to being a good
listener, 94-95
energy drain effecting body language, 123
enforceable contracts, 219-220
enforcing your limits, 78-80
engage the other person with
questions, 110
engagement and wedding rings, buying,
338-339
enthusiasm, expressing, 187-188
environment for negotiation. See also bad
negotiating environment
advance planning for, 39-40
home turf, negotiating on your, 37-38
overview, 37
seating arrangements, 38-39
Erin Brockovich (film), 35
essential questions, asking only, 115
evaluating body language, 137-138
evaluating information
agendas, recognizing, 59
overview, 57-58
staying informed, 59-60
value, determining, 58
The Expression of the Emotions in Man and
Animals (Darwin), 140

ofF e

facial cues, 120
fact-finding questions, 114
facts as goal of asking questions, 109
failure
to answer your questions, techniques to
handle, 114-115
due to lack of information about
opposition, 51-52
fear of, 227
as learning experience, 190-191
fairness
to both sides, issue of, 311-312
personality traits of top negotiators, 331
families and closing the deal, 231-232
Fast, Julius (Body Language), 140
fatigue as barrier to clarity, 164

fear of hurting someone else as barrier to
clarity, 164

fear of rejection as barrier to clarity, 163-164

fears, overcoming, 226-228

feedback questions, 114

feeler type of decision maker, 145

A Few Good Men (film), 57

first contact, making, 129

firsthand research, 55

flexibility, 333

following up when the deal is done, 233-234

follow-up questions, 114

Frank and Ollie (film), 124

Frohnmeyer, David (lead negotiator in
Stripper Well litigation), 305-306

funeral services, buying, 348

future, envisioning your, 23-26

o(Goe

gatekeepers in telephone-based
negotiations, getting past, 314-315
gender differences in negotiations
communication differences between men
and women, 278-279
generalizations, 278
long-term relationships, 290-292
overview, 19, 277
strategies for men, 285-289
strategies for women, 280-285
tips for men, 279
tips for women, 278-279
Glengarry Glenn Ross (film), 225
glitches. See also someone walks away
deal not closing due to, 235-243
double message, 240
good cop/bad cop dynamic, 237-238
hidden agendas, 242-243
invisible partner, 238-239
nickel and diming, 240-241
overview, 235-236
position, the other side constantly
changing, 236-237
splitting the difference, 242
written communication used to
prevent, 237

Index 353
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gloating, 187
global translation, 264
goals
adapting, 71-72
of asking questions, 109
attainable goals, 68
business goals, 64
challenging goals, 68
for complex negotiations, 303-304
knowing your, 155
long-range goals, 69-70
number of goals, setting the correct, 67
opening offer, setting, 70-71
opening offers compared, 65
overview, 63-64
personal goals, 64
prioritizing, 69
purpose compared, 65
relevance of goals, maintaining, 66-67
setting, 13, 64-69
short-range goals, 69-70
specific goals, 67
team members, getting active
participation from all, 65-66
Gone with the Wind (film), 76
good closers, characteristics of, 223
good cop/bad cop dynamic, 237-238
good deals, 210
good listener, becoming, 97-101
Goodall, Jane (gorilla researcher), 207
Greenwood, Ernest (U.S. representative
to ILO), 299
greetings for telephone-based
negotiations, 319
Grundig Pump Company, 37

o o

habit
of bad communication effecting body
language, 123
of tuning out as barrier to being a good
listener, 95-96
Hamlet (play), 168-169
hands, restrain yourself from fidgeting with
your, 94
Harvard Negotiating Institute, 77

hedges, avoiding, 281-282

hidden agendas, 242-243

hidden policies, 247-248

High and Low (film), 177

Hill, Napoleon (Think and Grow Rich), 23

hinting, futility of, 284

home, buying, 340-342

home improvement contract, negotiating,
342-343

home turf, negotiating on your, 37-38

Hopkins, Tom (Selling For Dummies), 190

hostage situations, pause button in, 183

hot buttons, identifying your, 185

How to Read a Person Like a Book
(Nierenberg & Calero), 140

The Hudsucker Proxy (film), 128-129

o]e

identifying culture for research in
international negotiating, 262
identifying the person conducting the
negotiation, 42—43
individuals, researching, 262
inner critic, 147
inner voice
brainstorming, 146-148
conflicting voices, 147
conscious mind, 142-143
decision making, processing information
for, 144-145
feeler type of decision maker, 145
intuitive type of decision maker, 145
left brain functions, 144
messages from, listening to, 148-150
origins of your, 142-145
overview, 141
on pre-buyer’s remorse, 150
quieting your conscious mind, 145-146
right brain functions, 144
sensor type of decision maker, 145
on stopping deals, 150
subconscious mind, 142-143
thinker type of decision maker, 145
on trusting others, 148-149
used during stressful situations, 194
insider reports, reading, 56
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interests, focusing on negotiator’s, 51-52
international negotiating
body language in, 258, 270-271
closing the deal, 274-276
communication in, 258-262
consecutive translation, 264
cultural differences, respecting, 258
currency fluctuations, 272-273
dual-language approach, 272
global translation, 264
identifying culture for research in, 262
individuals, researching, 262
interpreter, hiring an, 263-265
in Japan, 275
jet lag, reducing, 273-274
language during, choice of, 272
listening during, 267-268
manners in, 258
meals during, 266-267
in the Middle East, 275
overview, 19
personal space during, 271
preparation for, 258-262, 262-267
simultaneous translation, 263
speaking during, 268-270
subcultures, researching, 262
time differences, 273-274
time issues, 258
in the United States, 274-275
when to start formal business dealings,
265-266
whom to invite, deciding, 263
written communication, 272
Internet research, 54
Internet-based negotiations
organization of message, 324-325
overview, 20, 322-323
planning for, 323-324
replying to an e-mail, 325-326
telephone-based negotiations, switching
to, 326
interpreter, hiring an, 263-265
interrupter personality type, 159
interruptions, 108, 165
intimidation, avoiding, 109-110
intonation during telephone-based
negotiations, 320

intuitive type of decision maker, 145
invisible partner, 238-239

o]o

Jandt, Fred E. (Win-Win Negotiating: Turning
Conflict into Agreement), 215

jargon, 105, 156

Jerry Maguire (film), 143, 321

jet lag, reducing, 273-274

JFK (film), 147-148

The John and Ken Show (radio show),
139, 217

joint statements, 296

journalist, communicating like, 157-158

jury consultants’ reading of body
language, 122

“just,” banishing use of, 30

oo

key client of opposition, 49-51
Kipling, Rudyard (poet), 202
Kissinger and Nixon (film), 301

o/ o

lack of concentration effecting body
language, 123
Landon, Michael (actor), 82
language during international negotiating,
choice of, 272
law of parsimony, 31
laziness as barrier to clarity, 165
leading questions, avoiding, 111-112
leak to media, what happens when there is,
296-298
learning experience, failure as, 190-191
left brain functions, 144
legal issues
closed deal, legal definition of, 219-220
contract, legal protection before the, 221
counteroffers, 220
enforceable contracts, 219-220
offers, 220
oral contracts, 220
written contracts, 220
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legs and feet, body language with, 120-121
library research, 54-55
life situations needing negotiations
children, negotiating with, 344-346
divorce settlements, 343-344
engagement and wedding rings, buying,
338-339
funeral services, buying, 348
home, buying, 340-342
home improvement contract, negotiating,
342-343
medical care of incapacitated parent,
choosing, 347-348
raise, asking for, 335-337
used car, buying, 337-338
wedding, planning, 339-340
limits
alternatives, know what are the, 76-77
bottom line, setting your, 85
choices, knowing you have, 75-76
for complex negotiations, 303-304
enforcing your, 78-80
not closing a deal, 77, 85, 86
not setting limits, consequences of, 84
“or else,” knowing your, 77
overview, 73-74
painting yourself into a corner, 80
practicing negotiating toward, 80-81
re-examing your, 85
resistance point, establishing your, 78-79
setting, 13, 75-77
team, telling limits to your, 79
terminating a negotiation, 81-83, 85-86
walking away from a negotiation,
81-83, 85-86
wrap-up letter, writing, 83
writing down your, 78
linkage used for closing the deal, 224-226
listening
active listening, 89-90
barriers to being a good listener, 91-97
body language while, 94
in business situations, 101-102
clutter, clearing away the, 97-99
to complex negotiations, 304

defense mechanism as barrier to being a
good listener, 91-92
edge of your seat, sitting on used to
increase focus, 100
energy drag as barrier to being a good
listener, 94-95
focus on speaker visually, 93
good listener, becoming, 97-101
habit of tuning out as barrier to being a
good listener, 95-96
hands, restrain yourself from fidgeting
with your, 94
during international negotiating, 267-268
in meetings, 101-102
not expecting value in others as barrier
to being a good listener, 97
note taking while, 99-100
overview, 13-14, 89-90
paraphrasing what you hear, 90
preconception as barrier to being a good
listener, 96
questions, looking for evidence of
listening during, 118
questions asked while, 100
restating what you hear, 90
at same time as observing body
language, 121
before speaking count to three, 100-101
tapping feet, restraining yourself from, 94
tips for better, 90
tiredness, restrain from showing, 101
voice, controlling your, 94
weak self-confidence as barrier to being a
good listener, 93-94
Little Miss Sunshine (film), 146
long-range goals, 69-70
long-term relationships
negotiating with the opposite sex,
290-292
overview, 290-291
preparation for negotiations in, 292
tips for negotiating in, 291-292
loss, fear of, 227
Lost In Translation (film), 271
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maneuvering room, 167
manners in international negotiating, 258
marketplace research
changes as factor in negotiation, 61
Consumer Reports, consulting, 56-57
evaluating information, 57-60
firsthand research, 55
insider reports, reading, 56
Internet research, 54
library research, 54-55
overview, 12-13, 53-54
quality as factor in negotiation, 60
quantity as factor in negotiation, 61
questions, asking, 55-56
risk as factor in negotiation, 61
scope creep, 61
shopping the competition, 55
strategic relationship as factor in
negotiation, 61
time as factor in negotiation, 60
Mazzarella, Mark (Reading People: How to
Understand People and Predict Their
Behavior - Anytime, Anyplace), 140
meals during international negotiating,
266-267
meaning of certain actions, varying
circumstances changing, 137-138
media exposure
on agenda, putting the media, 296
blackout agreement, 296
joint statements, 296
leak to media, what happens when there
is, 296-298
negotiating in the media, futility of, 297
overview, 294
possibility of, anticipating, 294-295
professional help for, 295
public relations person, 295
mediation for deal not closing, 249
medical care of incapacitated parent,
choosing, 347-348
meetings
listening, 101-102
staying in control during, 200-202

messages from inner voice, listening to,
148-150

messages, leaving, 315-316

Microsoft vision statement, 22

Miller’s Crossing (film), 288

mirror your environment, 33-35

missing information, 247

mistake, fear of making, 227

Molloy, John T. (Dress for Success), 33

Molloy, John T. (The Woman'’s Dress for
Success Book), 33

multiple issues, addressing, 300-302

multiple parties, dealing with, 300

multitasking, poor listening skills
due to, 99

Munich (film), 66

o\ o

The Naked Spur (film), 221
needs, considering your, 32
Negotiating For Dummies (Donaldson,
co-author 1st Edition), 20
negotiating in the media, futility of, 297
negotiations
overview, 10
six skills of, 10-17
types of, 18-20
nervous fidgeting, 136
nervous laugh, 125
The New World (film), 259
nickel and diming, 240-241
Nierenberg, Gerard 1. (How to Read a
Person Like a Book), 140
no, when you have to say, 162-163
no-deal outcome
conflict management for, 248-249
due to bad negotiating environment,
246-248
due to glitches, 235-243
due to red flags, 244-246
mediation for, 249
no-deal outcome, 249
starting over, 253-254
using pause button when for, 249
win-win solution, finding, 249
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nonwords, 282, 320

Nordstrom vision statement, 22

note taking, 99-100, 179

number of goals, setting the correct, 67

o () o

objections, 172, 228-230
October Sky (film), 308
offensive behavior, responding to, 195-198
offers, 220
office pests
arguers, 201-202
competing conversers, 201-202
dominators, 200-201
meetings, staying in control during,
200-202
offensive behavior, responding to,
195-198
overview, 195
passive-aggressive co-workers, handling,
198-200
ramblers, 201
office phone, conferencing capability of,
317-318
Office Space (film), 97-98
one-off negotiation, 110
open-ended questions, 113-114
opening offers, 65, 70-71
opinions as goal of asking questions, 109
opposite sex, negotiating with. See gender
differences in negotiations
opposition
authority of, limits on, 47
client of, finding key, 49-51
identifying the person conducting the
negotiation, 42-43
information about, checklist for, 44-46
interests, focusing on negotiator’s, 51-52
lack of information about, failure due to,
51-52
overview, 41-42
pleasantries as part of preparation for
dealing with, 52
“or,” limitations of, 30
oral contracts, 220

organizing your thoughts for clarity,
152-153
outline your points, 153

oo

pace of speech during telephone-based
negotiations, 320
painting yourself into a corner, 80
paperwork, too much, 247
paraphrasing what you hear, 90
passive-aggressive co-workers, handling,
198-200
patience, 332
Patterns (television broadcast), 251
Fatton (film), 152
pause button
bathroom break as, 179
checking with the boss as reason for
pause, 178
complex negotiations, 298, 305
concessions, pausing before, 181-182
creating, 179
drink break as, 179
emotional responses, dealing with your,
184-191
in hostage situations, 183
knowing when to pause, 180-182
note taking as reason for pause, 179
other negotiators using, 182-184
overview, 17, 176-177
pressure, pausing under, 182
stressful situations, 194
telling others that you need a pause,
178-179
personal goals, 64
personal information, sharing, 287-288
personal integrity, 331
personal issue in background of every
negotiation, 49-51
personal space
during international negotiating, 271
overview, 128, 131
personality traits of top negotiators
empathy, 330
fairness, 331



flexibility, 333
overview, 329
patience, 332
personal integrity, 331
respect, 330
responsibility, 332
self-discipline, 333-334
sense of humor, 333
stamina, 334
personality types that block closing
biased buyers, 207-208
bosses, 206-207
bullies, 203-204
overview, 202
screamers, 204-206
stars, 206-207
yourself, what to do when it is, 208
The Phil Donahue Show (television
show), 133
phony deadline as classic negotiating
tool, 222
phrases you should never use during a
negotiation
“I'm going to be honest with you,”
168-169
overview, 168
slurs of any kind, 170
“Take it or leave it,” 169
“Trust me,” 168
“You’ll never work in this town again,”
169-170
phrasing of thoughts, importance of, 30-31
pleasantries as part of preparation for
dealing with opposition, 52
poker face, 120
position, the other side constantly
changing, 236-237
positive attitude, displaying, 188-189
positive words with negative body
language, 125
postmortem meetings, 109
practicing negotiating toward limits, 80-81
pre-buyer’s remorse, 150
preconception as barrier to being a good
listener, 96
prefacing, avoiding, 281
P.R.E.P. technique, 152-153

preparation
for complex negotiations, 303
environment for negotiation, defining,
37-40
importance of, 229-230
for international negotiating, 258-267
marketplace, preparing for, 12-13
needs, considering your, 32
for negotiations in long-term
relationships, 292
other person, preparing for, 12
overview, 11, 11-13
self-preparation, 32-37
vision, creating your, 22-28
vision, deciding how you will achieve
your, 29-31
for yourself, 11-12
pressure, pausing under, 182
prioritizing goals, 69
professional help for media exposure, 295
pronouns in answers, not allowing too
many, 117-118
pronunciation during telephone-based
negotiations, 320
public relations person, 295
purpose
goals compared, 65
knowing your, 155
of questions, 107

OQO

qualifiers, avoiding, 281-282
quality as factor in negotiation, 60
quantity as factor in negotiation, 61
questioning tone, avoiding, 281
questions
advance planning of, 107
answers, making transitions between
your questions and their, 108
asked while listening, 100
asking, 55-56
asking good questions, 107-116
assertions as answers, not accepting, 117
assumptions, not making, 112-113
clarity of, 108
to close the deal, 229

Index 359
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questions (continued)

closed questions, 113

dodges as answers, not tolerating, 116-117

effective questions, 110-111

to engage the other person, 110

essential questions, asking only, 115

fact-finding questions, 114

facts as goal of asking, 109

failure to answer your questions,
techniques to handle, 114-115

feedback questions, 114

follow-up questions, 114

goals of asking, 109

information you need, not getting
answers containing, 116

interruptions, avoid making, 108

intimidation, avoiding, 109-110

jargon, clarifying, 105

leading questions, avoiding, 111-112

listening, looking for evidence of, 118

not permitting, 172

open-ended questions, 113-114

opinions as goal of asking, 109

overview, 103-104

in postmortem meetings, 109

pronouns in answers, not allowing too
many, 117-118

with purpose, 107

rapport, establishing, 110

relative words, clarifying, 105-107

short questions, 108

simple questions, 108

specific questions, following general
questions with, 108

tailor your question to your listener, 107

telephone-based negotiations, 321-322

unacceptable responses, dealing with,
116-118

vague terms, clarifying, 105-107

quieting your conscious mind, 145-146

o R o

raise, asking for, 39, 335-337
raising your voice, 171

ramblers, 201
rapport, establishing, 110
Reading People: How to Understand People
and Predict Their Behavior — Anytime,
Anyplace (Dimitrius & Mazzarella), 140
reading someone else’s body language, 124
real estate deals, 71, 187-188
receptionist, hitting “0” to transfer to, 316
receptive cues, 129-132
reciprocal obfuscation, 167
red flags
deal not closing due to, 244-246
“If you accept this price, I'll have a lot
more work for you in the future,” 244
overview, 244
“We're in such a rush, why don’t we start
without a contract?”, 245
“We’re such good friends, let’s get started
right away,” 245-246
re-examing your limits, 85
references, checking, 212
rejection, fear of, 227
relative words, clarifying, 105-107
relevance of goals, maintaining, 66-67
renegotiations
complex negotiations, 308-312
conditionally scheduled renegotiations,
310-311
on contracts you like and think are fair,
311-312
fairness to both sides, issue of, 311-312
overview, 308-309
scheduled renegotiations, 309
unscheduled renegotiations, 309-310
repeating information for clarity, 153
resentment about stressful
situations, 193
resistance point, establishing your, 78-79
respect, 286, 330
responsibility, 332
restating what you hear, 90
reviewing the process when the deal is
done, 232-233
right brain functions, 144
risk as factor in negotiation, 62



Index 36 ’

oS e

scheduled renegotiations, 309
Schwied, Ellis (psychiatrist), 202
Schwied, Mimi (keynote speaker), 288
scope creep, 61
screamers, 204-206
screeners, 314
seating arrangements, 38-39
self-discipline, 333-334
self-preparation
alertness, 33
assertiveness, always entering room with,
35-36
attitude, 35-36
dressing for success, 33-35
mirror your environment, 33-35
overview, 32
preparation, 32-37
time for negotiation, leaving enough,
36-37
travel plans, 33
Selling For Dummies (Hopkins), 190
sense of humor, 333
sensor type of decision maker, 145
sharing information before making a
decision, 286
shopping the competition, 55
short questions, 108
short-range goals, 69-70
shuttle diplomacy, 300
Silence of the Lambs (film), 108
simple questions, 108
simultaneous translation, 263
six skills of negotiation, 10-11
slurs of any kind, 170
someone walks away
if one of your competitors walks away,
251-252
if other party comes back, 250-251
if other party walks away, 250
overview, 249
if you walk away, 252-253
spatial relationships, 128-129

speaking
with authority in telephone-based
negotiations, 320-321
during international negotiating, 268-270
specific goals, 67
specific questions, following general
questions with, 108
splitting the difference, 242
stamina, 334
stand, knowing where to, 128-129
stars, 206-207
starting over, 253-254
stopping deals, inner voice on, 150
Strangers on a Train (film), 84
strategic relationship as factor in
negotiation, 62
strategies for men who want women to
hear them
condescension, avoiding, 286
emotional displays, avoiding, 287-288
overview, 285
personal information, sharing, 287-288
respect, showing, 286
sharing information before making a
decision, 286
strategies for women who want men to
hear them
apologies, avoiding, 281-282
brevity, 282-283
directness, 283-284
emotional displays, avoiding, 284-285
hedges, avoiding, 281-282
hinting, futility of, 284
nonwords, avoiding, 282
overview, 280
prefacing, avoiding, 281
qualifiers, avoiding, 281-282
questioning tone, avoiding, 281
tagging, avoiding, 281
unsure words, avoiding, 282
strategy for closing the deal, 224
stressful situations
acceptance about, 193-194
adapting to, 194
altering, 194
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stressful situations (continued)
anger about, 193
avoiding, 194
inner voice used during, 194
overview, 192
pause button, use of, 194
resentment about, 193
worry about, 193
Stripper Well litigation, 305-306
subconscious mind, 142-143
subcultures, researching, 262
Swimming with Sharks (film), 206
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tagging, avoiding, 281
tailor your question to your listener, 107
“Take it or leave it,” 169
The Taking of Pelham One Two Three
(film), 44
tangent personality type, 159
tapping feet, restraining yourself from, 94
team, telling limits to your, 79
team for complex negotiations, building
your, 307-308
team members, getting active participation
from all, 65-66
telephone-based negotiations
assembling participants for, 317-318
auditory feedback, 320
closing pleasantries, 322
conferencing system, use of, 317
disadvantages of, 318-319
e-mail negotiations, switching from, 326
emotion during, 320
gatekeepers, getting past, 314-315
greetings for, 319
intonation during, 320
messages, leaving, 315-316
multitasking during, poor listening skills
due to, 99
nonwords, use of, 320
office phone, conferencing capability of,
317-318
overview, 20

pace of speech during, 320
pronunciation during, 320
questions to ask on the telephone,
321-322
receptionist, hitting “0” to transfer to, 316
screeners, 314
speaking with authority, 320-321
starting, 319-320
telephone company used to arrange
formal conference call, 318
tone during, 320
vocal personality, 320-321
volume during, 320
wording of your voice mail message, 316
terminating a negotiation, 81-83, 85-86
Thelma & Louise (film), 283, 285
Think and Grow Rich (Hill), 23
thinker type of decision maker, 145
three-year plan
action, putting your plan into, 31
big thinking, 30
bold thinking, 30
overview, 29
phrasing of thoughts, importance of,
30-31
time as factor in negotiation, 36-37, 60
time issues in international negotiating,
258, 273-274
tiredness, restrain from showing, 101
tone during telephone-based
negotiations, 320
too busy to be clear personality type,
160-161
tools and resources, poorly designed, 248
torso positions, 120-121
travel plans, 33
Truman, Harry (President), 261
“Trust me,” 168
trusting others, inner voice on, 148-149
12 Angry Men (film), 121
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U Turn (film), 238
unacceptable responses, dealing with,
116-118
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understood, not checking to see if you
were, 171

unique body language for each
individual, 138

unprepared personality type, 160

unrealistic opening offer causing deals to
fall through, 166

unscheduled renegotiations, 309-310

unsure words, avoiding, 282

used car, buying, 337-338
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vague terms, clarifying, 105-107
value, determining, 58
values, identifying your, 28
Van de Kamp, John (negotiator in Stripper
Well litigation), 305
vision
achieving, deciding how you will be,
29-31
commitment, making, 26-27, 28
future, envisioning your, 23-26
overview, 22-23
three-year plan for achieving your, 29-31
values, identifying your, 28
vocal personality in telephone-based
negotiations, 320-321
voice, controlling your, 94
voting body in complex negotiations,
298-300

o[/ o

walking away from a negotiation,
81-83, 85-86
Wall Street (film), 315
weak self-confidence as barrier to being a
good listener, 93-94
wedding, planning, 339-340
Weinstein, Harvey (producer), 188
when to close, recognizing, 221-222
win-win deals
creating, 213-216
finding when the deal is not closing, 249
overview, 210, 213-214
sample problem and solution, 214-216
win-win negotiating, 215
Win-Win Negotiating: Turning Conflict into
Agreement (Jandt), 215
The Wizard of Oz (film), 206-207
The Woman’s Dress for Success Book
(Molloy), 33
words, matching your body language with
your, 123
worry about stressful situations, 193
wrap-up letter, writing, 83
writing down your limits, 78
written communication
dual-language approach, 272
glitches, to prevent, 156-157, 237
international negotiating, 272
written contracts, 220
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