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			Book Presentation: The Only Negotiating Guide You’ll Ever Need by Peter Stark and Jane Flaherty

			Book Abstract

			Main Idea

			Every aspect of your professional life (as well as your personal life) is affected by the result of a negotiation at one time or another. In fact, most people spend the majority of each working day engaging in one type of negotiation or another. It makes good sense, therefore, to learn how to negotiate well so as to generate as many Win-Win outcomes as is feasible. Good negotiations ultimately end up strengthening and building the communication process between people rather than detracting from that.

			With this positive framework in mind, to generate better outcomes in your negotiations:
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			About the Author

			PETER STARK is the founder and president of his own human development and training firm. An accomplished public speaker, Mr. Stark has written several books including The Competent Leader, Lifetime Leadership and It’s Negotiable. Peter Stark has consulted with a large number of corporations across a number of industries.
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			The Web site for this book is at www.negotiatingguide.com.

			Important Note About This Ebook

			This is a summary and not a critique or a review of the book. It does not offer judgment or opinion on the content of the book. This summary may not be organized chapter-wise but is an overview of the main ideas, viewpoints and arguments from the book as a whole. This means that the organization of this summary is not a representation of the book.

			Summary of The Only Negotiating Guide You’ll Ever Need (Peter Stark and Jane Flaherty)

			1. Understand the four outcomes from each negotiation

			Negotiations can only logically result in four possible outcomes:

			
					Lose-Lose – neither party achieves their aims

					Win-Lose – one party is happy, the other is not

					Win-Win – both parties are happy with the end result

					No outcome – no consequences, positive or negative

			

			Do everything you can to create Win-Win outcomes from each and every negotiation you enter into.

			Win-Win occurs when both parties obtain something they value highly in exchange for an investment of lesser value. Most times, both parties will wish they could obtain more but they will be satisfied with what was achieved. The acid test of a Win-Win outcome is that both parties will be willing to negotiate with each other again in the future.

			To achieve more Win-Win outcomes:

			
					Avoid narrowing your negotiations down to a single issue – because it just may not be possible to do a Win-Win deal in that one dimension. In practical terms, that means instead of focusing on price alone as the metric of success, factor in delivery timing, financing, training, support, warranties, indemnification and any add-on products or services. The more issues you can bring to the negotiating table, the greater the chances are you’ll be able to juggle things to create a Win-Win outcome.

					Realize your counterpart has a different set of needs and preferences to you – and therefore you should not approach a negotiation with the mind-set that your gain is their loss. Instead, you should be positive that a mutually beneficial deal can be put together that will move both you and your counterpart towards your individual goals.

					Never assume that you already know what your counterpart’s needs are – but enter each negotiation in the spirit of exploration. View the negotiation itself as an opportunity to uncover the implicit and explicit needs of the other party first, and then to work together to find a way to move forward. To better understand the needs of the other party in a negotiation, you must be prepared to ask questions and then listen carefully to the responses given.“Let us never negotiate out of fear, but never fear to negotiate.”
– John F. Kennedy
“Whenever people exchange ideas with the intention of changing relationships, whenever they confer for agreement, then they are negotiating.”
– Gerard I. Niererberg, author, The Art of Negotiating
“Negotiation is conducted neither to widen nor to breach the relationship, but to form a new or different configuration.”
– Israel Unterman, professor of management
“Most of us are involved in negotiations to one degree or another for a good part of any given day. Negotiation should be considered a positive way of structuring the communication process.”
– Peter Stark and Jane Flaherty
“The real winners in life are the people who look at every situation with an expectation that they can make it work or make it better.”
– Barbara Pletcher
“Negotiation is a cooperative enterprise, not a game; in a good negotiation, everybody wins something.”
– Gerard Nierenberg
“As a negotiator, you have an obligation to help your counterparts in a negotiation come out winners.”
– Peter Stark and Jane Flaherty


			

			
					Someone says to you: “Is that your best offer?” – Say: “That is our best offer for this model, but we have another…”

					Someone cites the opinion of an expert in their presentation – Counter by getting the opinion of a second expert who disagrees

					“Instead of paying $6,000 each, I’ll buy two for $10,000.” – Ask why $10,000 figure is important and offer cheaper version

					They ask you open-ended generalized questions – Make them be more specific or rephrase as a yes/no question

					They ask you to make a price concession right at the start – Make a very nominal concession; don’t meet them halfway

					They point out the pros and the cons of the proposal – Don’t take it on faith; verify the facts for yourself

					They offer to split the difference between two offers – Use the higher price as the starting point for the calculation

					The potential buyer says nothing at all during the pitch – Ask some open-ended questions to stimulate dialogue

					The person says “no” without further comment – Ask if they would be prepared to consider another option

					They say, “YIKES! You’ve got to be kidding!” – Don’t make concessions, but ask why they are so surprised

					They say they have to get their boss’s approval – Ask beforehand whether the person has authority to decide

					Good Guy/ Bad Guy routine (one person helpful, other not) – Bring someone else with you and fight fire with fire

					They say: “That’s not good enough” – Ask open ended questions to find precisely what they’re after

					They quote unsubstantiated facts and figures – Question the validity of their facts or quote your own facts

			

			2. Learn the relationship of time, information & power

			The three critical elements of any negotiation are:

			
					Time – the period in which the negotiation takes place

					Information – the more you have, the better

					Power – which comes in many different forms.

			

			If you analyze and understand the relationship between these elements, you’ll achieve better outcomes in your negotiations.

			Taking each of these elements in turn:

			
					Time	Pre-meeting preparation and information gathering is an integral and important part of any negotiation. Most negotiations are more part of an ongoing process than they are one-off face-to-face meetings. Depending on the circumstances in which any negotiation occurs, time pressure and set deadlines can favor either side. To make time work advantageously for you in a negotiation:	Be patient and prepared to wait for the appropriate moment.

	Be persistent and don’t give up after an initial try.

	Be willing to move quickly if that’s what’s required.

	Always remember deadlines can be moved or altered.

	Understand your counterpart’s time demands.

	Let each negotiation proceed at its own unique pace.




	In most negotiations, 80-percent of the results will be achieved in the last 20-percent of the time available. This means that you often must remain levelheaded as you wait for just the right moment to act. Most novice negotiators find this difficult to do, especially in the face of a looming deadline. More experienced negotiators, by contrast, understand that everything is negotiable, even a deadline which has been set in stone. Use this knowledge to your own advantage or else your counterpart will.




					Information	As a general rule-of-thumb, whichever party to a negotiation knows more usually ends up with the better outcome. To make this work in your favor instead of against you, always get as much information as possible before the negotiation begins. If you wait until you get face-to-face to decide what information will be required, you place yourself at a competitive disadvantage. Start searching for the information you’ll need well ahead of time. You can never, ever have too much information during a negotiation.




					Power	Power is the ability to influence the outcome of the negotiation. Power is neither good nor bad in and of itself, and only becomes a problem if it is abused. Power can be generated from several sources such as position in the organization, superior expertise in a given area or personal charisma. Most people have more power than they realize or take advantage of.

	To use power to assist your negotiations:	Keep in mind seldom will one side have all the power, but more likely power will be reasonably evenly distributed. Feel confident about your own level of power when negotiating.

	When it comes to yielding power, perceptions are usually more important than realities. Take advantage of implied power sources for your side.

	You never know until you try, so don’t be afraid to be direct with those in power. They may be prepared to cooperate. There’s no harm in trying and lots to gain if successful.

	Power relationships change regularly, so never assume historical power levels will always hold true.

	You never know how much power you actually have until you test it. There is a good chance you have more power than you realize. Be careful not to abuse it.







			

			
					They keep asking for more concessions – Always get something in return for every concession you make

					The other party keeps stalling on making a decision – Set an ultimatum and be prepared to live with it

					You may be asked to sweeten the deal – Agree so long as you get something worthwhile in return

					You may need to clarify the ground rules for a negotiation – Do so as long as the proposed rules are constructive in nature

					The goalposts for your negotiation may keep moving – Be happy to change goals if original idea is unobtainable

					They want to leave the tough issues for last – Negotiate the tough issues first so you can juggle other things

					There is one issue which is sure to be a sticking point – Bring the most difficult point of the deal out in the open early

					They want to include penalty clauses if volume not met – Say no right away or agree to a tiered plan which is win-win

					They may be reluctant to express the real sticking point – Keep coming up with options that move the transaction on

					They keep trying to sell add-ons like extended warranties – Ask why the add-on is such a good deal if the product is good

					They keep on bringing up the problems of the past – Suggest that it would be better for all to focus on the future

					They admit their mistake in not honoring past commitments – Negotiate a penalty which will apply in the future if this reoccurs

					They deflect committing by asking more questions – Ask a definitive question which clarifies their decision

					They say something outrageous during negotiations – Call their bluff and get back to the facts of the situation

			

			3. Ask questions which succeed in uncovering needs

			The key to creating Win-Win outcomes is to know and understand your counterpart’s motivations and intentions. To uncover those, ask good questions and then listen with empathy to the answers they give.

			When negotiating, it will usually be in your best interests to ask lots of questions. However, the way you ask a question will be just as important as the content of the question itself.

			To structure good questions:

			
					Have a definite goal in mind – preferably sequenced in a logical way. That allows you to control the conversation and guide the discussion to an actual conclusion rather than just passing the time.

					Know how your counterpart’s preferences and work with them – that is, do they like to get right down to business (a task oriented person) or do they need to establish rapport first (a relationship oriented approach).

					Start with broad questions and then progressively narrow your focus – rather than plunging into details right from the outset. Go from the general to the specific.

					Have a good sense of timing – which means being sensitive to the setting. For example, asking someone about their diet while they’re eating dessert is hardly likely to build the relationship.

					Progressively build and expand on previous responses – as you seek more clarification on what was said previously. The more information you have, the better your questions can become as you narrow in like a laser on the key bits of information you need.

					Be polite – ask permission to ask your questions. Once they’ve given that, people are more likely to be open and forthcoming because you’ve shown them respect.

					Don’t forget to listen to the answers they give – and feel comfortable with silence while the other person is formulating their response. Some novice negotiators are so busy thinking about their next question that they don’t listen to the response to their previous question. Don’t feel that you have to fill every silence with talk. Relax.

					Take notes – in enough detail so you can summarize the key points of agreement later. Taking notes demonstrates that you value what the other person is saying and conveys professionalism.

			

			All good negotiators become highly adept at framing great questions. They typically ask loads of questions during a negotiation in order to:

			
					Gain information.

					Clarify what was said earlier in the negotiation.

					Check the level of understanding.

					Verify the degree of commitment and interest.

					Determine a counterpart’s behavioral style.

					Encourage participation.

					Convey facts and figures in an engaging way.

					Encourage some deep thinking.

					Bring attention back to the subject at hand.

					Recap agreement.

					Build and enhance ideas.

					Reduce tension.

					Build rapport.“You can tell whether a man is clever by his answers. You can tell whether a man is wise by his questions.”
– Naguib Mahfouz


			

			
					They ask for something totally unreasonable – Ask: “How would you respond to that if you were in my shoes?”

					They feel you don’t understand their problems or pain – Focus on the emotions, acknowledge them and move on

					They keep coming back to a previous sticking point – Ask: “Of all possible solutions, which one would be best?”

					They bring up tangential or side issues repeatedly – Acknowledge the issue but keep stressing focusing on the future

					“I’ll think about it and get back to you later” – “What, specifically, did you want to think about?”

					They appear indifferent to the outcome – Remind them of the consequences if no agreement is reached

					It’s difficult to establish a fair starting point for negotiations – Make a starting offer that you can live with and go from there

					They are reluctant to make the first offer – Do your homework and make an offer you can rationally justify

					They think there is just one way to do something – Have at least three different options available for what you want

					They have a set deadline by which a decision must be made – Offer a layaway; write the deal up today to be executed later

					They say: “Take it or leave it” – Call their bluff or ignore it and keep negotiating

					They float a “trial balloon” – a very low opening offer – Tell them: “That’s plainly not good enough”, back up with facts

					“If I sign up today, would you be willing to….” – Agree only to something that is in your best long-term interests

					They feel betrayed or have “hurt feelings” – Clarify why they feel that way and express empathy

			

			4. Become a skilled listener (to verbal & nonverbal clues)

			The best negotiators are always the best listeners. They pick up on the verbal and nonverbal clues their counterparts offer that others

			
			
					Attentive listening skills are used to uncover the true message your counterpart is conveying. This will include being alert to their body language while speaking, avoiding interrupting them, avoiding reacting personally to what they’re saying and so forth. Attentive listening skills are used to pick up on what’s being said.

					Interactive listening skills are used to acknowledge the other person’s feelings and encourage more discussion. This usually involves:	Clarifying what you’re hearing by asking follow-up questions.

	Repeating back to the person the facts to verify them.

	Giving reflective responses that convey empathy.




			

			
			
			
			
					Broken eye contact – which may suggest the person has something they’d prefer to hide.

					Head turned slightly to one side – indicating the person is following closely and wants to catch everything that’s said.

					Body leaning closer to you – suggesting they like what you’re saying and are agreeable.

					Position of their arms – with open arms suggesting receptiveness and crossed arms meaning a negative reaction.

					Hand gestures – with open palms suggesting agreement, hand-wringing apprehension, hands clasped behind the head signaling superiority and a steepling of the fingers conveying a need to control the negotiation.

					Placement of their legs – with crossed legs meaning a “No” answer is imminent whereas uncrossed legs send an open, positive signal.

			

			
			
					They bring in an intermediary to act as an “umpire” – Verify the impartiality of the mediator and clarify fees or costs

					They make excessive demands and threaten lawsuits – Be fair but if pushed take back something you already agreed to

					They are persistent, trying again and again to do a deal – Point out what they’re doing and take parts of the deal away

					You can’t get past a decision makers gatekeeper – Find an intermediary who can bring about a face-to-face meeting

					They stall hoping to win more concessions from you – Be patient and look for different channels of communication

					They ask whether you have sole power to make a decision – Explain that you always get someone else to review any deals

					They seem set on a specific issue – Be willing to concede a deal point to achieve your larger goal

					They say your competitors are cheaper – State your price is higher because you’ll do the job right

					They make all sorts of verbal concessions – Put your understanding of what was agreed in writing

					They present an outlandishly priced offer – Tell them: “That’s not good enough” and continue negotiating

					They seem willing to walk away without doing the deal – Call their bluff and let them walk away – you’ll gain leverage

					They have trouble giving you a definitive “No” answer – Make it easy for them to give a conditional answer instead

					They don’t want to do a deal right now – Make them an exceptional offer they just can’t refuse

					They use the “puppy dog” close of a free trial period – Let a third party (not emotionally involved) negotiate for you

			

			
			
			
			
					Demonstrate your competence – that you have the expertise and the will to fulfill your end of any agreement you enter into.

					Be genuine about what you say – so your nonverbal language will match and confirm whatever you’re saying.

					Look the part – since your appearance will be a large part of how professionally you come across.

					Consistently communicate your good intentions – because that will increase your counterpart’s tolerance for mistakes and mishaps that may crop up along the way.

					Always follow through and do what you say you’ll do – as trust increases every time you keep your promises or honor your commitments.

					Go beyond the normal relationship – and do whatever it takes to help your counterpart view you as a collaborator rather than as a vendor.

					Listen openly to whatever your counterpart suggests – and see what you can do to accommodate those preferences. It will also help things considerably if you hear your counterpart out before expressing your opinion.

					Overcommunicate – because the more you say, the greater the level of trust that will be created.

					Be prepared to discuss the unmentionables – those issues which are us difficult to bring up. Be open.

					Provide enough accurate information for a good decision to be made – and free yourself from any hidden agendas.

					Be honest, even if it will cost you something – whenever your counterpart has made a mistake in adding the figures or calculating some commitment created under the agreement.

					Be patient – because building trust can’t be rushed and will take some time and effort.

					Build in some safeguards for fairness – because if you want to build a long-term business relationship, you need to ensure your counterpart achieves a fair outcome.

					Have an abundance mind-set as opposed to a scarcity approach – which essentially means you’re both working together to create a bigger pie rather than arguing over how the existing pie will be divided.

					Be willing to take some calculated risks – which demonstrate your faith in the future of the agreement. For example, you may agree to lower initial returns but higher long-term rewards as a demonstration of your faith.

					Give your counterpart information on both sides of the issue – and not just the side you prefer.

					Be willing to admit you don’t have all the answers – rather than trying to bluff your way through the negotiation. Your counterpart will appreciate your candor and openness.

					Recognize that your counterpart’s opinions and positions may change as the negotiation moves forward – and therefore you should be flexible and accommodating.

			

			
					They present you a challenge, like a budget restriction – Clarify if you do this, then what will be the next step?

					They state “facts” which are incorrect – Make no additional concessions until those facts are clarified

					They threaten to hire a lawyer or file a grievance – Focus on better options for moving forward in the future

					You invest so much time in negotiating you feel pressured – Stick with the facts and ignore emotional pressure

					They say: “I have a problem and I need your help” – Empathize and work to find a deal which is Win-Win for both

					They make statements which are hard to understand – Use if/when statements: “If I…. Then will you be willing to “

					The other person doesn’t let on what they know – Assume they aren’t dumb and only do a deal which is good for all

					They ask for forgiveness rather than permission – Put in place safeguards for the relationship moving forward

					They press you to make a quick decision – Take a time out to think things through logically, not emotionally

					They come up with a Win-Win option you’d not considered – Always analyze both the pros and the cons before deciding

					They try and cut major concessions into smaller pieces – Point out you’ve already made several trade-off concessions

					They set their price by a well-known standard benchmark – Verify their information is, in fact, correct or present other data

					“We’ve never done things that way before” – “So what would it cost to do it this way now?”

					They make a strategic withdrawal from negotiations – Call their bluff by showing you’re willing to walk away as well

			

			
			
			
					Amiables – who focus on building the relationship.

					Drivers – who are bottom-line results oriented.

					Analyticals – who prefer methodically exploring all options.

					Blends – people who have no clear preferences.

			

			
			
					Amiables	Demonstrate genuine respect and concern for feelings.

	Be patient, relaxed and willing to build good rapport first.

	Never do anything that doesn’t build the trust level.

	Ask them for their opinions and feelings about matters.

	Never say: “Don’t take this personally”.

	Be willing for them to think things over before agreeing.

	Always be positive and focused on generating results.




					Drivers	Know your bottom line and have your facts and figures.

	Never discuss your personal feelings.

	Be direct, stay focused and be succinct.

	Ask questions rather than try and tell them facts.

	Don’t take anything personally – business is business!

	Move through your presentations quickly.

	Raise your assertiveness level to demand respect.

	Try and create Win-Win outcomes.

	Avoid giving anything without getting something in return.




					Analyticals	Prepare thoroughly, and have your facts right.

	Keep the discussion factual and business-focused.

	Be patient – you may have to repeat things a few times.

	Demonstrate that what you’re suggesting is logical.

	Don’t be offended by their aloofness.

	Let them proceed cautiously and deliberately.

	Acknowledge their need for organization and logic.

	Always be honest and have high principles.

	Don’t rush, but let them absorb the facts they need.

	Respect their need to know the details.

	Answer their questions in full, and with data.

	Always discuss the pros and cons in equal detail.




					Blends	Take time to connect personally before negotiating.

	Make certain all the deal points are clear-cut and specific.

	Keep things light and humorous.

	Focus on generating as many options as possible.

	Be on the lookout for new and novel approaches.

	Appeal to their sense of commitment.




			

			
			
					General observation – what’s on display in their office, how tidy and organized things are, etc. Amiables and Blends will fill their workplaces with personal items whereas Drivers will have trophies of past victories around.

					Listening – to the kinds of questions your counterpart asks. Drivers will want to get right to the heart of the matter. Analyticals will want a step-by-step breakdown. Amiables will be interested in personal matters. Blends will crack jokes.

					Asking intelligent questions – like “We have a 60-page report that supports our position. Did you want to read that?”

			

			
					They actually withdraw their offer to buy – Show indifference and let your deal stand or fall on its merits

					They make an outrageously high or low offer – Establish the factual base for your original price and move on

					The seller expresses a price as cents per day over years – Do your homework and find out what the actual price is

					They keep adding clauses and conditions to a done deal – State your offer is valid only for 24-hours, take it or leave it

					They give you two options and say: “The choice is yours” – Feel free to accept neither offer and start negotiating

					They say “Yes” to the first offer you make – Tell them you need the approval of someone else first

					They make a big deal out of a minor peripheral issue – Express your willingness to go somewhere else

					They offer to make a concession if you lower your price – Insist that your price is final and not subject to negotiation

					They have a standard contract which must be used – Question whether a “standard” contract is applicable here

					They offer to reward you at some time in the future – Don’t count on anything actually eventuating from their promise

					They do something totally absurd – Compliment them on their passion and emotion

					“How would you like to pay for that, cash or credit card?” – Remember the price is more important than the means

					They bad-mouth their competitors – See whether their comments have any factual basis

					They ask if you’ll pay more for the “perfect solution” – “What would you recommend if we can’t pay that much?”

			

			
			
			
			
					The topics which are most likely to be discussed.

					Who your key information sources will be for the facts and figures you’ll need to structure a good transaction.

					What facts are available to you and your counterpart and which you anticipate they will have already.

					Which issues are negotiable and which issues are not from your perspective.

					What you anticipate will be the needs, interests and preferences of your counterpart.

					Whether they tend to negotiate as an individual or in a team setting.

					Their preferred negotiating style: Amiable, Driver, Analytical or Blend.

					All your options and alternatives which may be called on to create a Win-Win outcome.

					Your vision of your optimum result, your most likely result and your bottom line option.

					The strategy and tactics you envisage using during the negotiation.

					Your preferred alternative if it is not possible to negotiate an agreement.

					Whether you need to create a written agenda or not.

					Where the negotiation will take place.

					How you would go about breaking a deadlock.

			

			
			
			
			
			
			
					“You’ll be sorry if you don’t do this deal” – Be prepared to live with that or look for trade-off concessions

					They use great flattery – Explain that you set these issues aside when making decisions

					They set an unrealistic deadline – Ask why they have chosen that as a deadline and ignore

					They do something weakening the long-term relationship – Remind them of the importance of that relationship

					They show up at a negotiation with a crowd of people – Request a postponement and do some more preparation

					They get you to invest time and effort in the negotiation – Maintain your ability to walk away if the deal is not right

					They say if you don’t buy now, you will probably miss out – Tell them you’re perfectly happy to take your chances

					They threaten to lower the offer in the future – Look for a possible trade-off concession, or call their bluff

					They work hard to build some rapport with you – Thank them but get back on subject in a businesslike way

					They actually push you over the edge with demands – Swallow and keep the negotiation open if its important

					They “test the waters” with a low initial offer – Ask for documentation which backs up their claim

					They think your services are too expensive – Propose a new client discount or stress the value you create

					They try and blackmail you – Publicly disclose the information they have, disarming them

					They try and strong-arm or bully you to do a deal – Don’t retreat, but meet fire with fire and compliment them

					They try and quote so many facts it gets confusing – Work through the facts one by one looking at proof

					They make it clear they don’t care about your interests – Point out that’s irrelevant and stick to the agenda

					They have a positive vision of the negotiation outcome – Do everything you can to make sure both sides win
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