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EFFECTIVE NEGOTIATIONS 



Prepare 

Bargain 

Give & Take 

Confer 

Exchange 
views 

Compromise 

Win-win 
Situation 



By the end of using this 
module you should be able 
to:  
• Demonstrate understanding of the 

basic process and approaches to 
negotiation 

• Apply negotiation skills in your 
daily routine 

• Build up talk strategies and use 
appropriate phrases in negotiation 
to achieve a win-win situation 

 



• What is negotiation? 
• What are some of the 

approaches to negotiation? 
• What are the skills needed in 

negotiation? 
• What happens during a 

negotiation? 
• How should negotiators behave 

during a negotiation? 



It is a situation where: 

– two or more different parties meet, discuss 
and reach a decision that benefit them. 

– parties bargain and trade through 

give and take, they confer and 
exchange views to reach a 

compromising agreement. 

– The final agreement satisfies various 
parties. 

– Parties attempt to reach a win-win 
situation. 

– It is neither a barking contest nor a shouting 
match 



 When all parties achieve mutual 
agreement…… 

 When all parties can achieve what 
they want with some give and take.. 

 .. 

 
 

 Clear objectives by each party 

 Mutual respect/understanding of the 
other party’s position. 

 Good preparation and planning 

 Etc…. 

 

 
 



1.  COMPROMISE - All parties agree to meet halfway but the most prepared, the most 
convincing will win the biggest share. 

 Examples of expressions: 

      “Let’s meet halfway.” 

   “Let’s split the difference and meet in the middle.” 

2.  BARGAINING - Offers are made based on conditions stated by all parties. 
 Example of a situation: 
     A group of students will be away on a field trip next week so they requests for the 

cancellation of the class for next week.  The lecturer will cancel the class only if the 
students agree to extend today’s lesson to 2pm instead of 1pm  

     Examples of expressions: 
      “I will cancel next week’s class provided that you agree to extend today’s class to 2pm.” 
      “I will lessen the meeting hours, if the reports are submitted by next week.” 



3. COERCION – One party forces the other party to agree with its terms. (This may happen 
if one party feels that it is indispensible). It works well if there is a majority or an ally. 

    Examples of expressions: 
 “Either you agree to the offer or I close the deal with someone else.” 
    “I’m afraid all four of us agree to moving out which leaves only you.” 

4. EMOTION –A powerful approach that helps or destroys where emotions are used to 
intimidate or draw other’s sympathy.  Therefore, emotions need to be used CAREFULLY! 

5. LOGICAL REASONING – Strategy used by good and experienced negotiators to 
support position or undermine the other party’s position through the use of logic and facts to 
support and undermine another’s opinion. 

     Examples of expressions: 
      “Based on our study conducted on 100 families………… “ 
      “The current price range on IPoD Touch with such specification  in the market today is between  RM1000 

and RM1200… 
 



1.  Planning the negotiation 

2.  Beginning the negotiation 

3.  During the negotiation 

4.  Ending the negotiation 

5.  After the negotiation 



• Research, prepare, read and gather relevant information related to the 
topic/ issue to be negotiated 

•  Clarify vital, crucial, vague questions 

•  Find out other party’s background - business, culture, etc. 

•  Decide negotiation objectives, strategies and agenda 

•  Specify roles and responsibilities within the team 

•  Check and confirm date, time and venue 

•  Prepare and rehearse opening statement 



• Create positive and conducive atmosphere 

• Respect cultural and behavioural differences 

• Establish a framework 

• Stress common interest 

• State position or stand 





• Summarise and agree on the deal 
• Clarify future responsibilities and 

actions 
• End positively 



 

• Recognise successes of negotiation 

• Learn from failure and improve 
strategies for future negotiation 

• Build and extend relationship 



RESPECT is very important in a negotiation and it can be achieved through 
GOOD CHOICE OF LANGUAGE. See the examples below. 

SITUATION DO USE….  DON’T USE…. 

When making requests Would like Want 

X   I want to hear you talk about that first point again. 
√  I would like to hear you talk about that first point again. 

When reminding people on what to do next Should, could, might 

When introducing suggestions I think, maybe, 
perhaps 

X   It’s time to start the meeting now. 
√  I think we should start the meeting now. 

When making suggestions, use questions 

X   Go to the next point now. 
√  So, could you go on to the next point now? 
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