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Negotiation Tip Sheet 
 
 

1. Decide what your main demand(s) is/are, and the minimum you are willing 

to accept. 

 Your main demand is the one (or few) things you want at a bare minimum 

from the negotiation. Write it down, but don’t share your bottom line with 

the other party. 

 
2. Try to figure out what the other party wants before you negotiate. 

 Think about how much you think the other party will be willing to give you 

based on their budget or, for non-monetary issues, their time, their 

policies, or other factors. 

 Think about what the other party might like in exchange for what you want. 

 Think about ways that what you want will benefit the other party. 

 
3. Make a list of “extras” or concessions you are willing to bring to the table 

before you negotiate. 

 Preferably ones that are easier for you to give but have greater value to 

the other party. 

 These should not be deal breaker items or main demands. 

 
4. Make a list of “extras” or concessions you are willing to accept from the 

other party before you negotiate. 

 Think about things that are easier for the other party to give but would 

have greater value for you. 

 These should not be deal breaker items – these should be “nice to haves” 

that you will ask for in exchange for any concessions the other party may 

request. 

 

5. Start higher than the minimum you are willing to accept. 

 This should be somewhere in the realm of reasonable, but high enough 

that it will give you some room to negotiate down without going below your 

minimum if your first proposal is rejected. 

 Explain how your proposal will also benefit the other party, if relevant. 



     Everyday Negotiations: Preparing for Success  – Participant Materials                    2 

Updated: August 14, 2014 

 Use both of your “extras” lists (extras you are willing to give and extras you 

want from the other party) during the negotiations.  If the other party asks 

you to accept less than your initial offer, then you can decide to do one of 

the following: 

a) Hold firm on your initial offer but add in an item from the list of 

“extras” you are willing to bring to the table 

b) Accept less than your initial offer on the condition that the other 

party gives you an “extra” that you want from them in 

exchange. 

 
6. Don’t be unreasonable. 

 If you get your main demand(s), and feel that any concessions you have 

made have been either reasonable or met with appropriate concessions 

from the other side, make the deal.  You can always negotiate for other 

things later and make those your main demands in future negotiations. 

 
7. Know when to walk away. 

 If the other party is unwilling to meet even your minimum demand(s), be 

willing to walk away from the table without making a deal.  At this point, it 

is time to strategize about other ways to get your minimum demands met, 

or to reassess your demands if necessary. 


