Negotiation Preparation Check List

	Check
	Yes  
	No X
	Notes

	A BATNA is in place?
	
	
	

	At what stage is the professional relationship?
	
	
	

	Awareness of tradeables?
	
	
	

	Awareness of budget?
	
	
	

	Awareness of concessions?
	
	
	

	Can the buyer afford to walk away?
	
	
	

	Can the specification be amended?
	
	
	

	Does the buyer have the required authority?
	
	
	

	Does the supplier’s representative have the required authority?
	
	
	

	Have KPIs and SLAs been reviewed (if appropriate)?
	
	
	

	How has the supplier performed (if established relationship)?
	
	
	

	How important is the contract to supplier?
	
	
	

	Is the negotiation a team or sole process?
	
	
	

	Is the specification performance/conformance?
	
	
	

	Is there a time limit for the negotiation?
	
	
	

	Are the “must haves” known?
	
	
	

	Market research has been conducted?
	
	
	

	What approach will be used?
	
	
	

	What are the exchange rates?
	
	
	

	What is the minimum/maximum order quantities?
	
	
	

	What is an acceptable lead time?
	
	
	

	What type of pricing mechanism is preferable?
	
	
	

	What volumes are required?
	
	
	



