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Take-aways  

 
• The different stages of the negotiating process require different methods. 
 
• You can realistically assess your negotiating power if you are aware of both your 

own best alternative and your counterpart’s. 
 

• If you understand the basic structure of the negotiating process, then it is 
easier for you to control the discussion. 

 
• Do not treat different opinions as being wrong, but rather merely as different. 
 
• The outcome of your negotiation can only be considered good if it is better than 

your best alternative. 
 
• If you want to stay friendly with an irascible discussion partner, then disarm him 

to bring him back down to earth. 
 
• You can protect yourself from lies by presenting yourself in a well-prepared 

manner. 
 
• Treat the negotiation as a game, with an object, a playing field, and players. 
 
• When making decisions, always take into account your counterpart’s potential 

reactions. 
 
• You can increase the attractiveness of your offer with some value added. 
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 Relevance  

  
    

 
What you will learn 
In this abstract, you will learn: 1) how to prepare for a negotiation, 2) the four typical negotiation scenarios, and 3) 
how to make a game of your negotiation. 

 
Review  
Many people still hold the view that, when negotiating, one must be brutally tough in order to advance one’s 
interests.  However, this generally does not lead to long-term relationships – and, in worst-case scenarios, it can 
result in the negotiations being broken off.  In this book, the reader learns that expert negotiators proceed quite 
differently – they go soft on the person, but hard on the issues.  This enables them to flexibly navigate through the 
various stages of a negotiation and to capably react to surprises.  The author clearly and vividly describes the 
proper preparation for a negotiation, the typical negotiation scenarios, and the techniques through which flexible 
negotiation succeeds.  She underpins the concepts with extensive concrete examples, and also presents successful 
models of professional negotiation, such as Tony Blair and Silvio Berlusconi, along with their methods.  
Numerous checklists and highlighted tips break up the text as well; these show readers with limited time what 
should be done at a glance.  This book thus not only belongs on the bookshelf of any buyer or seller, but also as 
part of the “battle gear” that they bring with them to a negotiation.  getAbstract finds it to be a very practical guide.  

  

 Abstract  
  
  
 
 
 
 
 
 

 
 “Negotiation experts 
can flexibly switch from 
one method to another 
during a negotiation.” 

 
 
 
 
 
 
 
 
 
 

 
 
“Preparing in a 
professional manner 
helps you have the 
instincts that you need 
in a negotiation.” 
 

 
 
Preparing thoroughly for a negotiation 
A typical negotiation consists of different stages, and each stage requires different 
techniques. 
 
Negotiation experts are able to apply different methods depending upon the situation.  
Good preparation is the name of the game: 
 
 
• Knowledge about the other side: The more details you know about how your 

counterpart negotiates, the better you can react.  
• Negotiation goal: If you don’t establish any goal, then your negotiation won’t end up 

going anywhere.  What do you want to achieve?  Set your goals according to the 
“SMART” principle – they should be Specific, Measurable, Attractive, Realistic, and 
Time-bound.  You should also work out a Plan B – what would be the best alternative if 
you do not achieve your goal? 

• Strategy for concessions: If you make too many concessions, then you will give up 
too much.  But if you refuse to make any, then your counterpart may break off the 
discussions prematurely.  You thus need to determine which concessions you are 
prepared to make and which ones you absolutely will not make. 

• Assessing your negotiating power: In order to be able to realistically assess your 
negotiating position, you must know your best alternative to the negotiated agreement 
(often abbreviated as “BATNA”), and preferably also that of your counterpart.  Any 
outcome of the negotiation must be better than this alternative.  With this, you will feel 
less dependent on your counterpart and will be less prone to overestimating your 
position.  You should also be sure to determine the “zone of possible agreement” (or 
“ZOPA”).  
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“The party with no 
alternatives or poor 
alternatives is 
fundamentally always 
at a disadvantage.” 
 

 
 
 
 
 
 
 
 
 
 
 

 
 “Oversimplification 
makes us no longer see 
the individual, and thus 
become less tolerant.” 

 
 
 
 
 
 
 
 
 
 
 

 
 
“Distorted statements 
serve the consistency 
of one’s own truth.” 
  

 
 
 
 
 
 
 
 
 
 

 
“The Harvard Method 
is not soft negotiation, 
but rather is a 
principle-based 
approach that is 
guided by the 
negotiation process 
and that is geared 
towards getting results 
through reason and 
objectivity.” 
 

 
• Coordinating as a team: When negotiating in a team, gather the individual 

perspectives in order to develop a unified strategy.  Determine precisely what 
information you will divulge, what you will keep to yourselves, and what you wish to 
find out from your counterparts. 

• Understand the negotiation process: If you understand the basic structure of the 
classic negotiation process, then it is easier for you to control the discussion.  After the 
preparation stage comes the “overture”, with greetings and small talk.  Next you 
explore the parties’ interests and develop solutions.  Decisions will then take place, 
followed by the conclusion of the negotiations, with a recap of the agreement, small 
talk, and farewells.  Not to be forgotten is the follow-up, which includes 
documentation, etc. 

 
How to deal with unethical behavior? 
Sometimes our counterparts in negotiations behave unethically.  They lie, attack, and 
play tricks.  It may be, however, that the liar or offender is not conscious of his behavior.  
Differing value judgments, stereotypes and prejudices, third-party inputs, and self-
importance often result in distortions of the truth.  You should thus be very vigilant if you 
perceive a personal conflict of interests.  It is better to hand the negotiation off to 
someone else in such cases.  You should likewise regard different opinions and behaviors 
as what they are – simply different, not wrong.  Prejudices cloud one’s view and inhibit 
tolerance.  If third parties are involved in the negotiations, then analyze their interests to 
check whether these match your values.  If your counterpart is not satisfied even after 
lengthy negotiations, then consider whether you might not have overestimated your own 
contribution to the negotiations; if this is the case, then make concessions where possible. 
 
Negotiation scenario: Friend meets friend 
There are four typical negotiation scenarios, based on the cooperativeness or 
combativeness of the respective parties.  The first scenario is the ideal case: friend meets 
friend.  Both sides negotiate with trust and respect for each other, together finding 
creative ways to achieve their goals.  This set-up provides the best basis for long-term 
collaboration.  When engaged in a cooperative discussion, the so-called “Harvard 
Method” should be utilized.  It consists of the following five principles: 
 
• Separate the people from the problem: Remain friendly towards the person and firm 

only on the issues.  A good relationship is the foundation for a good negotiation. 
• Focus on interests, not positions: Everyone comes into a negotiation with a position, 

and each position has interests behind it.  Since positions are fixed but interests can 
evolve, you should always try to identify the interests that stand behind any position. 

• Develop many ideas: In order to solve a problem, you should develop as many ideas 
as possible, while not evaluating them prematurely. 

• Use objective standards: Negotiating counterparts will only be satisfied with a 
solution if it is fair and objective.  You should thus insist upon transparent procedures 
that are accepted by both sides. 

• Compare with your best alternative: The outcome of a negotiation can be considered 
good if it is better than your best alternative option.  This should thus be the criteria 
used in deciding for or against a possible solution. 

 
Negotiation scenario: Friend meets foe 
 
In a “friend meets foe” scenario, you have less negotiating power than your counterpart.  
While you strive towards an amicable agreement, your counterpart is not interested in this 
and goes on the attack.  He does not distinguish the person (you) from the object being 
negotiated.  The so-called “Getting Past No” method is helpful in this situation.  The   
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“The intermingling of 
actual issues with 
personal relationship 
problems damages the 
negotiating climate and 
paralyzes progress on 
the issues.” 

 
 
 
 
 
 
 

 
“In friend-foe 
negotiations, the 
friendly party will feel 
slightly provoked by 
the hostile party.  
Their own emotions 
will thus get 
increasingly closer to 
the breaking point.” 

 
 
 
 
 
 
 

 
 
“Do not behave exactly 
as your opponent 
expects you to behave.  
Acting differently will 
disarm him.” 

 
 
 
 
 
 

 
“Particularly in foe-
foe negotiations, the 
parties already 
assume that there will 
be lying, tricks, and 
deception.  So 
probably the most 
important 
recommendation here 
is: Be honest 
yourself.” 

 
priority here is controlling your feelings.  You have five techniques at your disposal.  
 
• Reflect instead of reacting: Instead of reacting with a quick temper just like your 

counterpart, you should stop to reflect upon the situation.  Think about why you are 
upset, about the tactics that the other party is using, and about how you want to react to 
this. 

• Change the perspective: Shatter your counterpart’s expectation that you are also 
going to fly off the handle – by staying calm and amicable, you will disarm him.  
Actively listen to him and grant him his arguments.  

• Reframe: If you cannot go along with your counterpart’s position, then try to bring 
together your conflicting interests.  

• Build a golden bridge: If your counterpart may lose face as a result of the solution, 
then you should build a bridge for him.  Include him in the decision-making process, 
and leave the final step in the decision to him. 

• Bring him to his senses: If he still does not want to go along, then present your 
alternatives, thus showing him that you are not dependent upon him.  State clearly 
what is non-negotiable; you should set clear limits in advance for this purpose. 

 
Negotiation scenario: Foe meets friend 
In this scenario, you find yourself in the stronger position and your counterpart in the 
weaker position.  You focus on competition, while he seeks cooperation.  If you act 
thinking only of your own advantage, then you will inhibit any possibility of long-term 
collaboration.  Do not exploit your position through threats, which often lead to 
escalation.  Warnings are better.  Express these respectfully, noting your own alternatives 
as well as the potential consequences for your counterpart – who can then decide himself 
whether or not to give in.  A stronger negotiating position sometimes leads people to 
resort to tricks – but you should avoid this if you are hoping for a long-term relationship.  
Only resort to tricks if there is no other way and if you can handle the consequences.  
One typical trick is using silence; people generally find such silence uncomfortable and 
thus quickly start talking more than they really should.  You might also change the 
agenda shortly before the discussions, or declare certain items non-negotiable.  Likewise, 
some negotiators in positions of power like to add conditions just before finalizing the 
terms of an agreement. 
 
Negotiation scenario: Foe meets foe 
When foe meets foe, both parties will use every means at their disposal to fight for their 
own advantage – and it can sometimes get quite dirty.  Reasons for a lack of willingness 
to cooperate include an inability to do so, a lack of advantages to cooperation, or an 
presumption that one is in a position of power.  Lies are virtually the order of the day in 
such negotiations; protect yourself from them by showing that you have prepared 
yourself well and know the truth.  If you have not had a chance to prepare properly, then 
make clear that you will inform yourself.  Do not ask your counterpart any questions that 
will drive him into a corner.  Moreover, you should set a good example and remain 
honest – since people often lie under the presumption that others are doing so too.  
Always stay polite and help your counterpart save face – if your counterpart loses face, 
then he will behave even more destructively or will seek to be compensated by you. 
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“A negotiation with 
cooperation and 
competition is a game 
in which one’s own 
success does not 
necessarily require 
others to fail.” 

 
 
 
 
 
 
 
 
 
 
 

 
“Anticipate the 
strategic evolution of 
the negotiation by using 
game theory.” 
 
 

 
 
 
 
 
 

 
 
“In order to grasp both 
the big picture and the 
small details of the 
playing field, make 
connections between 
the individual PACT 
elements.  Brought 
together, they will give 
you an overall view of 
the players, the objects, 
the possibilities for 
making contracts based 
on rules, and your own 
negotiation tactics.”  

 
 
 

 
 

 
War and peace 
An expert negotiator does not choose between war and peace, but rather switches 
between different modes as necessary.  Treat the negotiation as a game, with an object, a 
playing field, and players, and proceed as follows: 
 
• Improve the game object: Additional products bring added value to your offer.  One 

example of this is Star Alliance, in which many competing airlines have joined 
together in order to be able to offer their customers seamless connections. 

• Identify the players: The typical participants in the context of a negotiation include 
suppliers, customers, competitors, and others.  These parties are interconnected.  
Sketch out these links in order to get an overview of both the cooperative and 
competitive connections.  

• Shift the positioning of the players: Examine with whom you want to cooperate and 
with whom you do not.  For example, you may be able to reach more target customer 
groups by working together with a competitor.  

• Apply game theory: During negotiations, utilize game theory’s insights about 
behavior in conflict situations, and always take your counterpart’s potential reactions 
into account when making decisions. 

• Making your move: Start off friendly and cooperative.  If your counterpart appears 
unimpressed and behaves like a foe, then adopt his strategy and get your weapons out 
too. 

 
The PACT negotiation tool 
The name of the powerful PACT negotiation tool stands for People, Attraction, Contract, 
and Tactics: 
 
• People: Ask yourself who your fellow players are and what role you yourself play in 

the negotiations.  
• Attraction: Make your offer more attractive by creating added value.  This may be a 

strong client focus, a good relationship, or a particularly well-qualified staff.  
Lufthansa, for example, offers such added value with its “Miles & More” mileage 
program. 

• Contract (rules): You can influence the game to your advantage by changing the 
rules.  Although rules aren’t made to be simply tossed aside, you may be able to tweak 
a thing or two.  This may mean, for example, a best-price guarantee, a non-competition 
clause, or a minimum order quantity.  

• Tactics (for dealing with uncertainty): Negotiations often involve uncertainty.  You 
can minimize this by being well prepared, by acting reasonably yourself, and by 
willingly admitting to your mistakes. 

 About the author  
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