Negotiation
	Slide Number
	Presenter notes
	Time allocated

	1
	Welcome. 
If new people are within the cluster it may be worth while spending some time introducing yourself and discussing what your role in school is.  Times are average and some slides may take longer or shorter to discuss.
Slides without notes may be talked through
This session is about enhancing your negotiation skills. 
	2 mins

	2
	Objectives.
[image: ]
Explain what negotiation is, recognise each stage, explain the effect of verbal and non-verbal
	1 min

	3
	Procurement cycle.
The area we are focused on is highlighted in yellow and compliments the other modules we have covered in ‘tender’. 
If this is the first module you are doing and haven’t seen the procurement cycle before here is the explanation. 
The procurement cycle has been broken  down into 5 distinct phases: -
Specify; Buy; Order; Pay; Manage. 
When we used to think about purchasing we concentrated on the Buy and Order phases. Procurement has a much broader scope than traditional purchasing – Procurement has a part to play in how we negotiate, select and ultimately pay our suppliers - particularly as we move into the e commerce arena and electronic orders and invoices become more commonplace.
Negotiation is a big area of work for schools in Tender process of the procurement cycle. 
	1 min

	4
	What is Negotiation?
A process through which parties move from their initially divergent positions to a point where agreement is reached using selected methods of persuasion. 
	1 mins

	5
	Priceberg (hidden costs)

[image: ]
These are some examples of what we think we are paying for – that is usually just the tip of the ‘price’berg. Many hidden costs are incorporated into the final price or could be excluded and be additional costs – it pays to make sure. Don’t make assumptions!


	2 mins

	6
	Influencing methods
These cost you nothing….
· Logic (based on fact)
· Emotion (based on feeling)
· Threat (based on fear)
These can be expensive….
· Bargain (swop)
· Compromise (Split)
If you have time it may be worth the group discussing examples of these?

	1 min

	7
	Key Learning Point
To be effective negotiators there is no right or wrong style, what matters is flexibility, being able to recognise the style adopted by others and being able to change to suit. 
	1 min

	8
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Group activity – split the group into pairs to discuss what they feel are the top 3 reasons suppliers are keen to have our custom. After 2 mins put the reasons on a flip chart and keep adding until all groups have theirs included
	5 mins

	9
	Why are sales people interested in selling to us?
Here are some examples but by no means exhaustive…..
	1 min

	10/11
	Suppliers / Buyers objectives  - Handout NEG01
The two slides show the difference between the supplier and buyers view of their relationship. 
Handout goes into further detail. 
Stress the point that buyers and suppliers may put themselves into different boxes. What you view as strategic may not be a supplier’s core business contract…..
	2 mins

	12
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We need to know as much as possible about how sellers see us, if we are to negotiate effectively with them. 
	1 min 

	13
	Negotiation process
Cyclical process that starts with plan and prepare ->opening phase ->testing ->proposing ->bargaining ->agreement->evaluate and back to plan and prepare->
	1 min

	14
	Spectrum of Negotiation
The middle section of the spectrum will be where there is a win: win situation and a healthy relationship can be established with the supplier. 
	2 mins

	15
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Common negotiation mistakes – Handout NEG02
Talk through the bullet points and discuss the pitfalls. Encourage group to discuss their own experience. Handout NEG02 can be given now or after slide 19 as a reminder of the discussion. 
	1 min

	16
	Tips for better listening
We are all too busy to spend time on things that don’t reach our goals but spending the time to listen will save us time in the long run.  
	1 min

	17
	Key learning point
If sellers think it is important to rehearse how they negotiate with us, why don’t we?
	1 min

	18
	Question types
Encourage the groups to start at the open end by using probing questions and work towards information gathering / closed questions. Summarising at the end will enable you to check your understanding of what your questioning has uncovered. 
	1 min

	19
	Body language to look out for….
You need to be aware to spot this body language in suppliers but also to check you aren’t displaying signs of your thoughts without saying anything!


	2 mins

	20
	Conditioning is
You’ve probably already heard of Pavlov’s dogs who got used to ringing of the bell to expect food. We too can be conditioned by suppliers to expect the worst and anything better is a bonus – even if it’s more than we were paying originally! 
Sellers use conditioning to get buyers to move towards their goal.  
	1 min

	21
	Conditioning by Sellers
We will discuss each of the bullet points in the next slides. Give groups time to read each bullet point. Slides 21- 28 can take longer with groups discussing their own experience. 
	1 min

	22
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The price list…..
Aren’t price lists obsolete as soon as they are printed? Know what your expected or target price should be to help you understand if the price list is reasonable. 
	1min

	23
	Discounts
Concentrate on what the actual price being offered is – not how large the discount is (original price is likely to be inflated)
	1min

	24
	Volume purchase agreements
If you want to buy in volumes consider collaborative purchasing with other schools in your locality. Break points in the contract are useful for ensuring continued supplier engagement and motivation. 

	1 min

	25
	Special deals
Do you need everything that is included in the ‘special deal’? 
	1 min

	26
	Claiming low profits
You obviously don’t want to bind your school to a supplier that is likely to go out of business because the contract is not attractive enough but equally you don’t want to pay for the sale person’s sports car! Check their facts and ensure you know the target price for the commodity or service you are looking to procure. 
	1 min

	27/28
	The dripping tap
Both slides go through the scenario – target price is again a great deterrent. If you have checked market conditions you are negotiating on a basis of fact.  
	1 min

	29
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We can play sellers at the same game by doing the unexpected –Don’t be predictable
· Three quotes or negotiated
· Same purchasing instrument
· Same targets in negotiation
· Same words and phrases
· Same result/outcome
It is more difficult for suppliers to condition in a changing environment! Avoiding deadline – buyers or suppliers can enable you the freedom to negotiate; Giving the procurement a special project name, makes the seller think you have done your research and are talking from a basis of fact.
	1 min

	30
	
[image: ]
Setting objectives in Negotiation
We need to understand how to set objectives, how to get sufficient background information to ensure you understand the implications and consider the actions needed to achieve the objectives. 
	1 min

	31-3
	How to set objectives
We will look at setting negotiation objectives that are SMART:
Specific
Measureable
Achievable
Realistic
Time Based 
Examples of each on the slides 
	2 mins 

	34
	Three possible objectives 
Show by increasing the level of detail in the objective you have more specific targets to measure (and manage) the supplier by. 
	1 min

	35
	To set our objectives
To enable a successful objective to be set we need to understand the state of the market for our requirement, the supplier’s pricing policy. Paramount is to know the markets actual cost of the goods or services and supplier’s keenness to do business, together with the size of our business with the supplier. It is also helpful to look at previous terms and conditions before entering into the negotiations. 
	1 min

	36
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Do you think we have reviewed the objectives set out at the beginning of the session?
	5 min

	37
	[image: ]
Which module next?
	1 min

	38
	 Questions
· How the group will put into practice what they have heard?

	2 mins 
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By the end of this course you will be able to:
+ explain what negotiation is and know how to influence it;
« recognise and explain each stage of negofiation;

+ explain the effect of verbal and non-verbal communication.
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Reviewing our session objectives

We have covered:
+ what negotiation is and know how to influence it;
+ recognised and explained each stage of negofiation;

* explained the effect of verbal and non-verbal
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