Negotiation Preparation Worksheet 


Complete before starting any negotiations. 


Use next page for notes and continuations.





#1. What is our “worst acceptable settlement point”? That is, if we are the plaintiff — what is our minimum settlement point? Or if we are the defendant — what is our maximum settlement point?





#2. What is our best result goal (the best result we can realistically hope for)? 


Never commence a negotiation until the best result goal has been set.





#3. What is our estimate of the adverse side’s best result goal?





#4. What is our estimate of the adverse side’s worst acceptable point?





#5. What can we do to change the opponent’s best result goal in our favor before the negotiation starts?





#6. What non-monetary needs does the other side have? E.g., an apology, feeling of future security, ending a bad public relations situation.





#7. What visual aid can we take and use at negotiation to impact the other side? 





#8. What can we say to increase the other side’s uncertainty of the result if they go to trial?





#9. What can we do to make the other side either “want” to help our client, or “fear” our client? E.g., the client is emotionally appealing, or the client has business relations with them.





#10. Has our client been prepared by us to talk and say the right things to improve our negotiation strengths? E.g., an apparently unrehearsed statement by a plaintiff how things are getting worse than the doctors’ reports show.





#11. List five strengths we have in our case. And then think how best to present each.

















#12. List five weaknesses in our case. And then think how to minimize each.


























#13. What is our Opening Figure? $ _______________


What do we tell the other side is the reason that amount is reasonable for them to accept?














#14. What is our negotiation plan for making concession to change the amounts we suggest as a settlement figure? Plan at least three anticipated concessions carefully so that there are planned explanations we can give for each planned concession. 





Planned steps up/down from our Opening Figure are first to $ _________________


Stated reason for concession:














then to $ ______________


Stated reason for concession:














then to $ ______________


Stated reason for concession:


