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Issue Worksheet – How to think through your preparation of the issues.
	Issue
	Sub-Issues
	Acceptable Range
	Walk-Away Point
	Concession Strategy & Trade-Off Situation
	Opening Position
	Defense of Position

	What is the underlying issue.

A negotiation issue is defined as an essential concern that one of the parties has.  This should not be confused with a position which is a specific stance that a party may take related to their underlying issue.


	Are there relevant sub-issues that should be considered?
The main issue may have multiple components and each should be considered individually if there is the potential to separate them and negotiate them as individual elements.

It is important to remember that these are sub-issues and not to lose sight of the main issue.
	For each major issue, and sub issue, what is the range of outcomes that you deem acceptable?

This requires you to think through the possible ending positions so that you can define this range prior to actual bargaining

To further develop this you may want to divide that range in to thirds: the adequate range (low 1/3), the satisfactory range (mid 1/3) and the desired range (top 1/3).
	For each Issue and sub-issue is there a point where you will simply walk away from the negotiation?

It is especially important to remain aware of these as you bargain otherwise you may end up under one of your walk-away points due to the give and take of the actual discussion.
	Will you take a hard or soft concession approach?  This can be tied back to how important an issue is.  A hard approach involves little or no movement unless it is in return for a large trade off.  A soft approach involves relatively easy movement.  The soft approach can be used to help earn better outcomes on key issues via issue trade-offs 

You also have to consider what issues you might purposely tie together with the intent of offering movement on one in return for the other.  This can be thought of as trade-off planning.
	For each issue and sub-issue you will need to have a starting position ready to be offered.

Consideration should be given to the extremity of this starting position in light of the anticipated amount of movement that you and the other party may take.

You should also consider at least the next two positions you would adopt if the opening position is not achievable. 
	You can’t just pull your positions out of thin air; they will need to be defensible.  Thus research and logic will need to be applied and you will need to be ready to offer these as a defense of your position.

At first give just the basic defense, but be ready for the full defense if the position is challenged.

	EXAMPLES  (all related to negotiating a job offer)


	Issue: Desire to be well compensated

Position:

Asking for a salary of $90,000.


	Issue:

Desire to be well compensated

Sub-Issues:
Salary

Commission

Bonuses


	Sub-Issue:

Salary

Ranges:

$65K to 90K

   $65 - $75

   $75 - $85

   $85 - $90
	Sub-Issue:

Salary versus Commission 

Walk away if offer is more then 60% commission.
	Issues:

Salary – take soft approach within acceptable range

Vacation Time – be hard on  a minimum of 3 weeks

Trade up to $5000 in salary for extra week off.
	Issue:

Salary:

Open with $88K

Movement points:

   $82K

   $78K

   $73K
	Issue: Salary.

$85K is the mean salary for this position in the area and you have more experience than average
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