On Negotiating and Making Requests

by Laura Lewin  *

In everyday business situations, requests are made almost on an hourly basis.

Now, how do we phrase requests so that they are not turned down? And if they are, what can we do to make sure there still is room for negotiations? 

Let’s analyze these  two statements.:

· Would you have time to do this for me? 




· I realize you are very busy, but I need to have your cooperation in getting this done by …

While statement #1 is an ineffective statement because of the tone in which the request is phrased, statement #2 sounds more assertive, making this statement much more effective.

What can we do to improve the way in which we negotiate? Let’s take the following into consideration:

Getting feeling out of the way: It is difficult to be effective in our negotiations when we act at an emotional level.

1. Get away from the situation if you feel you are getting emotional. Excuse yourself and ask for a meeting later.

2. Write down your reaction and feelings as if you were talking to an individual.

3. Project your feelings onto objects. Go for a walk, hit a pillow, play a sport.

4. Share your emotions with the other party if you have a good relationship

- but only when you are in control.

Stand off: whenever you feel you are not going to win, try for a stand off. It’s better than a loss.

· You can’t get a promotion, so you continue in your position and say you would like to talk about it again in 6 months, keeping the door open.

· If you can’t agree what movie to go to, you may do something else.

Lose-Win: it means you lose and they win.

This may happen in negotiations. A manipulative strategy may be to let them win unimportant things so on important things to you, you can ask for a win. Of course, this is manipulative, and a win-win is preferable.

Lose-lose: People who are losers often try to blame others or their institutions. A teacher  passed over for a promotion may blame the coordinator or the institution.

Remember also, that when both parties go for a win-lose position, the outcome is usually lose-lose.

Win-win: More and more, individuals are discovering that traditional win-lose negotiation strategies are not effective. A win-win approach is much more effective. Some of the benefits of following a win-win strategy are as follows:

1. Both parties “win” more.

2. Relationships are preserved.

3. Future negotiations are enhanced

4. It is more fun and rewarding psychologically

5. You avoid adversary relationships

Some rules for establishing a win-win environment:

· Make certain the environment is set up for a win-win.

· Be yourself and friendly.

· Be ethical and honest and tell the other party you value that type of behavior.

· Accentuate the positive on both sides.

· Don’t hurry the other party.

· Keep flexibility in each point.

· Remember money is only a small portion of most agreements.

· Be alert toward the other person’s needs and priorities.

· Be a good listener.

· Don’t be greedy.

· Be a gracious “winner”.

And since we are talking about requests I can’t help thinking about wishes.

I wish you all a fun-filled Holiday season, love, prosperity, good health and all your dreams come true!
(As written by Laura Lewin for the Herald Education News)

* Laura Lewin is an experienced teacher trainer and educational consultant. Founder and director of ABS International, she also serves on the Advisory Committee for the TESOL program of the University of California-Irvine. Laura coordinates English Language classes at companies such as Citibank, Disco, Arcor, UPS, and Duke Energy among other companies, and offers consulting services to educational institutions all over the country. Ms Lewin also serves on the Organizing Committee for the International Conference of English Coordinators and Directors of Studies.
