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Negotiation Checklist


	Strategy Document Controls
	· Stick to the strategy and negotiate fit, price, TCO and terms and conditions as a package.  
· Do not allow the negotiation to be divided across the provider’s lines of business (i.e. license, maintenance, services, training).

	Positioning
	· Let the vendor know that you are an educated buyer having done a lot of research. 
· Negotiate the most critical (must-have) points up front before expending time on other aspects of the negotiation that will be irrelevant if you are unable to obtain your minimum requirements.

	Legal Review
	· Know when legal counsel is required by either side. 

	Communications
	· Stick to the communications strategy and timeline. 
· Share it with the provider’s participants in negotiation and gain their agreement to follow the timeline.

	Tradeoffs
	· Know when to press and when to retreat from negotiation points based on your list of “must haves” and deal breakers. 
· Don’t agree to anything in isolation – agreement only comes when all factors are known and evaluated as a complete package.
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