
 DO YOU NEED TO NEGOTIATE? 

 RUN A SWOT ANALYSIS 

 

 

  
   

    

   
    

 

 

 

 

Get ready to negotiate: A checklist 
When it comes to negotiating, preparation can help you handle surprises and come to terms that everyone 
feels good about. 

When you’re running a small business, negotiating opportunities aren’t always obvious — it might feel weird to ask 
your suppliers for lower prices. To help you spot opportunities to negotiate: 

Create clear goals for your business. 
Outline how a new arrangement could help you reach your goals in a negotiation mission statement. 

Use these answers to write your negotiation mission statement. This statement can help keep you on track as you 
negotiate, so make sure it includes: 

Why current (or offered) terms don’t work; this is why you’re negotiating. 
Ideas for updated terms that help you reach your goals. 
Potential areas of compromise: What can you offer? 

What are your  
short-term goals?    

What are your  
long-term goals?    

What changes could  
help you get there? 

Your negotiation 
mission statement: 

With a SWOT analysis you outline your strengths and weaknesses going into the deal. Then, list out the 
opportunities for both parties and any threats to reaching an agreement. 

Strengths Weaknesses Opportunities Threats 

It’s important to consider the other party’s goals as you do this analysis. List a few here: 

If you can anticipate what your counterpart wants, you may be able to offer better terms and find a win-win situation. 



 DRAFT A BATNA 

 

 

 

 
 

Negotiations aren’t always successful, so it’s important to go in knowing your BATNA, or best alternative to a negotiated 
agreement. Harvard Law School suggests following this process to determine your BATNA: 

List alternatives. What can you do if 
negotiations fall through? What other 
deals could still be on the table? What’s 
the next best course of action?    

Evaluate each alternative.  
How much is each alternative deal 
worth?    

Select the best alternative (your 
BATNA). Which has the highest value 
and gets you closest to where you 
need to be?    

 Now that you’ve identified your best alternative, revisit your negotiation mission 
statement. What is the lowest value deal you are willing to accept? 

PREPARE AND PRACTICE 

Confidence and comfort are key to a successful negotiation. So think through how you can enter negotiations with the 
most confidence.    

When and where will you negotiate?  
Create a situation where you feel comfortable. 

Plan ahead: What will help you think during 
negotiations? This could be anything from having a 
glass of water handy to bringing your accountant. 

How much time do you have? Deadlines can add 
pressure: Will this work in your favor? 

How did your last negotiation go?  
Note ideas for improvement. 

For more actionable tips and advice to help you manage your money, build your network, and run 
your business, visit our Small Business Resources page. 
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https://www.pon.harvard.edu/freemium/batna-basics-boost-your-power-at-the-bargaining-table/
https://www.wellsfargo.com/biz/wells-fargo-works/
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