
Preparing Negotiation: 
5 Stages of Negotiation Process

Business Checklist 101

PreparationPreparation
This stage involves gathering information, defining goals, and understanding the 
needs and priorities of both parties. Identify your BATNA (Best Alternative to a 
Negotiated Agreement) and set your reservation point—the minimum acceptable 
outcome. Research the other party's interests, constraints, and potential negotiation 
strategies.

Clarification and JustificationClarification and Justification
Both parties seek to clarify and justify their positions, addressing any 
misunderstandings and providing additional information. This stage may involve 
further exploration of interests and the reasons behind each party's position. It helps 
in building mutual understanding and finding common ground.

BargainingBargaining
In this stage, both parties make concessions and compromises to reach a mutually 
beneficial agreement. The give-and-take process involves negotiating terms, such as 
price, quantity, timelines, and other relevant factors. Creativity and flexibility are key 
during this stage to find solutions that meet the needs of both parties.

DiscussionDiscussion
This is the stage where the actual negotiation takes place. Each party presents their 
case, discusses their goals, and explores potential areas of agreement. Active listening 
and effective communication are crucial during this stage to understand the other 
party's perspective.

Closure and ImplementationClosure and Implementation
Once an agreement is reached, it needs to be formalized and documented. This stage 
involves creating a written agreement or contract that outlines the terms and 
conditions agreed upon during the negotiation. Ensure that both parties fully 
understand and agree to the terms before finalizing the deal.

Negotiation, a dynamic and essential aspect of human interaction, encompasses a 
multi-stage process that demands strategic planning, effective communication, and a 
commitment to finding common ground. From meticulous preparation to the finalization 
and implementation of agreements, navigating the complexities of negotiation is crucial 
in achieving outcomes that satisfy the interests of all parties involved.
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