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Preparation

> Appropriate opening statement/response,
procedural matters/rules explained

» Common ground anticipated

» Understood both parties interests

» Understood both parties BATNA/WATNA

/5

/5

Focus on Interests rather than positions

» Avoiding positional statements

» Asking questions/exploring other team’s
interests

» Acknowledging other team’s interests

» Establishing/summarizing issues to resolve

/4

/4

Separating the people from the problem

» Use of “I” messages

> Use of conciliatory or neutral language
including acknowledging other’s feelings/views

> Recognizing the need for face-saving

> Not assuming; check-out/clarify/summarise/re-
framing/paraphrasing

/4

/4

Inventing options for mutual gain

> Not fixing on single solution (position)

> Generating options to meet both parties’
interests

> Assisting in exploring conditional offers

» Complies with ethical responsibilities

/4

/4

Insisting on objective criteria

> Strategies used to overcome deadlocks

> Casting doubt on positions when reality testing
> Casting doubt on unsupported statements

/4

/4

Communication

Eye contact

Awareness of non-verbal communication
Appropriate speed of delivery
Appropriate body language

Adequate closing statement
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/4

/4

Total out of 25
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