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NSW Government generic procurement template

	Title
	Negotiation Preparation Checklist

	Owner
	NSW Procurement, Capability & Governance

	Location
	buy NSW



	This template is used to confirm that all critical commercial, probity, authority and strategy considerations have been addressed before entering negotiations, helping negotiators prepare thoroughly and reduce risk.
This document is a guide only. Any approach to market should be structured around the specific project objectives of the procurement.
If you’re buying on behalf of a NSW Government agency, you must check whether there’s an agency specific template you need to use.
User instructions and guide notes are provided throughout this document to assist users in preparing the report, such as formulating text in accordance with their project; and retaining or deleting optional clauses as applicable. All user instructions and guide notes including this cover page should be deleted after they have been considered/completed. 
Contents page and page numbers may need to be updated.
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Negotiation Preparation Checklist 

	Check
	Yes
	No
	Notes

	A BATNA is in place?
	
	
	

	At what stage is the professional relationship?
	
	
	

	Awareness of tradeables?
	
	
	

	Awareness of budget?
	
	
	

	Awareness of concessions?
	
	
	

	Can the buyer afford to walk away?
	
	
	

	Can the specification be amended?
	
	
	

	Does the buyer have the required authority?
	
	
	

	Does the supplier’s representative have the required authority?
	
	
	

	Have KPIs and SLAs been reviewed (if appropriate)?
	
	
	

	How has the supplier performed (if established relationship)?
	
	
	

	How important is the contract to supplier?
	
	
	

	Is the negotiation a team or sole process?
	
	
	

	Is the specification performance/conformance?
	
	
	

	Is there a time limit for the negotiation?
	
	
	

	Are the “must haves” known?
	
	
	

	Market research has been conducted?
	
	
	

	What approach will be used?
	
	
	

	What are the exchange rates?
	
	
	

	What is the minimum/maximum order quantities?
	
	
	

	What is an acceptable lead time?
	
	
	

	What type of pricing mechanism is preferable?
	
	
	

	What volumes are required?
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