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Course Syllabus 

COURSE DESCRIPTION 

This course is designed to benefit individuals involved in everyday negotiating and 

acquiring project support from other companies.  Participants will be taken through 

each stage of negotiating, from the initial planning to the final "handshake" and the 

memorandum of agreement. Ten negotiation principles are presented including how 

to use the three basic forces in every business negotiation--power, information, and 

timing. Participants will also be shown how to understand and use the Negotiation 

Mode Matrix technique as a means for moving people from ineffective negotiating 

strategies and tactics to more cooperative and mutually beneficial approaches. Case 

studies and role playing will help students translate new knowledge in to job-related 

skills.  

COURSE OBJECTIVE  

The objective of this course is to equip students with the ability to negotiate 

successful agreements within the project environment, including informal peer 

agreements and more formal business negotiating with other companies. 

LEARNING OBJECTIVES 

 What it takes to be a good negotiator 

 How to prepare for a negotiation 

 How to develop fair alternatives 

 How to effectively use power, information and timing   

 How to use the best negotiation style 

 Last minute things to do before negotiating 

 How to get the negotiation successfully started 

 Dealing With negotiation strategies and tactics 

 How to reach acceptable agreements 

 How to successfully complete a negotiation 

SKILLS TO BE DEVELOPED 

 The ability to recognize when something can be negotiated. 

 The ability to create effective alternatives for reaching a successful agreement. 

 The ability to recognize and counter hard line tactics and strategies. 

 The ability to skillfully use power, information, and timing in a negotiation. 

 The ability to develop an effective negotiation plan. 

 The ability to overcome typical negotiating barriers. 

 The ability to understand the human side of negotiating. 

 The ability to bring a negotiation to a successful close. 
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RECOMMENDED TEXTS 

 Getting to Yes: Negotiating Without Giving In, by Roger Fisher and William Ury. 

(New York, NY: Penguin Books). 

 Getting Ready to Negotiate: The Getting to Yes Workbook, by Roger Fisher and 

Danny Ertel. (New York, NY: Penguin Books). 

GRADING 

 A = 90 - 100 points 

 B = 80 - 89 points 

 C = 70 - 79 points 

 D = 60 - 69 points 

 Failing = 59 points or below 

Scoring 

 Class Participationéé.é.40 points 

 Final Examéééééé.é..60 points (multiple choice, open book) 

GRADING POLICY 

Incomplete grade - given to those students who are passing the course but are 

unable to attend more than 80% of the classes or take the final exam.  In order to 

apply courses toward the certificate program an average of ñBò or better is required. 

FINAL EXAM RETURN 

Bring a large, 9 x 12 inch, self-addressed stamped envelope on the last day, if you 

wish to have your exam returned to you. The student is responsible for including 

adequate postage for the six-page final exam. 

AGENDA 

First Saturday 

 Syllabus (8:30 AM) 

 Introduction (9:00) 

 Break (9:40) 

 Video (9:50) 

 Three Forces (10:30) 

 Exercise (11:15) 

 Lunch (12:00 PM) 

 Five Critical Skills (1:00) 

 Break (2:00) 

 Five Critical Skills Contôd (2:15) 

 Exercise (4:00) 

2nd Saturday 

 Business Negotiating (8:30 AM) 

 Break (10:00) 

 Business Negotiating Contôd 
(10:10) 

 Lunch (12:00 PM) 

 Putting It All Together (1:00) 

 Role Playing-Round 1 (1:15) 

 Break (2:15) 

 Role Playing-Round 2 (2:30) 

 Final Exam (3:30)
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INSTRUCTORôS BACKGROUND 

MICHAEL D. TAYLOR, M.S., has over 30 years of project/subcontract management 

and engineering experience. During this time, he managed projects and subcontracts 

ranging in value from $2 million to $20 million by successfully directing 

multifunctional, multicultural project teams. Mr. Taylor managed subcontracted 

projects with other major companies including:  

 Honeywell Satellite Systems, Phoenix, Arizona  

 Harris Corporation, Melbourne, Florida  

 Scientific Atlanta, Atlanta, Georgia  

 LNR Incorporated, Long Island, New York  

 AEC-Able Engineering, Santa Barbara, California  

 LTV Incorporated, Dallas, Texas  

 RACAL Communications Corporation, Baltimore, Maryland  

 Electrospace Systems Incorporated, Garland, Texas  

Mr. Taylor is principal of Systems Management Services, a management training and 

consulting company specializing in project and program management, and is a 

member of the Project Management Institute. In addition to conducting project 

management courses, he is also the UCSC Extension Business and Management 

Coordinator for the Project and Program Management (PPM) Certificate Program and 

the Advanced Project and Program Management (APPM) Certificate Program. He has 

conducted project management training at companies such as GTE, Siemens, TRW, 

Sun Microsystems, Loral, Minolta, Santa Clara Valley Water District, and Inprise 

(Borland). He has conducted classes in the UCSC Extension Leadership & 

Management Program (LAMP) and was a guest speaker at the 2001 Santa Cruz 

Technology Symposium. 

MAJOR AWARDS  

 Space Station Freedom Superior Performance Award  

 Lockheed Project P285 Subcontracts Management Award  

 Lockheed President's Award (Dr. F. Oder)  

 Lockheed Project P377 Proposal Team Award  

UCSC EXTENSION INVOLVEMENT 

Mr. Taylor has been teaching in the UCSC Extension Business and Management 

Departmentôs ñProject and Program Management Certificateò program since 1995 

and is also the PPM Certificate Coordinator. 

COMMUNITY INVOLVEMENT  

Big Brothers/Big Sisters of Santa Cruz  

INSTRUCTOR WEBSITE 

http://www.projectmgt.com 

CONTACTING THE INSTRUCTOR 

Students may contact the instructor at: taylorsms@sbcglobal.net 
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COURSE OUTLINE 

I. Introduction 

A. Getting Started 

B. Negotiating is Needed To   

C. Seven Common Negotiating Mistakes 

D. Negotiating Facts of Life 

E. Good Negotiators 

II. Three Forces in Every Negotiation 

A. The Three Forces 

B. Power in Negotiating 

C. Six Sources of Power 

D. Information in a Negotiation 

E. Managing Information 

F. Knowledge of Issues 

G. Timing in a Negotiation 

III. Five Critical Negotiation Skills 

A. Five Critical Negotiation Skills 

B. Skill No. 1: The Ability to Communicate Clearly 

C. Skill No. 2: The Ability to Use the Best Style 

D. Skill No. 3: The Ability to Manage Conflict 

E. Skill No. 4: The Ability to Persuade 

F. Skill No. 5: The Ability to Negotiate From Interests. 

IV. Business Negotiating 

A. Three-Stages of a Negotiation 

B. Stage 1: Planning in Ten Steps 

C. Stage 2: Negotiating 

D. Stage 3: Closing the Negotiation 

V. Putting It All Together 

A. Step 1: Plan The Negotiation 

B. Step 2: Conduct the Negotiation 

C. Step 3: Close the Negotiation 

 


