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How to Negotiate a Contract

When to use this How to Guide: 
Follow the steps in this guide to negotiate a contract with The City.
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Revision Date:  May 31, 2022 

Revision Number:   1 

When to use this How to Guide:  

Follow the steps in this guide to negotiate a contract with The City.
 

STEP ACTION 
PART 1 RECEIVE CONTRACT NOTIFICATION 

 SAP Ariba facilitates communication between suppliers and The City during the contract 
negotiation phase. When a City Buyer is ready to begin contract negotiation, you will 
reWceive an email: 

i. Save all contract documents attachments for your review. 
ii. The Task description is included for City Buyers. Suppliers may disregard this section. 

iii. Review comments from the City Buyer under The following notes might also be 
helpful to you. 

iv. Click Click Here to access the system.  
v. Sign in to the SAP Business Network. 
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STEP ACTION 
PART 2 CREATE & RECEIVE COUNTER PROPOSALS 

1. To revise any portion of the draft contract, click Create Counter Proposal. 

 
2. On the Counter Proposal page: 

i. Enter a Message to the City Buyer. 
ii. Click Choose File to attach your counter proposal document(s). 

iii. Click OK. 
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STEP ACTION 
3. If the City Buyer makes a counter proposal, you will receive another email: 

i. Save all contract documents attachments for your review. 
ii. The Task description is included for City Buyers. Suppliers may disregard this section. 

iii. Review comments from the City Buyer under The following notes might also be 
helpful to you. 

iv. Click Click Here to access the system.  
v. Sign in to the SAP Business Network. 

 



How to Negotiate a Contract� 4

 

How to Negotiate a Contract  P a g e  | 4 

STEP ACTION 
PART 3 ACCEPT CONTRACT PROPOSAL 

1. You and the City Buyer may continue creating counter proposals until the negotiation is 
complete. When you are ready to accept the City Buyer’s latest proposal click Accept 
Proposal. 

 
2. On the Proposal Accepted page: 

i. Enter a Message to the City Buyer. 
ii. Click OK. 

 
3. If the City Buyer accepts one of your counter proposals, you will receive an email 

notification.  
The Comment will be “Completed” and the City Buyer can edit this message as needed. 

 

 


