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$7,500  is the average amount Americans are underpaid because they don't negotiate.

59%  don't negotiate. 

$600K  is what you’re leaving on the table over the course of your career when you don’t negotiate.*

These are big numbers.

What would you do with an extra $7,500 a year? Pay your student loans or your child’s college? Take 

your family on a nice vacation? Sock it away toward your retirement?

And what would $600K mean to your ability to retire some day?

* According to studies by Glassdoor.
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By using this tool to help you create your own script, you’re about to change those statistics for 

yourself. 

This is what it takes to:

● Increase your confidence, even if you’ve never asked for more money before.

● Reduce your self-doubt, even when you’re scared that you’ll be penalized for asking.
● Feel sure about your value, even when you’ve never measured it before.

You may not want to negotiate because:

● In your current job: You’re afraid that you’ll be criticized or penalized for asking for a raise.

● Applying for a new job: You’re afraid they’ll retract the job offer or think you’re “difficult.”

Studies also show that these fears are not justified. 

Rarely do people get penalized for asking, especially when the ask is well planned and thoughtfully 

delivered.

I know these skills work because I used them to quadruple my own salary in five years. Since then, I’ve 

spent two decades teaching people just like you to negotiate.

Your ask can be well planned and thoughtfully delivered so that you, too, will have great relationships 

with the people you work with. My bosses were happy to promote me and give me more, just like 

your bosses will be for you.  

This workbook contains two scripts: 

SCRIPT 1: NEGOTIATE AT YOUR EXISTING JOB — GET A RAISE 

SCRIPT 2: NEGOTIATE A NEW JOB — ASK FOR MORE 
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[WHAT YOU THINK] It all starts in your mind!

SCRIPT 1: NEGOTIATE AT YOUR EXISTING JOB – GET A RAISE 
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1. Do you deserve this raise? Why? Make a list of the things you’ve done that merit a raise. 
Your notes

 

PRO TIP: Be specific. Include things like you increased sales by 10%, shortened response time by 24 hours, or added 
responsibilities since you started in this role. 

PRO TIP: Include testimonials/recommendations from co-workers and clients who are happy with your work. Be 
specific! Email them and ask, “What did I do well on this project?” 

2. Do research about the salary. What would they pay if they were going to replace you? What’s the 
range for your skill level where you live? 
Your notes

 
PRO TIP: Write down a range of $15—$20K. For example, you may think, “I should be paid $50—65K.”  This is NOT 
what you’re going to say out loud to your boss. When you get to the next section on What To Say, you’ll learn why 
it’s important to only say the high end of the range, or in this case $65K. But in your mind, be clear about how low 
you would be willing to go and feel comfortable accepting.  

PRO TIP: You may not find the exact title of your job or when you look at the description of tasks. Look for similar 
titles and jobs with similar responsibilities.

Keep track of your research so you can answer questions like, “How did you come up with that 
number?” Being able to share a document that covers the job titles you researched, the 
responsibilities and how they compare to the job you are doing or interviewing for will give you 
credibility and justification for your number. 



[WHAT YOU THINK] It all starts in your mind!

SCRIPT 1: NEGOTIATE AT YOUR EXISTING JOB – GET A RAISE 
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3. Get clear about what you want. Ideas: salary, flexible schedule, telecommuting, more paid 
time off, a phone and data plan, a laptop, etc.  Make a complete list. 

 Your notes

 

 
PRO TIP: Be specific. Know clearly what will make you happy and what won’t. Be prepared to ask for exactly what 
you want, such as, “I’d like $56K, one telecommuting day and an additional three days of paid time off,” rather than 
leaving it up to your boss, such as, “What do you have in mind?” 

 

4. What’s important to your boss? Ideas: 

• When does your boss do the budget and what’s the process for including raises? 

• Is there a mandate to keep the headcount down or freeze salaries? 

• Is the company (and/or your department) growing or shrinking? 

• How is your boss compensated? What is in it for them to be your advocate?

• What’s your next career move in the company and how would that benefit them? 

• Is your boss interested in/motivated by your success? Will they care if you thank them for 

mentoring you or advocating for you? 

• How is your boss measured for success when it comes to retaining and growing their 

employees?

• What projects are they working on that you may not know about and may be able to help with, 

even if you haven’t been asked? What are your skills that could help your boss meet this 

challenge?

 

5. Now picture yourself asking for what you want. What scares you about this? Facing your fears 
is an important part of your preparation. 

PRO TIP: Imagine the worst case scenario. What would you do if THAT happened? 



[WHAT YOU SAY] Now it’s time to talk…

SCRIPT 1: NEGOTIATE AT YOUR EXISTING JOB – GET A RAISE 
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1. Ask for the meeting. Don't surprise your boss with this conversation. This might sounds like, “I’d 
like to set up a time for us to talk about my compensation.” 

Once you have the meeting, here’s how to get started… 

2. Frame the meeting from a positive perspective. Be clear and not emotional. Only focus on the facts 
related to your performance. 

This might sound like, “Thanks for meeting with me to talk about my compensation. I realize that 
this may be the least favorite part of your job, but it’s really important to me. I’d like to share with 
you (1) the things I’ve done to deserve a pay increase and (2) the research I’ve done about 
compensation in my job. Does that sound OK?” 
Your notes

PRO TIP: Try not to make your boss defensive by saying things like, “I’m leaving if I don't get a raise,” or “You’ve been 
paying me below market rate for too long.” 

3. Start with “(1) the things I’ve done to deserve a pay increase” (see above). Go back to your list of the 
things you’ve done that merit a raise, choose the 2-3 strongest reasons. “I’m proud of what I’ve 
accomplished and appreciate the opportunity to share these highlights with you.”  

What you’ll say (write it down and practice saying it out loud!):

PRO TIP: Don't bring anything personal into this conversation. Your reasons are that you are a high performer, and 
that’s it. Never use personal reasons like, “I want to buy a house,” or “My kid is off to college in the fall.” 



[WHAT YOU SAY] Now it’s time to talk…
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4. Be ready to share “(2) the research I’ve done about compensation” (see the previous page). Build 
your case and credibility with a document that shows where you did research (Glassdoor, 
Salary.com, Payscale, etc.) and a summary of what you found. 

This might sound like, “Based on this research, a high performer would be paid $X. I’ve shared the 
things I’ve done to be perceived as a high performer. I’d like to be paid as one.”  

What you’ll say (write it down and practice saying it out loud!):

PRO TIP: Be specific! Give a % or a number. 

AND NOW JUST BE QUIET!

Silence is a powerful tool. Allow your boss to think about what you’ve said. Do not speak again until 
your boss has a chance to respond. 



[WHAT YOU DO] Next steps
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1. Be prepared for what your boss will say and what you’ll say in response. In almost every situation 
where you get rejected, a smaller offer than you want or anything that surprises you, ASK A QUESTION. 

EXAMPLE: “I’d like to give you a raise, but I don't have the budget.”

• “What do you have budgeted?” Then, “How did you come up with that number?”

• “When is your next budget cycle?” And then, “What would it take for you to put my raise into your next 

budget?”

• “If we are able to come to a number that works for us both, what are my opportunities for advancement or 

an increase?” For example, “If I meet these three criteria, I will get a 4% increase at six months. If I then 

meet these additional two criteria, I will get another 10% increase at twelve months, which will get me 

much closer to that high performer salary range.” 

EXAMPLE: “Nobody’s getting a raise (fill in whatever reason they give you).” 

• “I have to admit that I’m disappointed. Would you be willing to share the reason why?” 

• “Do you know when that (reason) will change? I’d like to get a meeting on the calendar to revisit this when 

you have the ability to help get my salary aligned with my results.” (You can insert the things you’ve done 

that merit a raise.)

PRO TIP: Make a summary statement. “I’m not being compensated within the lower range of what I found in my 
research. Based on my performance, I believe that an average performer would be getting X% more than me, and a 
high performer as much as X%.  I’d like to get an X% increase now, that would get me up to the average performer 
level. Then we can talk about how I can get up to the high performer level.”



[WHAT YOU DO] Next steps
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2. Always have a specific NEXT STEP in mind. Put every next step on your calendar now to be sure you 
and your boss stick to the plan for your advancement! 

EXAMPLES: 

• “Let’s get a meeting on the calendar to revisit this when you have the ability to help get my salary aligned 

with my results. When do you start planning for your next budget year?”

• “I’d like to set that meeting up now so we have our check in at six months scheduled. We can always move 

the exact date or time as we get closer, but this will help me stay on target to meet my goal and get that 

increase, as we discussed.”

• “Let me be sure I understand…the X% will be in my next paycheck and we will meet again in six months to 

discuss my results and the additional X%, is that right?”

3. Planning and practice. Write out your script and say it out loud at least 10 times before your meeting! 

If you’re not quite ready to go talk to your boss, if you need an 
extra shot of confidence, click here to take the next step. 

https://nwcschool.melissahereford.com/fearless-mindset-course-beta-home/?utm_source=FBScript&utm_medium=seg_Funnel&utm_campaign=Salary_Neg_Script
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[WHAT YOU THINK] It all starts in your mind!

SCRIPT 2: NEGOTIATE A NEW JOB – ASK FOR MORE  
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1. Do you deserve to make more money? Why? Make a list of the things you’ve done that merit 
making more. This will be your “Confidence Cheat Sheet” if you get nervous or have any doubts 
about whether you deserve it. 

 

PRO TIP: Be specific. Include things like you increased sales by 10%, shortened response time by 24 hours, or added 
responsibilities since you started in in your last role. What are the things you do that make you above average?  

2. Not sure whether or not you are a high performer? If you don’t believe that you deserve more, you 
won’t be able to convince a hiring manager. 

Rather than relying on your self-confidence or self-doubt, collect data to find out. Send an email to 
your co-workers and clients who have been happy with your work and ask them for a 
testimonial/recommendation. 

When you need a Confidence Boost you can read these testimonials to remind you about how 
great you are. Viola, you have your own “Confidence Cheat Sheet!” 



[WHAT YOU THINK] It all starts in your mind!
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3.  Research the salary. What’s the range for your skill level where you live? 

PRO TIP: Write down a range of $15-$20K. For example, you may think, “Based on this research, I should be paid 
between $50—65K.”  This is NOT what you’re going to say out loud! When you get to the next section on What To 
Say, you’ll learn why it’s important to only say the high end of the range, or in this case $65K. But in your mind, be 
clear about how low you would be willing to go and feel comfortable accepting.  

 

PRO TIP: You may not find the exact title of your job or when you look at the description of tasks. Look for similar 
titles and jobs with similar responsibilities. 

Keep track of your research so you can answer questions like, “How did you come up with that 
number?” Being able to share a document that covers the job titles you researched, the 
responsibilities and how they compare to the job you are doing or interviewing for will give you 
credibility and justification for your number. 

4. Get clear about what you want. Ideas: salary, flexible schedule, telecommuting, more paid time 
off, a phone and data plan, a laptop, etc.  

 

PRO TIP: Be specific. Know clearly what will make you happy and what will make you start looking for a new 
job. Be prepared to ask for exactly what you want, such as, “I’d like $56K, one telecommuting day and an 
additional three days of paid time off,” rather than leaving it up to them, such as, “What do you have in mind?” 

 

4. Now picture yourself asking for what you want. What scares you about this? 



[WHAT YOU SAY] Now it’s time to talk…
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1. Start by sharing your enthusiasm. It might sound like this, "I’m excited about this job and know 
I can add a ton of value to the company and the job because of my experience (such as 1, 2 and 3)." 

What you’ll say (write it down and practice saying it out loud!): 

 

2. Quote the high end of the range. Go back to your research and find the high end. Be clear and 
not emotional. Only focus on the facts.  You might say something like, "As you know based on my 
experience, I’ve been a high performer at all of my previous jobs. Based on my research, I found 
that this job in our area with my experience as a high performer pays up to $X."

What you’ll say (write it down and practice saying it out loud!): 

 

PRO TIP: Don't bring anything personal into this conversation. Your reasons are that you are a high performer, and 
that’s it. Never use personal reasons like, “I want to buy a house,” or “My child is off to college in the fall.” 
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3. Be prepared to share your research. Build your case and credibility with a document that 
shows where you did research (Glassdoor, Salary.com, Payscale, etc.) and a summary of what you 
found.

You might say, “Based on this research, a high performer would be paid $X. I’ve shared the things 
I’ve done to be perceived as a high performer. I’d like to be paid as one.”  

What you’ll say (write it down and practice saying it out loud!)

PRO TIP: Be specific. Give a number. 

 AND NOW JUST BE QUIET!

Silence is a powerful tool. Allow the other person to think about what you’ve said. Do not speak 
again until other person has a chance to respond. 

 



[WHAT YOU DO] Next steps
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1. How do you think the other person will respond? Be prepared for what you’ll say in response. In 
almost every situation where you get rejected, a smaller offer than you want or anything that surprises 
you, ASK A QUESTION. 

EXAMPLE: “That’s above the range we have budgeted/above what we’re able to pay.”

• “I’m surprised that your range is much lower. Would you be willing to share how you came up with 
your range? Perhaps I misunderstood the job requirements.” 

• “I’m sure you understand how important salary is for me. Even if the salary is not negotiable, I am 
still excited and very interested in the job. I’d like to discuss the benefits other than salary…”

• “I’d like to contribute to the growth of the company and I am interested in what my career path 
can be here. What do the previous people in this job move on to? Is there a career path for me in 
this position?”

• “If we are able to come to a number that works for us both, what are the opportunities for 
advancement or an increase?” 

There are reasons why you’d say YES to a lower salary.  

There are things to consider other than just salary.  Will you get good experience that will help you 
move from where you are to where you want to be in your career? You may sacrifice the salary you 
want if you’re clearly getting something else that will help you move up. (And you should still ASK!) 
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Tough Questions to Expect

Q: “What were you making in your last job?” 

There’s no hard and fast rule about answering this question but if you do answer it and you’re 
underpaid at your current job, it sets a lower anchor for what they’ll offer you. That’s one reason that 
this question is becoming illegal in many states. 

• “This job is different from my last job, so my past salary shouldn't matter. Based on the research 

I’ve done, this position should be paid up to $....” 

• “This job and my past job aren’t comparable, so my past salary isn’t relevant.” 

• “I’m currently making $X but based on my research, I’m under market value by up to 20% which is 

one of the reasons I am leaving that company.” 

• “My previous company considered salary a confidential topic and I respect their request to keep 

that confidential. I would do the same for you.” 

Q: “What are your salary expectations?”

• “Based on my research, I found that this job in our area with my experience pays up to $X." (Notice 

that you should only say the high end of the range. Never give a range. If you say, “Based on my 

research, I found that this job in our area with my experience pays between $50-65K,” you hear 

“$65K” but the other person hears “$50K.”)

• “I’m sure the salary range varies based on the qualifications of the person. Based on my experience 

and the responsibilities of the job, I believe the salary should pay up to $X.” 

• “I’d like to better understand the role and whether I’m a good fit before we talk about salary.” 

If you’re not quite ready, if you need an extra shot of 
confidence, click here to take the next step. 

https://nwcschool.melissahereford.com/fearless-mindset-course-beta-home/?utm_source=FBScript&utm_medium=seg_Funnel&utm_campaign=Salary_Neg_Script
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You’ve got your script, you’re ready to go. 

Do you find that, even with what to say in front of you, you just don't feel ready?

You’re not alone.

The number one factor in your success is your ability to communicate more clearly and influence 

others to get things done.

That ability starts with your MINDSET.

You can’t just say, “I deserve this.” You have to believe it.

If you’ve ever said,

● “I’ve been in one job/company for a long time and I’m nervous about making a change.”

● “I want to make a move but I’m scared to give up what I have or take a chance on something 

new.”

● “I don’t have enough experience to apply for the job I really want.”

● “I’m afraid I’ll be called ‘bossy’ or ‘too aggressive’ if I ask for what I want.”

● “I don’t want to be labeled as ‘difficult’ or ‘not a team player’.”

Then my self-paced class, Fearless Mindset is your next step forward.

Click here to learn more. (https://validssl.pro/ReW2H)

https://nwcschool.melissahereford.com/fearless-mindset-course-beta-home/?utm_source=FBScript&utm_medium=seg_Funnel&utm_campaign=Salary_Neg_Script
https://nwcschool.melissahereford.com/fearless-mindset-course-beta-home/?utm_source=FBScript&utm_medium=seg_Funnel&utm_campaign=Salary_Neg_Script
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