[image: image1.png]


Discussion Planner 

This tool will help you make notes on what you plan to say and do during conversations with managers to discuss salary decisions. Making notes here will give you a framework for a well-rounded discussion with the manager.   

1. OPEN 
· State the purpose of the discussion in one or two sentences
· State why this is important to the manager

I’m calling because we have received your salary decision worksheet for Betty Davis, and I would like to 
 
review it with you.  I know it is important that we process this in a timely manner, so I just need to


ask you a few questions.
2. CLARIFY
· Share information about the situation
· Ask if they have any issues and concerns to discuss

On the salary decision worksheet, I’ve noticed that you want to hire Betty in at a salary of $36,000.


On the posting, you indicated in your recruitment range that you only had up to $34,000. Did you realize that?


Can you tell me little bit about the situation.
3. DISCUSS 
· Explore and discuss ideas
· Ask questions to confirm that they have been heard and understood

· Listen to their suggestions and ideas


Well, we basically have two options.  One, we can repost the position using a recruitment range that


extends to $36,000, or we can offer Betty $34,000.  What would you like to do?

4. AGREE
· Agree to action items
· Check for understanding 

So, it sounds like you don’t want to repost.  We’ll revise the form to show an offer salary of $34,000. 


Is that a plan?
5. CLOSE

· Summarize the discussion

· Highlight important action steps

· Thank them for their time

Thanks for your understanding.  We’ll move forward with processing this new hire and call you if we have


any further questions.  Thanks for your time.
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