
Negotiations Worksheet

Thanks for the offer/interest in position: 

Highlight how your relevant qualifications will benefit this company:

(Where do your qualifications surpass position requirements?)

Points to negotiate in priority order:
Negotiate one point at a time, reach closure and then move on to your next point.

Summarize the offer

Request the offer in writing:

Get permission to consider the offer (confirm when you need to get back to employer with response):

Reiterate your gratitude and interest in the offer:
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