Making requests			

It is helpful to make requests in a straightforward and open way. It is not helpful to make requests in such a way that the other person finds it difficult to refuse.

· Do be clear about your rights in the situation. 
· Do decide exactly what it is you want.
· Do say so specifically and directly:
‘Anne, I’d really like the project plans by the end of next week. Are you able to manage that?’

· Don’t make apologies
‘I’m very sorry to bother you.....’ ‘I hope you don’t mind....’ ‘I hope you don’t think I’m a nuisance, but do you think you could possibly........’

· Don’t justify yourself for making the request
‘I wouldn’t normally ask anybody. I don’t like to be a nuisance, but my car’s broken down Steve’s not picking up, and my mum’s working late and I need to be at a 3 o’clock meeting…..

· Do give a reason for your request if you think it will help
Be sure it’s genuine and keep it brief.
‘Pete, I haven’t got a car for tomorrow’s meeting. Would you be able to give me a lift please?’

· Do keep it short
Long-winded explanations get confusing and increase the chances that you will start justifying yourself.

· Do use the other person’s name
‘Angie, I need all the data for next Friday’s meeting, will you be able to let me have yours by Monday please?’

· Don’t ask indirectly, drop hints or expect the other person to mind read.
‘I’m really going to have problems next week if I don’t get all this information together.’

· Don’t ‘sell’ your request with flattery or tempting benefits
‘Mike, you’re just the man for this job, would you......?’ ‘Tina, I’m sure this piece of work will be of interest to you......’

· Don’t play on people’s friendship or good nature
‘Be a pal and circulate this to everyone by lunch time.’

· Don’t take a refusal personally…
even when the request is of a more personal nature, or when the colleague is also a friend. Otherwise, they might end up feeling guilty about refusing. 

· Do be aware of the rights of the other person

· Respect the other person’s right to say no 
Don’t become persistent with non-assertive pleading or aggressive bullying.

[bookmark: _GoBack]Give more information and clarification if the person is unable to meet your request. If the answer is still ‘No’, put your energy into joint problem solving rather than into persuading the other person to meet your request.
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