A

Acceptance letters, severance
packages and, 50
Ad hoc workplace, general changes
in, 8-10
Advancement, no guarantees of, 8
Age discrimination, company icon
being fired and, 40
Alcohol problems:
confronting employee witl:,
workscript, 184-185
dealing with, 182, 186
Anger, 9
absorbing after breaking bad news,
workscrips, 145
channeling, being terminated close
to retirement and, 54
minimizing, relocations and, 33
Annual reviews:
changed nature of, 197
future potential terminations and,
197, 199, 202
manager and, 198
in the past, 196
scheduling of, 198-199
Anonymity, collective, ending
backstabbing and, 159
Antagonistic relationships at work, 151
Appeals, 63

Appearance in provements:
asking for, 152-153
asking for, workscript, 154-155
Assignments
turning down, 132-133
turning down, workscript, 134-135
Attire, professional, 152-153
Authority challenges, avoiding, 62—-63
Automatic raises, as thing of the
past, 108
Availability, ongoing, of terminated
employee, 55, 60-61, 64-65

B

Backhanded self-criticism, calling
employee on, 202
Backstabbing:
confronting someone engaging in,
workscript, 162-163
ending, 157, 159
pay cuts and, preventing, 81
privately putting end to, workscript,
160-161
publicly putting an end to,
workscript, 158
standing out from the crowd
and, 131
verifying complaints related to,
157, 159

223
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Bad news, breaking, 142-143
Benefits packages:
cutbacks and, maintenance of, 69
negotiating job offers and, 213
purchases/mergers and, 28
turning into part-timer, workscript,
78-79
Bereaved employees, vacation time
use and, 123, 130
“Blaming the messenger,” warning
of potential client or customer
problems and, 143
Body language, 8
Body odor/hygiene problems,
speaking with employee about,
153, 156
Bonus payments. See Cash
bonuses
Boss:
backstabbing aimed at, 157
being nonthreatening to, 132
breaking bad news to, 142-143
breaking bad news to, workscript,
144-145
encouraging prominence for,
131-132
Breaking bad news:
to boss, 142-143
to boss, workscript, 144--1:45
Breath mints, 153, 158
Bridging, as part of ceverance
packages, 42, 22
Brownnosing:
putting end o, 171
putting end to, workscript, 174
Budget increase requests, 120,
122-123
making, workscript, 126-127
responding to, workscript,
124-125
timing of, 123
Budget reductions:
mandating from departments and
teams, 102
workscript, 103
Bureaucracy, reorganizations and, 26
Business attire, for meeting new
staff, 20

C

Career model, traditional, collapse
of, 7-8
Careers, expiration dates for, 3, 4-5,
70
Career shifts:
selling to interviewer, 212-213
selling to interviewer, workscript,
216-217
Cash bonuses:
one-time, 107, 110
one-time, in lieu of promotion, 115
one-time, in lieu of promotion,
workscript, 118, 121
one-time, responding 1a raise
request and, wer¥script, 113
Cash flow crises, furi~ughs without
pay and, 71-75
Chain of cciiiinand, making end run
arounsiyour boss, workscript,
6e-G7
Cha<:,in workplace, 13
Client problems:
potential, warning of, 143, 150
potential, warning of, workscript,
146-147
Clients:
appearances and interactions with,
152
constantly seeking new ones, 228
relocations and, 31
Clothing choices, for meeting new
staff, 20
COBRA coverage, severance packages
and, 38, 43, 47, 53, 54, 56, 57, 58
Company icon:
being terminated, workscript for, 44
framing departure of, 40, 43, 44
job no longer exists, workscript, 44
legal leverage of, in face of
termination, 40
terminating, 38—-41
terminating, workscript, 42—43
termination agreement terms
and, 41
Company-wide pay cuts, 81, 84
Compassion, lack of, in today’s
termination process, 36



Compensation, stock performance
and, b
Competitors, poaching key people
from, 111
Compliments, excessive, confronting
employee about, 171
Condolences, death in the family and,
workscript, 128
Confidentiality:
drying out drinking and, 182
ending backstabbing and, 159
“Consulting” arrangements, for
terminated employees asked to
remain available, 61, 65
Contact lists, renting, 211-212
Continuing education expenses, 198
Corporate loyalty, death of, 6
Cost cutting, 106
Cost of living, relocations and, 31
Counteroffers, to pay raise requests,
109
Covering up for a peer:
issues related to, 165
refusing, workscript, 170
Covert backstabbing attacks, dealing
with, 157
Coworkers, giving notice and, 225
Criticism:
addressing, at performaiice review,
200, 201, 202
defending your oy performance
from, workscript, 201
Customer probietas:
potential, waraing of, 143, 150
potential, warning of, workscript,
146-147
Customers:
appearances and interactions
with, 152
termination of company icon
and, 39
Customer service skills:
critical performance review and,
workscript, 200
improving your job security and,
workscript, 201
Cut-backs, 69
Cutting costs, 106

Index ﬂ

D

Dates, being asked out on, workscript,
179
Deadline extensions:
asking for, 137, 142
asking for, workscript, 140-141
Death in the family:
responding to time off request,
workscript, 128-129
time off request and, 123, 130
Deferring termination, 64—-65
Deflating expenses, 192, 194
Departments:
budget reductions from, 102
handling raise reques’s eand
dynamics in, 11
pay cuts across, 31
promotion réguests and, 115
Departure pians: presenting, 225
Departurcs:
framiig tor terminated employees
«zked to remain available, 55
Lvo weeks’ notice and, 224-225
Direct reporters, meeting, 20
Disabled dependent, terminating
someone with, 49, 54
Discrimination, wrongful termination
suits and, 40
Dissension, minimizing chances of, 71
Documentation, 9. See also Memos
Double entendres, 171
Dressing professionally, 152-153
Drinking problems:
confronting employee with,
workscript, 184-185
confronting peer with, 182
confronting peer with, workscript,
186-187
Drug problems, dealing with, 182

E

Educational courses:
responding to requests for
self-criticism and need for,
workscript, 206-207
self-criticism during annual review
and request for, 202
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Effusiveness, as counterproductive,
15,16
Electronic communication, face-to-
face communication as rarity
and, 3—4
Electronic tracking, of employee
Internet use, 188
“Elevator” version of new boss
presentation, 17
Embezzlement, 188
Emergency job protection,
workscript, 82-83
Empathy, lack of, in today’s
termination process, 36
Employee appreciation, one-time
bonus payments and, 106
Employee budgets, reducing,
workscript, 100-101
Employee expenses, questioning,
workscript, 190-191
Employee extortion, examples of,
107
Employee goal-setting, manager’s
image and, 198
Employee replacement costs, 106
Employee requests:
in difficult economic environn:e:t,
105
fall-back strategies for, 106-107
for raises, 108-111,14
Employees:
asking for selfiei ticism, workscript,
204-205
asking sacriiices of, 69
distrust of employers by, 6, 9
ending backstabbing among,
157-159
expendability of, 36
flirtatious, 171, 175, 178
judging on short -term results, 5
toxic relationship between
management and, 36
Employee security, freelancer’s
security vs., 228
Employer cost-cutting, 69-103
budget reductions, 102
expanding responsibility without
increasing pay, 85, 89

full-time jobs becoming part-time
jobs, 73,77
furloughs without pay, 71-73
increasing hours but not pay, 85
pay cuts, 81, 84-85
staff reductions, 95, 98
Employer-provided benefits,
negotiating job offers and, 213.
See also Benefits packages
Employers, employees’ distrust of, 6.
See also Boss; Managing up
Employment:
annual reviews and transitory
nature of, 198
changing terms of, 70
End runs:
making, 62-63, 73
making, workscrint, 66-67
Excellent emplo 'ees, annual review
of 202-202
Executive evaluations, stock
rerformance and, b
Espanded roles, promotion requests
and, workscript, 118-119
“xpanded work hours without
expanded pay, workscript,
90-91
Expendability, of employees, 36
Expense reports:
defending your own, 192
defending your own, workscript,
193
deflating expenses, 192
questioning, workscript, 190-191
Expenses, deflating, 192, 194
Expense trimming, pay cuts and, 81,
84-85
Eye contact:
employee requests and, 107
promotion requests and, 120

F

Face-to-face communication:
between individuals who don’t
know each other, 9
performance reviews and, 197
as a rarity in today’s workplace, 3-4,
70, 151



termination process and rarity of,
36
Fall-back strategies, to employee
requests, 106-107
Family emergencies, 123, 130
Family needs, severance package for
someone with, 56, 57, 58
Fashion statements, workplace and,
152-153
Favoritism:
relocations and sense of, 32
staff reductions and, 95
Fearful supervisors, standing out from
the crowd and, 131
Fears, 9
acknowledging, meeting new staff
and, 21
channeling, being terminated close
to retirement and, 54
Firings, 8. See also Terminations
of company icon, 38-41
frequency of, 35
friends firing friends, 41, 45
friends firing friends, workscripts,
46-47, 48
on Mondays, 98
Flattery:
extravagant, public nature ¢, 171
putting an end to, works<ript,
174
Flex-time arrangemeuits.
pay cuts and, 84, 38
valued empleveesand, 109, 112
Flight risk, 107,111
Flirtations, 152
stopping, 171, 175, 178
stopping, workscript, 176-177
Flirtatious peer, stopping, workscript,
179
Freelancers, security of, 228
Freezing costs, 106
Friends:
being fired by, 41, 45
being fired by, workscript, 48
Full time employee, turning into part-
timer, workscript, 78-79
Full-time jobs, turning into part-time

jobs, 73,77

Index E

Furloughs without pay:
issues related to, 71-73
workscript, 74-75
Furloughs with pay, employee
viewpoint, workscript, 76

G
Giving notice:
issues related to, 195, 224-225
workscript, 222-223
Globalization, job eliminations and, 5
Good ideas, remaining open to, 106
Gossip, 8, 152
restructuring and, 24
silencing, 178, 182
silencing, workscrip*. 180-181
termination of con.pany icon and,
39
Gossips, conitairung, workscript,
185184
Governuieit programs, benefit
vackages and, 213
Gicat Depression, 7
Creat Recession of 2008:
collapse of traditional career model
and, 7-8
lack of reward for high
performance and, 6-7
workplace transformation and, 1, 3
Group introduction, for meeting new
staff, 20
Group meetings, company-wide pay
cuts and, 81
Group settings, transition
conversations in, 15-16

H

Health coverage, terminations close
to retirement and, 49, 54. See
also COBRA coverage

High performing employees, Great
Recession of 2008 and impact
on, 6-7

Hit lists, flight risks and, 111

Honesty, 15, 16

Hours increased, without pay
increase, 85
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Human resources representatives, at
termination meetings, 39, 49
Hygiene problems:
asking for improvements in, 153
asking for improvements in,
workscript, 156

I

Income, knowledge, increased skill
and upward climb in, 7, 8
Individual pay cuts:
private communication about, 84
workscript, 86-87
Industry associations, staying active
in, 211
Industry observers, termination of
company icon and, 39
Industry shifts, as norm in current
work environment, 212-213
Informational interviews, 211, 212
Information technology, elimination
of jobs and, 4-5
Internet privilege abuse:
ending, 188
ending, workscript, 189
Interviewer:
selling your career shift to,
212-213
selling your career shift fo,
workscript, 216-217

Interviews:
informationa’, 211 212
job, 195
J
Jealousy, meeting your new staff and,
22

Job elimination:
globalization and, 5
terminating company icon and, 40,
42-43, 44
Job extinction, robbing tomorrow for
today and, 6
Job fishing, 211
Job hunting, when full-time job turns
part-time, 73
Job interviews, 195

Job market, increasing your value in,
203
Job offers:
negotiating, 213, 224
negotiating, when you’re still
employed, workscript, 218-219
negotiating while unemployed,
workscript, 220-221
Job protection:
emergency, workscript, 82-83
relocations and, 30
Jobs:
expiration dates for, 3, 4-5, 36, 70
finite nature of, 9, 10
Job security:
freelancers and, 22%
nonexistent, 133
Just workplace environment, self-
reliance an, 227-228

L

Law s uts, terminating someone with
personal burden and, 54
‘ayoffs, industry- and profession-wide,
212-213
Legal exposure, minimizing,
terminations close to retirement
and, 49
Legal leverage:
company icon being fired and, 40
terminating someone with personal
burden and reality of, 54
Legal liability of company:
minimizing, terminations and, 37
recommendations and, 63
Legislative environment, changed,
terminations and, 197
Lifescripts (Pollan), 2, 10
Longevity, raise requests and, 112
Looking out for number one,
195-225
giving notice, 224-225
negotiating job offers, 213, 224
performance reviews, 196-203
renting a contact list, 211-212
selling your career shift to an
interviewer, 212-213
Loyalty, death of, 6



M

Malicious personal attacks among
staff, dealing with, workscript,
180-181

Management, toxic relationship
between employees and, 36

Manager, annual reviews all about,
197, 198

Managerial decisions, all about the
money, 14

Managing up, 131-150

asking for relief from a project,
136-137, 138-139

breaking bad news, 142-143,
144-145

deadline extension requests, 137,
140-141

turning down an assignment,
132-135

warning of potential client or
customer problems, 143,
146-147

warning of potential vendor or
supplier problems, 148-149, 150

Market value, salary raise requests in
context of, 109, 110, 112, 203,
218

Mass firings, standardized severance
packages and, 38

Medical coverage, terniinating
someone close i retirement
and, 49, 54 eetso COBRA
coverage

“Meet and greet,” in group setting, 20

Memos:

budget increase requests and, 122
drafting, meeting new boss and,

16-17
requesting release from project
and, 136
Mercenary motives, 195
Mergers:

announcing, 24-25
announcing, workscript, 28-29
Merit, pay raises no longer tied to,
213
Morale problems, 15, 16
avoiding, 70

Index E

termination of company icon
and, 39
Moving, announcing, workscript,
30-31

N

Negotiating job offers, 213, 224
when you’re unemployed,
workscript, 220-221
while still employed, workscript,
218-219
Nepotism, staff reductions and, 95
Networking:
scheduling weekly time for, 211
social connections and, 211-212
Networking meetings:
asking for, worksciipt, 214-215
looking out for number one and,
195
New bos: (niccting, 16-19
primery goal in, 16
waerlscript, 18-19
Mo hires, existing employees vs., 106
Iicw staff, meeting:
issues related to, 20-21
workscript, 22-23
New workplace environment, 1-11
elements of, 3
employees do not trust employers,
3,6
everyone’s work future is uncertain,
3,7-8
face-to-face communication is rare,
3—4
jobs and careers have expiration
dates, 3, 4-5
short-term results are all that
matter, 3, 5-6
Nimbleness, in scripting, 9
Noncash rewards, for valued
employees, 107
Nonemergencies, time off request,
workscript, 128
Notice:
full-time job becoming a part-time
job and, 77
giving, 224-225
giving, workscript, 222-223
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(o)

Offerings, expanding, 228
Office behavior, ignoring all rules
for, 1
Office supplies, petty theft of, 188
One-time cash bonuses, 107, 110
in lieu of promotion, 115
in lieu of promotion, workscript,
118-119, 121
responding to raise request and,
workscript, 112-113
Organizations, appearances and
perceptions of, 152
Outplacement counseling, severance
packages and, 38, 47
Outside offers:
as leverage for raise, schedule
issues, 114
security guarantees and, 111
Overt backstabbing attacks, dealing
with, 157

P

Part-time employee, being asked to
become, workscript, 80
Part-time jobs, full-time jobs turniay
into, 73, 77
Past performance, promotion
requests and, 114
Pay:
extending respoasidilities without
increase i 85, 89
extending 1esponsibilities without
increase in, workscript,
92-93
furloughs without, 71-73
furloughs without, workscript,
74-75
increasing hours without increase
in, 85
Pay cuts, 81, 84-85
company-wide, 81
cutting an entire staff’s pay,
workscript, 82-83
employees experiencing,
workscript, 88
individual, 84

Pay raises:
performance reviews and, 196
rarity of, 203, 213
Pensions, 7
Percentage goals, for budget
reductions, 102
Performance reviews, 8, 195, 196-199,
202-203
asking an employee for self-
criticism, workscript, 204-205
critical, delivering, workscript, 200
defending your own performance
from criticism, workscript, 201
delivering critical, workscript, 200
offering suggestions far
professional development,
workscript, 208-209
responding to 12quests for self
criticisn:. workscript, 206-207
respondiang to suggestions for
proressional development,
voikscript, 210
sct eduling of, 198-199
Pe rsonal burden:
terminating someone with, 49, 54
terminating someone with,
workscript, 56-57
Personal connections, networking
and, 211-212
Personal days, 123
Personal emergencies, time off
requests for, 130
Personal finances, furloughs without
pay and, 72
Personal history, paucity of, at
workplace, 9
Personal rapport, unimportant role
of, 14
Personal savings, 7
Personnel cuts, meeting new staff and
timing of, 21
Personnel experts, at termination
meetings, 39, 49
Petty theft, 188
Phased-in pay cuts, 84
Pilferage, 188
Pirated computer files, downloading
at work, 188



Politeness, 15, 16
Political costs, promotion requests
and, 115
Pornography, browsing at work, 188
Power, sexual harassment and, 164
Praise, for excellent employee at
annual review, 202-203
Preemptive action, potential vendor
or supplier problems and, 150
Producers, number-one, 132
Professional development:
offering suggestions for, workscript,
208-209
responding to suggestions for,
workscript, 210
Professionalism, supremacy of, 14
Professional organizations, staying
active in, 211
Profession-wide layoffs, 212-213
Projects:
asking for release from, 136-137
asking for release from, workscript,
138-139
talking to boss about, 132
Prominence, not striving for, 131
Promotion requests, 114-115, 120
making, workscript, 121
responding to, workscript, 118-119
timing of, 120
Propaganda, avoiding; n:c¢eting new
staff and, 20
Purchase:
announcing -%4-25
announcing, workscript, 28-29

Q

Quality, employee budget cuts and, 100

Quid pro quo arrangements, for
terminated employees asked to
remain available, 55

R

Raise requests, 8, 108-111, 114
alternatives to, 109-110
responding to, workscript, 112-113
workscript, 116-117

Raises, rarity of, 203, 213

Index E

Ratting out a peer:
issues related to, 165
workscript, 172-173
Real estate sales, relocations and, 32
Realism, 15
Recommendations, liability issues
and, 63
Regulatory environment, changed,
terminations and, 197
Reinstatement, forgetting about,
37-38
Release from a project:
asking for, 136-137
asking for, workscript, 138-139
Relief effect, taking advantage of, 70
Relocation:
announcing, 25, 22-33
announcing, workscript, 30-31
Rental assistarice, relocations
and, 20
Renting ce ntact lists, 211-212
Reparation action, breaking bad news
«nd, 143
Perlacement tactic, employee
requests and, 106
Reputation, requesting release from
project and, 136
Requesting release from project,
suggesting replacements
and, 137
Resignations:
of terminated employees asked to
remain available, 55
terminating company icon and, 40
Responsibilities:
expanding without pay increase,
85, 89
expanding without pay increase,
workscript, 92-93, 94
Restrictive covenants, in termination
agreements, 41
Restructuring:
explaining, 21, 24
explaining, workscript, 26-27
Resume, 211
Retirement:
being terminated when close to,
workscript, 52-53
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Retirement: (continued)
terminating someone close to,
45, 49
terminating someone close to,
workscript, 50-51

Retirement plans, purchases/mergers

and, 28

Retraining in another field, severance

package for company icon
and, 44

Return dates, furloughs without pay

and, 71
Reversals, winning, 62-63
Rumors, dealing with, workscript,
180-181. See also Gossip

S

Sacrifices, employee, lack of
workplace trust and, 69, 70

Salaries, performance reviews and,

196
Salary negotiations, 195
Salary raises, rarity of, 203, 213

Salary range, raise requests and, 108

Salary reviews, canceling, 83

Sales, budget reductions and, 102

School registrations, relocations
and, 32

Security guarantees, outsidc oifers

and, 111

Security guards, emplojees escorted

out the doer hy, 224-225
Self-criticism:

asking empioyee for, workscript,

204-205

asking for, at performance
review, 202

responding to requests for,
workscript, 206-207

Self-reliance, necessity of, in new work

world, 228
Seniority, 7
bridging, being terminated
when close to retirement,
workscript, 52-53

company icon being fired and, 40

Sensitivity, lack of, in today’s
termination process, 36

Severance packages:
“bridging” as part of, 49, 53
company icon and, 40, 41, 42, 44
company icon and, workscript,
42-43
documenting, 36
friends firing friends and, 45, 48
full-time job becoming a part-time
joband, 77
relocations and, 30, 32
standardized, 38
for terminating employee and
asking them to remain
available, 55
for terminating emplevee close
to retirement, workscript,
50-51, 52
for terminating.eraployee with
persona. burden, workscript, 56,
57, RS-5)
wher Dill-time job turns part-time, 73
Severance ranges, staff reductions
and, 98
Secual harasser:
confronting, 164
confronting, workscript, 166-167
Sexual harassment:
accusations of, 175
ending, 159, 164
ending, workscript, 168-169
third party accusations and, 164
Share prices, short-term results and, 5
Short-term performance, primacy of,
3, 5-6,9, 36
Short-term results, career shifts and,
213
Sick days, 123
Sick dependent, terminating
someone with, 49, 54
Silencing gossip, 178, 182
Skepticism, 9
Skills, freshening, 228
Slander, public rebuke of,
workscript, 160-161
Slovenly dress, 152
Social capital, networking and,
211-212
Social Security, 7



Special needs, relocations and, 31
Spending, trimming, 102
Spin, avoiding, meeting new staff
and, 20
Staff, meeting new, 20-21
Staff backstabbing:
dealing with, 157, 159
privately putting end to, workscript,
160-161
putting an end to, indirect private
approach, workscript, 158
Staff reductions:
having your staff cut, workscript, 99
issues related to, 95, 98
in wake of purchase or merger,
24, 25
workscript, 96-97
Stock performance, short-term results
and, b
Substance abuse problems, dealing
with, 182
Success, striving for, 131
Supplier problems:
potential, warning of, 150
potential, warning of, workscript,
148-149
Suppliers, termination of company
icon and, 39
Surgery, time off request, workscript,
128-129

T

Team dynamics; haidiing raise
requests ana, 110
Teams, budget reductions from,
102
Teamwork, signaling importance
of, 20
Telecommuting arrangements:
as alternative to raises, 109
relocations and, 31
for valued employees, 112
Tension, in new workplace, 9
Tenure, pay raises no longer tied
to, 213
Termination agreements, 116, 117,
196
importance of, 224

Index ﬂ

negotiating job offer while still
employed and, 218, 219, 224
negotiating job offer while
unemployed and, 220-221, 224
Termination letter, employee with
personal burden and, 56, 57, 58
Termination meeting, formal script
and, 37
Terminations, 13. See also Firings
approaching in humane way, 37
asking employee to remain
available after, 55, 60-61, 64-65
of company icon, 38-41
of company icon, workscript, 42-43
deferring, 62, 64-65
frequency of, 35
friends firing friends 41, 45
new reasons for problematic nature
of, 197
of some~nt e close to retirement,
45,49
of c=omcone close to retirement,
vorkscript, 50-51, 52-53
of someone with personal burden,
49, 54
of someone with personal burden,
workscript, 56-57
when you have a personal burden,
workscript, 58-59
Theft, 188
Time off requests, 123, 130
relocations and, 30
responding to, workscript, 128-129
Title improvements:
as alternative to raise, 110
as alternative to raise, workscript,
112-113
Training:
for excellent employees, 203
responding to requests for
self-criticism and need for,
workscript, 206-207
self-criticism during annual review
and request for, 202
Training budget, professional
development costs and,
workscript, 208-209
Training expenses, 198
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Transition conversations, in group
settings, 15-16
Transition plans:
giving notice and, 222-223
presenting, 225
Trends in workplace, staying in touch
with, 211
Trust, 15
employee sacrifices and lack of,
69, 70
lack of, between employees and
employers, 6,9
performance reviews and lack
of, 197
raise requests and, 111
today’s workplace and reasons for
lack of, 36
Turning down assignments, 132-133
timing discussion about, 133
workscript, 134-135
Two weeks’ notice, 224-225

U

Uncertainty:
explaining restructuring and, 21,
24
of work future, 7-8
Unemployment:
inability to accept change and, 70
negotiating job offe: during,
220-221
Unemploymens tenefits, filing for, 98
Unfair termirations, employees with
some protection against, 197
Unpredictability, in workplace, 13

v

Vacation time:
bereaved employee and, 123, 130
giving up, in exchange for furlough
without pay, 72
Valued employees:
keeping, 107
responding to raise requests from,
workscript, 112-113
Vendor problems:
potential, warning of, 150

potential, warning of, workscript,
148-149
Vendors:
employee budget cuts and, 100
employees taking over tasks sent
to, 109
stop farming work out to, 85, 89
termination of company icon
and, 39
Verification, 9
Verifying backstabbing complaints,
157, 159
Vesting, terminations of someone
close to retirement and,
50-51, 52
Vulnerability, terminaficn of company
icon and, 39

w

Wardrobe.choices, 20, 152-153
Work frusre, uncertainty of, 7-8
Workhlace, unpredictability in, 13
Workplace bombshells, importance
of, 13-14
‘Nork project issues, talking to boss
about, 132
Workscripts:
asking employee for self-criticism,
204-205
asking for improved appearance,
154-155
asking for improved hygiene, 156
asking for networking meeting,
214-215
asking for relief from a project,
138-139
being asked to become part-time
employee, 80
being fired by a friend, 48
being furloughed without pay, 76
being terminated, but asked to
remain available, 64—65
being terminated when close to
retirement, 52-53
being terminated when you have a
personal burden, 58-59
breaking bad news to your boss,
144-145



confronting a gossip, 183-184

confronting a sexual harasser, 166

confronting employee with
drinking problem, 184-185

confronting peer with drinking
problem, 186-187

confronting someone who’s
backstabbing you, 162-163

cutting an entire staff’s pay, 82—-83

cutting an individual employee’s
pay, 86

deadline extension requests,
140-141

defending your own expense
report, 193

defending your own performance
from criticism, 201

delivering a critical performance
review, 200

ending Internet privilege abuse,
189

ending staff sexual harassment,
168-169

expanded work hours without
expanded pay, 90-91

explaining a restructuring,
26-27

explaining career shift to
interviewer, 216-217

firing a friend, 4647

furloughing someone without pay,
74-75

giving notice; 222-223

having your budget reduced, 103

having your pay cut, 88

having your responsibilities
increased but not your pay, 94

having your staff cut, 99

icon being terminated, 44

increasing employee’s hours but
not pay, 90

individual pay cuts, 86-87

making end run around your boss,
66-67

meeting your new boss, 18-19

meeting your new staff, 22-23

negotiating job offer when you’re
still employed, 218-219

Index ﬂ

negotiating job offer when you’re
unemployed, 220-221

offering suggestions for
professional development,
208-209

privately putting an end to staff
backstabbing, 160-161

publicly putting an end to staff
backstabbing, 158

purchase or merger
announcement, 28—-29

putting an end to brownnosing, 174

putting end to staff gossiping,
180-181

questioning employee. =xpenses,
190-191

ratting out a peer; 172-173

reducing emploec’s budget,
100-101

reducing cmpioyee’s staff, 96-97

refusiiig to cover up for a peer, 170

reio ation announcement, 30-31

1eqilesting a budget increase,
126-127

requesting a promotion, 121

requesting a raise, 116-117

responding to a promotion request,
118-119

responding to budget increase
request, 124-125

responding to raise request,
112-113

responding to request for time off,
128-129

responding to requests for self-
criticism, 206-207

responding to suggestions for
professional development, 210

stopping a flirtatious employee,
176-177

stopping a flirtatious peer, 179

terminating company icon, 42-43

terminating someone, but asking
them to remain available, 60-61

terminating someone close to
retirement, 50-51

terminating someone with personal
burden, 56-57
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Workscripts: (continued) you’re the icon being terminated,
turning down an assignment, 44
134-135 ‘Work team leaders, staff reductions
turning full time employee into a and, 95, 98
part-timer, 78-79 World War 11, 7
warning of potential client or Wrongful termination suits:
customer problems, 146-147 firing an icon and, 40
warning of potential vendor or increasing severance package

supplier problems, 148-149 and, 49



