
Salary negotiation 
checklist

Your salary plays an important role when it comes to your 

financial future. After all, it determines how much money 

you have available each month – both for your monthly 

expenses and for saving and investing. It is therefore 

important that your salary is commensurate with your 

performance and the work you put in, that you can budget 

it well, and above all, that you are satisfied with it. In order to 

ensure this in the long term, it’s inevitable that you will have 

to negotiate your salary at one time or another in your life. 

But thanks to our checklist, you dont have to be afraid of 

these conversations in the future. We have compiled for you 

the most important points that will help you best prepare. 
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There are basically seven “traditional” times to negotiate your salary:

1. RIGHT TIME
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It’s generally advisable to renegotiate your salary every 18 to 24 months.
In each of these cases, you should know what you want to ask for and come up 
with arguments that justify your new salary. Continue on with this checklist for 
help with this.

The amount of your potential salary adjustment will of course also vary based on 
the timing or occasion of the salary negotiation.
Here are some applicable rules of thumb in this context:

when you start a new job

after your trial period

in your annual / employee /
evaluation meeting

When you start a new job, 
you can earn 20% more than 
with your previous employer. 
Especially if you were poached.

upon promotion

when you become tenured

before completion of a project 

when your work hours change 

If you’re staying with your current 
company, your raise can be 
between 3-10% when you’re taking 
on new or more challenging 
functions. If you are promoted 
or given more responsibility, you 
can expect an average of a 10-15% 
salary increase.
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The fact that your salary is worth less every year (key word: inflation!) is not an 
argument to put in front of your employer. However, you should not forget to take 
this fact into account when calculating your raise. 

In order to really end up with, for example, a 10% salary increase, you also have 
to be starting from a higher percentage. After all, the person sitting across from 
you will probably not accept your first demand, but rather try to negotiate down. 
Likewise, you should not accept the first offer. It’s not called salary “negotiation” 
for nothing. Therefore, think about upper and lower limits beforehand.
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The starting salary is especially important – after all, it marks the starting point 
for all further negotiations! Therefore, if you are looking for a new job, you should 
find out exactly what the standard salaries are in the industry. There are various 
portals on the internet for this. You will probably earn more for the same job at a 
software company than at a company in the tourism sector. 

The following factors also play a role:

2. STATUS QUO OF THE COMPANY/INDUSTRY

You should also get used to actively discussing your salaries with friends and 
(former) colleagues. This will give you a better sense of salary ranges. By the way, 
it’s not against the rules to talk about salaries within your team...even if many 
people think it is! 

If you want to renegotiate your salary with your current employer, you should look 
at the business financials. After all, you’re more likely to get a higher salary if the 
company’s performance is currently trending upward. If the general situation isn’t 
so great, you should be prepared to meet more resistance. 

Company size: The rule here is 
“the larger the company, the 
higher the salary.”

Company location: Here too, 
checking the portals for 
comparison helps. Dense 
business locations such as 
Frankfurt/Main or Munich usually 
mean higher salaries...but also 
higher costs of living.
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Probably the most important factor in your salary negotiations is, of course, you. 
That means your experience, your (formal) education, and your successes. 

For example, if you want to negotiate a higher salary in your employee review, it’s 
best to prepare the following points:

In addition, think about what points could be made AGAINST an increase in your 
salary, and prepare direct counterarguments.

3. YOUR STATUS QUO AND YOUR DEVELOPMENT

What additional qualifications have you acquired since your last negotiation 
or position change?

Have you always achieved your goals? And if so, were you able to reach them 
even earlier than projected?

Did you contribute to the company’s cost savings efforts? Or did your work 
contribute to an increase in sales?

What special skills do you have that set you apart from other colleagues and 
make you difficult to replace?

What additional responsibilities do you take on?

What successes can you claim? For this argument, it can be helpful to 
always make a note about any praise you receive right away. That goes 
for praise from superiors, colleagues, other teams, or external partners.
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Write down all the points that come to mind as well as your corresponding answer. 
This will make you more confident and less likely to be rattled in the meeting. 
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For example, your boss might use the following arguments:

The services provided don’t justify a higher salary.
The best thing will be for you to have figures ready to refute this 
argument. Otherwise, ask for detailed feedback on what goals you need 
to achieve to justify a raise. The best thing to do would be to draw up a 
timetable...including a date for a new negotiation.

Other colleagues perform better than you.
Rather than getting too caught up in comparisons, keep a sharp focus 
on your successes and the services you provide. Also, for the future, 
get into the habit of regularly updating your supervisor on your work, 
including results and goals achieved. 

The company is currently being restructured/sold/acquired.
Once again, your salary is largely dependent on your performance. You 
should therefore show understanding for the state of the company 
while also making it clear that this should not have any direct impact on 
you. You should absolutely ask here when or under what circumstances 
you can expect a raise.
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In addition to your paycheck, there are other factors that you can negotiate as 
alternatives. Consider in advance which additional benefits you can think of in 
place of a higher salary. A few examples:

4. YOUR ALTERNATIVES 

Always keep an open mind for such alternatives and don’t be too rigid on your 
salary. But be careful! Before the meeting, you should make a list of which of these 
alternatives would really satisfy you. You might otherwise end up with a deal that’s 
bad for you. 

your work hours

vacation days 

an allowance for public 
transportation

an allowance for fitness activities

budget for further education 
and training

performance-related bonus 
payments

increase in the employer’s 
contribution to the corporate 
retirement plan

(more) flexible working hours or 
work-from-home hours
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5. GENERAL DOS AND DON’TS

Take the initiative.
German labor law does not stipulate fixed times for salary negotiations. It’s up to you 
to initiate this discussion. We already named ideal times for this at the beginning. In 
any case, you should set up a meeting and not try to negotiate your salary as you’re 
walking down the hall, at lunch, or at the Christmas party. 

Be well prepared.
The better prepared you are for the meeting, the more confident you will be and 
the higher your chances of success. Try to back up your statements with facts and 
figures and have an answer ready for possible counterarguments. If you’ve had 
trouble in the past with asserting your ideas and wishes, it can be helpful to practice 
the conversation with another person beforehand. Investing in job coaching can also 
be an excellent investment for this. By the way, there’s nothing wrong with taking your 
notes into the meeting.

Choose the right words.
There are words that make the hair on the back of your neck stand up, and you 
probably already know what those words are for you. A different formulation can 
work wonders – instead of a salary increase, simply talk about a salary adjustment. 
Of course, it’s not what you say, it’s how you say it. Always try to remain calm and 
objective and not get emotional or personal. Moreover, no one likes to negotiate with 
manipulators, so refrain from threats like “otherwise I’ll quit!”

Use little psychological tricks.
The social psychologist David Loschfelder found out that a non-round number 
strengthens the impression that you have prepared especially well for your salary 
negotiation. Therefore, use a strange number in your meeting, such as 38,550 euros 
instead of 39,000 euros. 

Listen attentively and ask “why.”
Of course, it can happen that you are not successful in your negotiation despite 
all your great preparation and arguments. Then in that case, you should always 
ask “why” and listen carefully to your boss. You can also make it clear at the end 
of the conversation that you will try again to negotiate at a later date (after about 
six months). And then... stick to it! 
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