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How does your boss like to communicate?  Does he/she prefer face to face meetings? Memos with tons of detail? One page briefings?  Does your boss want to see you hourly, daily, weekly? Do they like drop-ins or are they “appointment people.”  Know how they want information so you can know how to make your case.

No surprises. Bosses hate surprises because practically every surprise that crosses their desk is bad news. If something bad is happening, alert your boss as soon as you get a sniff of it. Assure the boss that you are aware of it, you are on top of it and that you are managing the issue. Bosses hate inaction more than they hate bad news. 


Don’t always bring bad news.  Don’t just talk to your boss when you want something.  Bosses often feel that they never get good news.  Certainly when something good happens, nobody comes running into their office to congratulate them on their wisdom, vision and good leadership. Don’t suck up and don’t hide or understate the bad news, but find something that is going right and comment on that too.  State your idea or need in a positive frame.  State it as a solution to a problem, not as a problem that needs fixing.   


How clearly do you know what you want?  Can you state your need in a sentence? Can you clearly state what will happen if you don’t get what you need?  What alternatives have you considered? 

Offer solutions and alternatives not just problems.  If you have a need for a new piece of equipment or a new expenditure, do the research, make the extra effort so the choice becomes logical and easy for your boss.  Be sure you can say what the upside and the recognizable potential downside of your suggestion is.  Know about expenses and benefits that will result.  What challenges do others raise about your idea? How clearly can you answer these questions?  


Knock-Knock-Got a minute?  Be honest, how much time will your request take? How much time will action require? How can you cut that time to a minimum? 

What is on your boss’ plate right now?  How much of a priority is your need?  Timing is everything.  There may be good or bad times of the day for you to approach him/her.  There might be good or less good days of the week.  I used to be tied up with end of the month and end of the year reports.  November and December were busy with annual performance appraisals.  Think about when a good time might be to approach your boss with your request. 

Get Action and Follow Through  Once your boss gives you the green light, be sure you know what he/she agreed to by repeating the agreement and consider getting it down in a memo that you send to them summarizing your meeting.  Then get to work and get them a progress report.  When the good decision produces good results, remind the boss he/she made it possible.    

