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Line-by-line meeting talk track

What to say, in order, from hello to sign-off.

DO THIS
1. Open warm: “Thank you for meeting. We all want the same
thing.”

2. State your concern in two sentences and hand out your
summary.
3. Ask them to walk through the data they collected.

4. Ask for what you want, by name, one item at a time.

5. Close by repeating what was agreed and who does it by
when.

SAY THIS

“l want to work with you, and | need this in writing.”
“So the planis ... by [date]. Did | get that right?”

1 STOP 2 BREATHE 3 SAY WHAT I NEED
Hands still. Feet still. In through the nose, out slow. Use your words, not your body.

PRACTICE IT ON A CALM DAY

I DO: | show you. | say the 3 steps out loud.
WE DO: We do the 3 steps together, slow.
YOU DO: You try the 3 steps on your own.
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