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Note-taking sheet

Capture the promises while they are being made.

DO THIS

1. Write who is in the room and their role.

2. Draw three columns: what was said, who said it, by when.
3. Write promises word for word.

4. Star anything you disagree with.

5

. Read your starred items out loud before the meeting
ends.

SAY THIS

“Before we close, | want to read back what | wrote.”

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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