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Crucial Conversations Cheat Sheet

Understanding the Basics

Crucial Conversations: Moments when stakes are high, opinions vary,
and emotions run strong.
Objective: Navigate these conversations successfully to achieve

desired outcomes while maintaining relationships.

Preparation: Before the Conversation

Clarify Your Goals: What do you really want to achieve?

Know Your Heart: Stay true to what's important; avoid acting out of
anger or fear.

Imagine Their Story: Consider the other person's perspective and

possible misconceptions.

During the Conversation

Start with Heart: Begin by expressing your intentions and showing
you care about the other person's views.

Create Safety: Ensure everyone feels safe to express their thoughts
and feelings. If tension rises, step back and restore safety.

Share Your Facts: Start with the least controversial, most persuasive
elements from your perspective.

Tell Your Story: Explain your conclusions. Be open to other
interpretations.

Ask for Others’ Paths: Encourage the other person to share their
facts, stories, and feelings.

Listen: Really listen. Acknowledge the emotions and points of the

other person without agreeing or disagreeing.
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e Find Mutual Purpose: Look for goals that are bigger than the ones
that divide you.

e Move to Action: Decide how to act. Ensure everyone involved agrees
with the decision and feels committed to making it happen.

After the Conversation

e Follow Up: Ensure agreements are honored and relationships are
strengthened.

e Reflect: Consider what went well and what could be improved for next
time.

e Practice: Use every conversation as an opportunity to refine your
skills.

Tips for Success

e Stay Curious: Be genuinely open to understanding the other person’s
point of view.

e Keep Calm: Manage your emotions. Stay focused on your objectives.

e Be Respectful: Show respect, even when disagreeing. Avoid making
personal attacks.

e Seek Common Ground: Focus on what you agree on to build a
foundation for agreement.

e Be Flexible: Be willing to change your mind if new information

warrants it.

This cheat sheet is designed to be a quick reference to guide you through
the essential steps and principles of engaging in crucial conversations
effectively. Keep it handy, and remember, the goal is not only to get through
the conversation but to emerge from it with stronger relationships and

better outcomes.



