INTENTION SETTING FOR IMPORTANT CONVERSATIONS

Setting clear intentions before an important conversation can help you approach the discussion with clarity, focus, and a constructive mindset. Here are
some key questions to ask yourself. By reflecting on these questions, you can enter the conversation with a clear, purposeful, and empathetic mindset,

increasing the likelihood of a positive and productive outcome.

Clarify Your Purpose
1. What s the primary purpose of this conversation?

o Areyou seeking to resolve a conflict, provide feedback,
negotiate terms, or simply understand the other person's
perspective?

2. What are the specific outcomes | hope to achieve?
o Define what success looks like for this conversation.

Understand Your Motivations
3. Why s this conversation important to me?
e Reflect onyour personal and professional reasons for
having this discussion.
4. How does this conversation align with my values and
principles?
e Ensure that your intentions are consistent with your core
beliefs and ethics.

Consider the Other Person's Perspective
5. What might be the other person’s goals and concerns?
e Putyourself in their shoes to anticipate their viewpoint
and potential reactions.
6. How can | show empathy and understanding?
e Think about ways to acknowledge their feelings and
perspectives.

Plan Your Approach
7. What key points do | need to communicate?
e Prepare a clear and concise outline of the main topics
you want to address.
8. How can | frame my points in a constructive and positive
manner?
o Use language that fosters collaboration rather than
defensiveness.

Emotional Preparation
9. What emotions am | bringing into this conversation?

o |dentify any feelings of anxiety, frustration, or excitement
and consider how they might impact your
communication.

10. How can | manage my emotions to stay calm and focused?

o Develop strategies to remain composed, such as deep

breathing or taking a moment to pause if needed.

Commitment to Action
11. What am | willing to compromise on, and where do | need to
stand firm?
e Know your boundaries and where you have flexibility.
12. What steps will | take if the conversation doesn’t go as

planned?
e Prepare for various outcomes and have a contingency
plan.
Follow-Up
13. How will | follow up after the conversation to ensure
progress?
e Plan for any necessary actions or communications after
the meeting.

14. What long-term impact do | want this conversation to have on
our relationship?
o Consider how this discussion fits into the broader
context of your ongoing interactions and relationship.



