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REQUESTS 

 

RESPONSES 

No (I Decline) Yes (I Agree) I Promise to Promise I Counteroffer 

“No, I’m not going to be 
able to attend that 
meeting.”  

“Yes, I will complete that 
report and send it to you 
by Wednesday at 5 p.m.” 

“I’ll get back to you with 
an answer by noon on 
Friday.” 

“Although I can’t get the 
report to you by 
Wednesday, I can commit 
to have it to you by end of 
day Friday.” 

 

Ineffective Requests Effective Requests 

“Someone needs to work on the manager’s report.” 
“Andy, I need the managers’ report by noon tomorrow 
so I can prepare for a meeting. Will you complete it by 
then and leave it on my desk?” 

“I’d like to get a copy of those sales figures.” 
“Jon, I need your team’s sales figures by the end of 
day today so I can begin strategizing for Q2. Will you 
send them to me by email?” 

“We could really use some fresh ideas.” 
“I want everyone to bring two new ideas to 
Thursday’s 3 o’clock meeting and be prepared to 
discuss them. Raise your hand if you will do that.” 


	DateRow1: Aug 13
	Situation  Project  ActivityRow1: CEO asked me what i was willing to give up to help us reach our company goals. 
	Effective RequestRow1: 
	Committed ResponseRow1: I responded i was willing to advise another team on top of my primary team, as long as the team i'm advising is responsible for their content, not me. I'll be responsible for training.
	ResultsRow1: looks like i'm going to have a side-hustle at work!
	DateRow2: Aug 13
	Situation  Project  ActivityRow2: Team needed to work on different sections of a shared document at the same time.
	Effective RequestRow2: I said I'll work on x, you work on y...no, i'll work on y, and you work on x. ok?. let's check in on where we are in 45 minutes. OK!
	Committed ResponseRow2: 
	ResultsRow2: Yeah, that didn't work. we worked on the same thing. and in updating the file overwrote each other....:(
	DateRow3: Aug 10
	Situation  Project  ActivityRow3: Same person, same document, another day. had to collaborate on different parts of a document at the same time.  
	Effective RequestRow3: i'm working on X. you work on y. i'm putting the assignment up on the board. erase it and add the next one as you complete pages.
	Committed ResponseRow3: 
	ResultsRow3: Worked much better! not just for 2 people, but the whole team. using signup system now.
	DateRow4: 
	Situation  Project  ActivityRow4: 
	Effective RequestRow4: 
	Committed ResponseRow4:  
	ResultsRow4: 
	DateRow5: 
	Situation  Project  ActivityRow5: 
	Effective RequestRow5: 
	Committed ResponseRow5: 
	ResultsRow5: 
	DateRow6: 
	Situation  Project  ActivityRow6: 
	Effective RequestRow6: 
	Committed ResponseRow6: 
	ResultsRow6: 
	DateRow7: 
	Situation  Project  ActivityRow7: 
	Effective RequestRow7: 
	Committed ResponseRow7: 
	ResultsRow7: 


