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a.  Ask yourself some questions 
i. What is your purpose for having the conversation? What do you hope to 
accomplish? What would be an ideal outcome? What am I assuming about 
the other person’s intentions? Is that true? Can I absolutely know it’s true? 

b. Set a clear, positive intention for the conversation 
c.  Accept the situation, and yourself and your feelings, AS THEY ARE, right now. 
d. Take 100% Responsibility for your feelings 
e. Watch out for hidden purposes 
f. See (or imagine) the loving essence of the person 
g.Set the intention to practice ❤-centered listening 

Key 1: (Pre- Conversation)  
Center Yourself + Get Clear on your Intention

“Centering is not a step; centering is how you are as you take the steps.”   
- Judy Ringer 



a. Honor the conversation you’re about to have by really setting aside some time for it. 
Treat is as a sacred communication.  

- “There's something on my mind, and I think it will take a few minutes to discuss. Can 
we do that now, or at some time that works for you, so we have each other's full 
attention?”  

- “I have some feedback you might find of value. Are you open to hearing what I have to 
say?” 

- “I’ve been thinking about something and I’m wondering if you’d have a few minutes to 
have a conversation with me at some point?” 

Key 2   
Ask Permission to Have a Conversation



a.  Use Ownership Language. 
i. Use “I” statements. 

1.     "When I heard you say ___, I felt ___.” 
2.     “I am feeling hurt and am thinking that you’re angry with me.” 
3.     “I’m feeling disappointed. When you said you would call and you didn’t, I felt 

let down.” 
ii. Examples of what is NOT ownership language: 

1.    "When you said_____ you made me feel…” 
2.     “You make me so mad!” 
3.     “It’s your fault that I _____.” 

b. Communicate clearly and specifically. Go for the essential message. 
i. Oftentimes, the fewer words you use, the easier it is for others to follow you and the  
more powerful your message becomes. Write down what you want to say before 
hand to get even more clear.

Key 3:  
Clearly State Your Issue Using Ownership Language



a.  Once you’ve shared your issue, get SUPER CURIOUS. Imagine that you’re talking 
with someone from another country, someone you hardly know anything about. 
Watch their body language as if you’re seeing it for the first time. 

b. LISTEN (hint: this is HUGE) 
i. 4 levels of Listening:  

1. Listen to what they are saying. The content. 
2. Listen for the tonality, or HOW something is said. 
3. Listen to the person, it is in hearing the person that really good listeners 

excel. Listening in a caring and receptive way. 
4. Listen to the meanings of the words. 

ii.  Listen to the person as you’d like them to listen to you.  
iii. Saying you hear someone is not the same as saying that you AGREE with him or 
her.

Key 4:  
Get Curious + LISTEN

“The one essential trait of a great negotiator is empathy. Lots of people talk too much in negotiations, but almost no one 
asks enough questions. In your next negotiation, conflict, or disagreement, come up with 3-5 additional questions to ask 

that might help you better understand the other side’s interests, constraints, and perspective.”   
- Dan Pink, author of To Sell Is Human



a.  Acknowledge what you hear the other person saying. Practice perception checking. 
i. Examples of perception checking:  

1. “I heard you say that you’re angry. Is that accurate?” 
2. “If I’m hearing you accurately, you mean that you’re hurt. How does what I’m 

saying fit for you? 
ii.  NOT Perception Checking: 

1. "I heard you say that you’re angry which means that you’re hurt.” 
2. “From what you said, I get that you mean you’re confused.” 
3. “It seem to me what is going on for you is ______” 

>>>> Remember, the message sent is not always the message received.<<<<< 

b. Also acknowledge what’s going on inside of you. And if you’re willing, tell the 
microscopic truth. 

i. Remember - really connection with others relies on a degree of vulnerability. 

Key 5:  
Acknowledge + Perception Check

“3/4s of the miseries and misunderstandings in the world will disappear if we step into the shoes of our adversaries and 
understand their standpoint.”   

-Ghandi 



a.  What’s next? Are there any next steps from this conversation? Perhaps there’s another 
conversation to be had, or an action to take. Determine your next action(s) and commit 
to them. 

b. Have any requests? Ask for what you want! 
i.  “My request is that….” 
ii. “I’d love it if….” 

c. And consider the possibility that you don’t’ need to do anything at all! Share how you’re 
feeling about just being able to have the conversation.

Key 6:  
Find Creative Solutions

Key 7:  
Share Gratitude + Appreciation
Share your appreciation with this person for taking the time to talk with you.  
Remember, every communication is an opportunity for building your relationship with 

another!   



¥ Practice the conversation with a friend before holding the real one. 

¥ Or, write out the conversation, as if you’re having it with the other person. 

¥ If you’re still feeling uncentered/ungrounded/upset, try to hold off on the 
conversation. Have it when you’re in a place of feeling as calm as you can be. 

¥ Breathe. The last thing that we want to do when we’re actually in a conflict 
is react and say something we cannot take back. If you’re feeling your 
temperature rise, take a deep breath and come back to your body before going 
on. If you absolutely cannot get centered, consider saying something like this:  
“I really want to talk with you, and, I’m feeling too off center to talk right now. 
Can we find another time?” 

¥ Put space between stimulus and response. Pause a beat or two between what 
you hear the other saying. You could even repeat back to them what you heard, 
to give you a bit more time. 

Tips/Best Practices:



1. Call to mind a difficult conversation you have coming up. What’s upsetting you? Write that here: 

2. Now, write out your clear positive intention for the conversation: 

  
3. Come into acceptance of yourself, of the situation, of the other person as much as you can. 

4. Take 100% responsibility for your feelings.  
 “My feelings are under my control. Other people don’t cause my feelings. Situations may occur 
which trigger emotions or upset inside of me, but I have choices inside myself of how I respond to 
myself and others when I get upset.” 

5. Imagine a positive outcome for how your conversation could go. Write it out: 

Next Steps:



A few conversation openers (from Judy Ringer): 

¥ I have something I’d like to discuss with you that I think will help us work together more 
effectively. 

¥ I’d like to talk about ____________ with you, but first I’d like to get your point of view. 
¥ I need your help with what just happened. Do you have a few minutes to talk? 
¥ I need your help with something. Can we talk about it (soon)? If the person says, “Sure, 

let me get back to you,” follow up with him. 
¥ I think we have different perceptions about _____________________. I’d like to hear your 

thinking on this. 
¥ I’d like to talk about ___________________. I think we may have different ideas about how 

to _____________________. 
¥ I’d like to see if we might reach a better understanding about ___________. I really want 

to hear your feelings about this and share my perspective as well. 

Write a possible opening for your conversation here: 

Next Steps:



STILL HAVE QUESTIONS?
send me an email:   gagechristinebock@gmail.com
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