[bookmark: _bq02ysfypwge]Conversation Planner
A framework to have conversations with difficult people in a project.


	Meeting With
	
	Date
	



	What is My Intent?
	

	Explain why you want to have the conversation. Your intent should be to build up the person as well as to move the project forward.



	What are the Facts?
	What is the Impact?

	Their point of view / My point of view
	On project, process, people

	Explain the facts: commitments not kept, meetings missed, negative behaviors, or attitudes.
	What is the person’s behavior costing the project
in terms of relationships and outcomes?

	
	

	Then listen empathetically to the situation from the other person’s point of view. Give them time to respond.
	



	Action Items?
	By When?

	Person’s Commitment
	Due Dates Given

	
	

	What is the person’s commitment to resolve this issue?
	Don’t forget to follow up with these deadlines.
Make sure you communicate that to the person.
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