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DELIVERING A DIFFICULT MESSAGE

Be clear and specific and focus on facts; give examples when possible.

Be sincere, fell the truth, and provide accurate information.

Learn more by asking questions.

Let the other person ask questions; answer them honestly and briefly and explain why if

you can't.

Stay calm and use positive body language.
Avoid distractions.

Take responsibility when warranted.

If appropriate, reframe situation in a positive light, but don't lie.
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