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KNOW WHAT YOU WANT

CLEAR UP ASSUMPTIONS

KEEP THE CONVERSATION GOING



About this workbook.
A W E S O M E  R E L A T I O N S H I P S  S T A R T  W I T H  

P R O D U C T I V E  C O M M U N I C A T I O N !

This workbook is a compilation of exercises and reflection activities that you 

can use as you work through your personal journey of creating productive, 

problem-solving, win/win conversations.

Writing things down is an excellent way to process and implement new skills 

and concepts and keep things in your long-term memory. Print this out and 

physically write in it.

Reflecting on the past and planning for the future is how you will change 

deeply-ingrained patterns in your life.

This is not a one-and-done type of activity. Look through it. Choose an area to 

focus on. Learn it. Master it. And come back to it over and over again. 



KNOW WHAT YOU WANT01
You have an important conversation coming up and you want to set yourself 
up for success. Instead of letting things unfold spontaneously and fall into 
your same old patterns, think through your wants, needs, and intentions 
ahead of time.
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I want vs. I don’t want

Sometimes knowing what you want is as simple as knowing what you don’t 
want. When choosing a restaurant, you can start with saying, “I know I don’t want 
Mexican or Chinese” then narrow your selections from there. You can also think 
ahead about a conversation you want or need to have an list out what you’d like 
the outcome to be and what you don’t want to happen.

Describe the situation

What do you want the outcome of the conversation to be?

What are you hoping to avoid in this conversation?

I don’t want I do want

Key takeaway: Fuzzy requests lead to 
misunderstandings and  fuzzy outcomes.



KNOW WHAT YOU WANT01
You want to be as clear as possible when you approach a challenging 
conversation. You can use the 5 why’s exercise to get the clarity you need to 
communicate your core message with confidence.

You might want to:

 Make a request
 Communicate an expectation
 Enforce a boundary
 Share how a person’s words or actions have impacted you
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What do you want to ask for or share?

Why is this important to you?

Why is this important to you?

Why is this important to you?

Why is this important to you?

Why is this important to you?

What insights did you have during this exercise that will help you clarify any 
misunderstandings that come up in your conversations about this topic?



CLEAR UP ASSUMPTIONS02
When you feel wronged, disappointed, or otherwise in opposition to someone 
you need to communicate with, do a “mental dump.” A mental dump is where 
you get everything out without worrying about having to filter or tone down 
your message. 

Write  it down, vent to a trusted friend, talk to yourself in the car with your 
favorite song playing in the background– whatever it takes to “get it all out.”

Do not move forward until you have expressed what you feel. 

Take a few minutes to get it all out. What are you feeling right now?
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We cannot selectively numb emotions, when we numb the painful 
emotions, we also numb the positive ones.

-Brené Brown



CLEAR UP ASSUMPTIONS02
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Spend a few minutes acknowledging and validating your feelings.

Acknowledge – I feel ___________ right now.

Validate - It makes sense that I feel ____________.
Anyone who is in my shoes would feel this way.

What is the most comforting thing that someone could tell you right now?

What would you tell a friend if they had shared this with you?

You might not get the instant validation and understanding you’re looking for 
at the end of a conversation. But that doesn’t mean you can’t learn to 
acknowledge and validate your own feelings.

Learning to acknowledge and validate your own feelings leaves you less 
dependent on the responses of others and more open to seeing other points 
of view.



CLEAR UP ASSUMPTIONS02
The Law of Charitable Assumption (or Charitable Interpretation) is a way of 
engaging with others by always assuming that they have a positive intent. 
When you work to consciously recognize and challenge your assumptions, 
you are more open to seeing another perspective and working toward a 
win/win solution.

What is your default assumption in this situation?
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What are some other possible explanations?

With this assumption, are you able to engage with this person in a 
constructive way?

Whatever anybody says or does, assume positive intent. 
You will be amazed at how your whole approach to a person or 
problem becomes different. 

-Indra Nooyi

Which explanation helps you create what you want and avoid what you don’t?



CLEAR UP ASSUMPTIONS02
The best way to clear up assumptions is to ask for clarification. You can 
prepare for a clarifying conversation by writing out and thinking through 
things before you approach someone.
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Use facts without your 
interpretation. 

Share how this impacts 
you.

Give the other person a 
chance to share their 

story.

Describe the 
situation Share your story Ask a question



KEEP THE CONVERSATION 
GOING03

You will inevitably hit bumps in the road, feel misunderstood, encounter 
defensiveness (or feel defensive), fall into old destructive patterns, etc. 
Every time you feel frustrated and discouraged, use this mindset exercise to 
get back on track.
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Focus
Remember your “WHY”

Commit
What will be different when you accomplish your goal?

Let Go and Take Action
What specific action can you take right now to get closer to your goal?



KEEP THE CONVERSATION 
GOING03

What tools do you know and use well? What tools are you working on 
developing, and what tools should you ditch altogether? The following list 
can get you started, but you can also add some of your own ideas.
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What’s working What’s not working
Opportunities to 

improve

Helpful tools:
 Curiosity
 Respect
 Vulnerability
 Win/win mentality
 Listening
 Reflecting
 Observing without judgment
 Creating safety
 Focus on improving the relationship
 Acknowledging self and others
 Validating self and others

Unhelpful tools:
 Crystal ball mentality
 Rumination
 Blame
 Dropping hints
 Perfectionism
 Controlling the outcome
 Judgment

What else?



KEEP THE CONVERSATION 
GOING03

Think about each of the stages of the Lifecycle of an Ongoing Conversation. 
Look at each stage individually.

 What’s going well?

 What do you want to work on?

 What could you stop doing to get more of what you want in the relationship?
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Repair

Restart

Pause
Initiate

Resolve

Initiate

Pause

Repair

Restart

Resolve



BONUS: 
YOUR COMMUNICATION TOOLBOX
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Helpful Tools
Curiosity – “I want to know about what this is really like for you.”

Respect – “I see you as a whole person. Not just a way to get what I want.”

Vulnerability – “I am willing to share myself, even when I’m not sure how you’ll react.”

Win/win mentality – “I want to find a solution that everyone feels good about.”

Listening – “I hear what you’re saying because it matters, not just so I can respond.”

Reflecting – “I tell you what I’m hearing so that I can be sure I’ve got it right.”

Observing without judgment – “I see it. And I don’t need it to be right or wrong.”

Creating safety – “When I see your distress, I step back and make sure you feel safe.”

Focus on improving the relationship – “I want what’s best for our relationship, not what is most 
comfortable for me right now.”

Acknowledging yourself and others – “I am willing to see what is and not hide from it.”

Validating yourself and others – “When I take a deeper look, I understand why your point of view 
makes sense to you.”

Unhelpful Tools
Rumination – “I keep playing the situation over and over in my head. It starts to eat at me.”

Blame – “When something goes wrong, someone has to be wrong.”

Dropping hints – “I want others’ to see what I need without asking for it.”

Perfectionism – “I demand perfect results from myself and others. I can’t tolerate messiness or 
mistakes.”

Sarcasm – “I voice my frustration and discomfort by making ironic or cutting remarks at someone 
else’s expense.”

Controlling the outcome – “I do everything I can to make sure that things go my way.”

Judgment – “I reject anything that doesn’t correspond with my point of view.”

Crystal ball mentality – “I act as if I already know the outcome.”
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