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DEVELOP HEALTHY HABITS
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1. Find Something of interest
2. Content First, Delivery Second
3. Withhold judgement 
4. Focus on the main idea 
5. Take notes (written and mental) 
6. Pay careful attention 
7. Control or minimize distractions 
8. Exercise your listening muscle 
9. Don’t let your biases get in 

the way of understanding 
10.Close the gap between listening 

speed and speaking speed 



TAKE 100% RESPONSIBILITY
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5 COMMUNICATION PURPOSES
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THE CASTLE – COMMUNICATION PURPOSES



TAKE 100% RESPONSIBILITY
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THE SIGNIFICANT SIX



DITCH THE DISTRACTION
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5 ATTENTION PATTERNS
STAY IN THE SMALL DEPARTURE – THE ONLY POSITIVE PATTERN
AVOID ALL 4 NEGATIVE PATTERNS



LEAD YOUR EMOTIONS
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3 STEPS TO LEAD YOUR EMOTIONS
Identify your emotional 
triggers.
• Mentally observe yourself in the moment.
• Gain more knowledge about the people, topics, 

and language that trigger your emotions.
• Label the triggers as positive, neutral or 

negative – and determine why they are so.

Anticipate triggers in your 
communications.
• Prepare yourself mentally to encounter triggers.
• Decide the preferred response.

Practice gaining self-control 
through disciplined thought
• Understand fully before making a judgment.
• Remind yourself that you decide your response.
• Before you respond, ask yourself “Is what I am 

about to say or show of value?”  If the answer is 
YES, proceed.



TAKE MEANINGFUL ACTION
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COMMIT
• Decide to Change

SEQUENCE

KNOW IT
•Open your mind to learn 
what to do.

DO IT
•Apply what you know.

BE IT
• Make listening part of your 

nature.
TEACH IT
• Pass the wisdom on to 

others.


