
 

Interaction and  
Communication Tips 

 
 

When… With D’s With I’s With S’s With C’s 

Connecting  Skip the small talk 

 Lead with the main point, get 
their quickly 

 Show up fully prepared 

 Answer questions directly 

 Allow time for personal 
interaction before business 

 Let them set the pace of the 
conversation 

 Timely appreciation   

 Stick to business while they 
warm up to you or the topic 

 Don’t rush into the agenda first 

 Take and active interest in them 

 Be relaxed and friendly 

 Skip the small talk 

 Provide an agenda 

 Remain cool, calm, professional 

 Provide written questions, 
information, with time to reflect 

Exploring  Let them know where you are 
headed with the conversation 

 Only ask for information that is 
unavailable elsewhere 

 Display reasoning, high level, 
concise data 

 Present trends and possibilities 
with impact on vision and goals 

 Allow alternating between 
personal and business 

 Use gentle guidance back to the 
topic at hand if straying too far 

 Keep focus on their vision/goals, 
be positive and optimistic 

 Involve multiple senses, 
example: visuals and words 

 Be sincerely interested in their 
answers 

 Never interrupt; ask non-
threatening questions  

 Provide the whys and how’s 
behind ideas 

 Show sincere interest in goals 

 Focus on common ground 

 Ask questions that reveal their 
expertise 

 Keep focused on the topic 

 Alternate open and closed-
ended questions 

 Provide whys and how’s, allow 
time for research 

 Provide reasoning, pros, cons 

Collaborating  Make presentations brief 

 Focus on the bottom line impact 

 Offer concise, professional 
recommendations and solutions 

 Be prepared for questions and 
challenges  

 Ask and provide ideas, be lively 

 Use testimonials, examples of 
success from others 

 Show how the solutions 
enhances project or saves effort 

 Focus on the big picture 

 Show how your solution(s) will 
simplify, add stability or support 

 Present ideas with step by step 
reasoning and instructions 

 Never rush; provide helpful 
nudges toward decisions 

 Emphasize value, accuracy, 
precision, quality, reliability 

 Stick to facts and logic; reduce 
risks when possible 

 Never pressure a decision 

 Provide questions in advance 

Confirming  Ask directly if they are interested 

 Present 2-3 options with 
outcome summaries 

 Be quiet while they decide 

 Ask, where do you see us going 
next? 

 Be ready to move forward 

 Slow them down if they are too 
quick and ready to move on 

 Allow them time to make 
decisions and consult others 

 Don’t press for a quick decision 

 Focus on guarantees if possible 

 Provide documentation 

 Give time for final decisions 

 Point out downsides if they exist 

 Respectfully seek clarification 
and assistance if needed 

Assuring  Follow up to make sure 100% 
satisfaction with solutions 

 Keep it about business 

 Deliver on every small promise 

 Reinforce their decision by 
providing support; they don’t 
read details 

 Help them through acclimation, 
changes 

 Provide consistent follow-up and 
personal assurances 

 Provide reassurances as needed 

 State your goal for a long-term 
relationship 

 Share process/timetable for 
follow-up 

 Double check methods 

 Reinforce value, quality, 
reliability 

 


