
Universal Preparation Checklist 

What do I want to achieve? Know your desired outcome and make sure it is in the positive. Have an ideal, realistic and fallback 
position.

How do I feel? Our emotional state has a huge impact on our behaviour and how we are perceived by other people. Be 
honest with yourself so you can modify your state if necessary.

What got us to where we are now? Context is important stuff. Make sure you understand the background and that you focus on the facts. 

Who am I dealing with? What type of personality am I dealing with? How do they like to be dealt with? Avoid making judgments 
about people as it can come out in the way that we interact with them.

What does this person need or want?
What is most important to them? What could be their limits? How much power do they have in this? 
Step into their shoes and have some empathy with them. Motivations drive behaviour so knowing what 
is driving them is critical.

What might get in the way?
What could prevent success? Potential obstacles are just that – potential. There is a way round most 
obstacles and it can sometimes be a matter of perspective. Note that your own mindset and position 
could be the biggest obstacle!

What will help me to succeed? What supports could I use the assist in success? What social proof, market authority, evidence do I have 
access to?  What attitudes and behaviours should I demonstrate?

How am I going to tackle the situation? What are the broader options? Consider all of the options with equal weight to give you time to select 
the most appropriate. 

How long have I got?
There has never been a deadline in history that was non-negotiable. Time pressures can force us to 
make rash decisions. How much time do you really have? Time pressures from other parties are often 
just strategies.

What areas must I cover? Plan in analogue. Get some paper out and ensure you have detailed all the key areas to cover. By having 
an agenda you are much more likely to have control of the interaction.

What will I actually say? Tone is as important as the words we use. Confidence can be heard by the other party. Avoid ambiguity 
– be certain as to your expectations and you are much more likely to achieve them. 

What do I need to have with me? We need to make sure we have the right tools - pen, paper, questions and the right mindset all are pre-
requisite!


