








What changed?



know your worth



pause.



the goal can’t be 
rainbow farting unicorns 



what do I want to 
achieve?



what’s realistic?



what’s acceptable?



how do you want 
them to feel?



how do YOU want 
to feel?





BLUF



1. Greet
2. Connect
3. BLUF
4. Structure
5. Sign off

Hey Shelly
Great to see you yesterday!
Can you help me with this 
project?
[headings + bullets]

Talk soon



1. Greet
2. Connect
3. BLUF
4. Structure
5. Sign off

Hi Mike
Not the best news, I’m afraid.
We had 3 serious incidents 
reported last month.

[headings + bullets]

Thanks for that, Shelly



What about those 
headings and bullets?



- Answer your reader’s questions
- Use words you’d speak
- One idea per bullet point
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