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I. For reports, white papers, and documentation                    Academic     Business/Media   
 
 Instead of academic steps, use business/media communication steps. 
 Executives are busy and focus on conclusions and recommendations. 
 After understanding the conclusions and recommendations, they may 

or may not want additional information. 
 
 

II. For emails and letters  
 
 State the message and desired action at the beginning instead of hiding  

them in the body. 
 Use one sentence for the message. 
 Use one sentence for the action. 

 Use the remainder of the body text to support the message and action. 
 WARNING: Ensure emails and letters have one message only. 
 If you need to communicate multiple messages, pick up the telephone! 

 
 
 
 

III. For handling training requests or solutions from executives 
 
 Listen to the intent of executive training prescriptions. 

 
 
 
 
 
 
 

1.  Introduction 
2.  Discussion 
3.  Conclusion 
4.  Recommendations 
5.  Evidence and 
     attachments 

1.  Conclusion 
2.  Recommended 
      needed actions 
3.  Discussion 
5.  Evidence and 
     attachments 

1.  Ask questions to understand the intent. 
2.  Search for their underlying intent: the problem that they want to solve. 
3.  Use empathy: Assure them that you hear and understand the problem. 
4.  Explain that you can resolve the intent of the request. 
5.  Ask to investigate the problem within the organization (permission to talk  
     with employees & obtain a list of recommended people). 
6.  Offer alternative or additional solutions to resolve the problem efficiently,  
     effectively, and with the least amount of organizational intrusion. 
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IV. Speak their language 
 
 Listen to how executives talk. 

 What acronyms do they use? 
 How do they label, for example, their employees, teams, departments, management, and technology? 
 What industry jargon do they use? 
 Do they use human performance, process improvement, or training terms? 
 What metrics are important to them? 

 Integrate their language into your conversations with them. 
 
 
 

V. Persuade with data      
                                                                       Avoid                                 Do 
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1.  State what experts believe to be true. 
2.  Persuade with credentials (examples: saying you    
      know because you have a Ph.D., CPT, or PMP) 
3.  Use hearsay. 

1.  Provide sales and cost data 
2.  Use comparative industry trends to identify  
      opportunities (vicarious learning) 
3.  Provide operational data 
4.  Present evidence of the current state. 


