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[bookmark: _jzgtlgvqftkc]Reset Conversation Worksheet
	[bookmark: _uuj6e0lq5pge]About This Resource
This worksheet can help you prepare for a reset conversation when you’re facing a conflict or misalignment with a colleague. Use it to:
· Guide self-reflection
· Organize your thoughts
· Identify and prioritize what you want to share

Here are some other ways to use this worksheet:
· Use the reflection questions to do a brain dump of your thoughts (no need to respond to every prompt)
· Talk out your answers with your manager, a trusted confidante, or a mentor/coach
· Organize your answers into talking points

Note: While this tool can help you figure out what to say and how to say it, it doesn’t have to be your conversation agenda or script. Remember that you’re preparing for a conversation, not a monologue. Ideally, your colleague will have done their own preparation (perhaps with this worksheet!) and you might even co-create an agenda. See page 3 for a sample filled-out worksheet.







[bookmark: _t668fu4w83ok]Reflection Worksheet
What are my headlines? What are the top 3-5 things I want to make sure I communicate in this conversation? (Note: it may be helpful to answer this question after you’ve filled out the rest of this worksheet).
	1.  
2.  
3.  



What’s the purpose of this conversation? What specific outcomes would I like to achieve? Conversely, what am I not looking to get out of this conversation?
	




How do I want to show up in this conversation? What values am I bringing? What would I like to offer?
	




What do I appreciate about this person?
	




How did I contribute to this conflict? What can I take accountability for? What can I validate about their perspective, experience, or feelings? What questions could I ask to seek better understanding?
	




What’s our common ground? What are our shared values, purpose, context, or challenges?
	




What’s my perspective? What do I want them to know about my feelings and experiences?
	




When I think about moving forward, what requests could I make? What are possible solutions or proposals?
	






[bookmark: _uix0rzc72mez]Worksheet Sample
[bookmark: _neomtggfn8cb]Below is a sample filled-out worksheet. Some of these examples are pulled from TMC practitioners’ personal experiences with successful reset conversations.

What are my headlines? What are the top 3-5 things I want to make sure I communicate in this conversation? (Note: it may be helpful to answer this question after you’ve filled out the rest of this worksheet).
	1. Appreciation - thanks for initiating this conversation, being honest, bringing a spirit of curiosity and partnership
2. Remorse - sorry I made you feel disrespected and didn’t communicate as well as I could have
3. Ask - I have also felt some pinches and want to share my experience/perspective and make some requests
4. Commitment - I am committed to working well together and growing/restoring a mutual sense of respect, ease, appreciation
5. I’m with you/we’re in this together!



What’s the purpose of this conversation? What specific outcomes would I like to achieve? Conversely, what am I not looking to get out of this conversation?
	· I hope we can leave with a shared understanding of what’s mine, what’s yours, what’s shared between us, and what is outside of us
· Reset our relationship and co-define how we want to work together moving forward
· I do not want to make decisions about strategy/tactics today (but we can find a time for that conversation); the purpose of today is to focus on our communication and ways of collaborating



How do I want to show up in this conversation? What values am I bringing? What would I like to offer?
	· Validation and space for you to share your feelings
· Accountability for where I messed up or could have done things differently
· Explanations where I think we had misunderstandings
· Honesty about where I’ve felt pinched
· Acknowledgment of circumstances/context we’re both working under that I think contributed to this



What do I appreciate about this person?
	I know that this has been a challenging time for them, both personally and at work. They’ve put in incredible effort despite these circumstances, and I appreciate the work they’ve done to better understand my team’s strategy. Their good intent means a lot to us.



How did I contribute to this conflict? What can I take accountability for? What can I validate about their perspective, experience, or feelings? What questions could I ask to seek better understanding?
	· You’ve shared that you feel like I’m being dismissive of your ideas. Sometimes when I ask questions, it sounds like I’m expressing skepticism or judgment instead of curiosity. 
· I heard that when you share ideas or requests, it feels like my default answer is “no,” which doesn’t feel collaborative.
· I think you sense an unwillingness from me to try new things or take your ideas because I don’t take them seriously.



What’s our common ground? What are our shared values, purpose, context, or challenges?
	· We both feel like our teams are understaffed and undercapacity
· We both feel personally stretched in our roles
· We both feel like we need to make the case for the importance of our team’s work and need for resources/investment



What’s my perspective? What do I want them to know about my feelings and experiences?
	· Sometimes when you share your ideas with me, it feels like you’re delegating to me rather than consulting me. This makes me feel like my expertise doesn’t matter.
· There have been times when you’ve asked for things last minute, which has created more work for my team. This feels like it’s not respecting my team’s time, priorities, and process.
· Sometimes it feels like you dismiss how complex and detail-oriented my work is.



When I think about moving forward, what requests could I make? What are possible solutions or proposals?
	· When you come to me with ideas or strong opinions, please lead with the problem you are looking to solve so that I have the full context.
· Can you loop me in on some of your strategy conversations earlier so that I can weigh in sooner? This way I can also share if I foresee challenges or limitations.
· I need to be able to make game time decisions about A versus B without it feeling like I’m insulting or dismissing your ideas. What would that take?
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