ACTION CHECKLIST

4 Essential Keys to Effective
Communication

by Bento C. Leal Il

A printable to-do list of the most effective habits from this book. Check one off each day you do it.
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Practice the 3-Second Pause

Before responding in any conversation, count silently to three. This tiny pause prevents interruption and
gives the other person space to continue. Notice how often they add something important.

Put Your Phone Away

During conversations, phone goes face-down or away. Not on the table. Not in your hand. Away. This single
signal says 'you are more important than any notification.’

Ask One Real Question Today

In one conversation, ask a question that starts with 'Can you tell me more about..." instead of sharing your
own story. Then listen to the answer without interrupting.

Reflect Before You Respond

Before sharing your opinion, summarize what you heard: 'So what I'm hearing is..." This simple check
prevents misunderstandings and shows you were actually listening.

Notice Your Listening Habits

After your next conversation, ask yourself: Was | planning my response? Did | interrupt? Was | fully present?
Awareness is the first step to improvement.

Listen to Understand, Not to Fix

When someone shares a problem, resist the urge to offer solutions. Unless they explicitly ask for advice,
they probably want empathy, not answers. Try 'That sounds hard' instead of 'Here's what you should do.'
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