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2 sensible

3 use discretion

4 networking

5 kickoff meeting
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 non-disclosure agreement (NDA)
2 Message

% Audience

4 Method

® Frequency
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1 effective listener
2 open-minded
3 liven things up
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3 clear
4 Concise
® Less is more
& Correct
" compelling
8 action verbs
® “The team attacked the problem head on and delivered successfully”
10 «problems were overcome to reach the goal”
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! Courteous

2 well-organized

% Conversational

4 Complete

® non-defensively

& Present the situation you are referencing
" Keep an open posture
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