[bookmark: _GoBack]Bonus 2: The "Clear is Kind" Comms Template
(Based on Chapter 6: Transparency)
DOCUMENT CLASSIFICATION: FOR CRITICAL CONVERSATIONS
THE M.I.N.T. METHOD COMMUNICATIONS TEMPLATE
Structure for Delivering Hard News with Integrity
INSTRUCTIONS: This is not a script. It is a framework for structuring a conversation you are avoiding. The goal is not to soften the blow; it is to deliver the truth with clarity, respect, and unwavering ownership. Fill this out to organize your thoughts before you walk into the room. Say it in your own words, but do not skip a single section.

SUBJECT OF CONVERSATION: 
PERSON(S) INVOLVED: 

SECTION 1: THE OPENING (Direct & Respectful)
No small talk. No compliment sandwich. Deliver the core message in the first 30 seconds.
Direct Statement of Reality: (The one clear sentence that states the decision or the situation.) 


SECTION 2: THE M.I.N.T. EXPLANATION (The "Why")
This is where you show the thinking behind the decision. This is where you earn trust.
1. The MISSION: (Explain the core purpose or objective this decision serves. Connect it to the bigger picture.) 


2. The IMPACT: (Acknowledge the negative impact on them directly. Do not use jargon. Use words like, "I understand this is difficult news because it means..." or "I know the impact of this on you will be...") 


3. The NECESSITY: (Briefly explain why this path was unavoidable and what alternatives were considered and rejected. This demonstrates rigor and respect.) 



SECTION 3: THE PATH FORWARD (The "What Now")
This is where you shift from the decision to the future. Provide absolute clarity on the next steps.
The Unambiguous Next Steps: (What happens next? What is the timeline? What is expected of them? What can they expect from you? Be specific and factual.) 



The Commitment & The Boundary: (State what you are committed to providing (e.g., support, resources, time) and what you cannot change (the decision itself).) 



SECTION 4: THE CLOSE (Listen)
Stop talking. Your primary job now is to listen. Be prepared to absorb the reaction without becoming defensive. This is part of owning the fallout.
Key Points to Remember While Listening:
· Do not defend the decision further. The explanation has been given.
· Validate their feelings ("I understand why you're frustrated/disappointed").
· Answer factual questions, but do not get drawn into an argument.
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