
STOP 
 

 

• Waiting until the last minute to communicate time-sensitive matters. 

• Burying a meeting invite in another document. 

• Being unresponsive/ignoring requests. 

• Forgetting about in-person conversations. 

• Forgetting about a phone call. 

• Stop making assumptions about someone else's situation and a quick call can usually clarify the 

misunderstanding of someone's work priorities and workload. 

 


