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Every letter or communication we send to employees or to other places has to flow through an emotional and vocabulary filter system that keeps us on an even keel, and preempts the attacks and negative commentary that are likely to occur.  Here are the filter elements:

1. Eliminate, remove, and eradicate all negative words, language, and phrases.  Each of these is a flash point and attack point, is viewed as intimidation and pressure, and can stir a headline.  

2. Avoid the use of the word “I” as much as possible, but especially at the beginning of paragraphs.  Any piece of copy that begins with the word “I” is about the sender rather than the recipient.  Almost all of our communication during these times will be for the benefit of the recipient and is something we will want them to show and talk about with others.  If messages are about the sender, they have little value to the receiver.

3. Reflect on the impact of every sentence and thought expressed.  Whether we are talking to our friends or those who are attempting to irritate or organize us, plain, declarative, positive language will reduce contention and make it that much more difficult to credibly attack or challenge what we are doing and saying.

4. Employees at all levels, including managers and supervisors, will reflect and behave the way the bosses talk and behave.  Given the choice, set a positive example.

5. All of our communications and actions must be targeted toward reducing the production of victims, critics, and combatants.  These individual circumstances, once created, last essentially forever.  In every communications setting, you need to ask the this question, “How many critics, victims, or combatants does this approach create?”  If it’s negative, it will create some, and they will dog you to the end of time.

6. Wage peace.  Before we communicate, take an action, or make a decision, simply ask yourself if this will build our relationships, and strengthen our respect and responsibility toward each other and the community.  Can we go home and talk about it over the dinner table with our children or grandchildren present?

7. Get ready to correct and clarify aggressively as we’ve done in the past.  This activity alone has an enormously calming affect on employees and employee concerns, the community and community concerns, and even the victims, their families, and their concerns.
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