The 30-Day Hybrid Manager
Invitation and recap messages
Replace the text in square brackets. A clear purpose lowers the stakes before the call, and a written recap gives both people the same reference point afterwards.
The invitation
Chat or email, sent in their working hours
	"Hi [name], could we take 30 minutes on [day] at [time] to talk about how [the specific work] is going and what would make it easier? Nothing to prepare."



Opening the call
	Step
	What to say
	Your version

	Situation
	"In the last [number] [deliverables], [what happened, with dates]."
	

	Impact
	"That meant [effect on the team, client or timeline]."
	

	Ask, then listen
	"I'd like to understand what's getting in the way. What's your read on it?"
	



When the call goes differently
	If they...
	Try saying...

	Become defensive
	"I'm not looking for someone to blame. I want to understand what's happening so we can fix it."

	Go quiet
	"Take your time. If it's easier, think it over and message me after the call."

	Raise something personal
	"Thank you for telling me. Let's look at what would help at work, and I'll share the support we have."

	Dispute the facts
	"Help me see it from your side. What am I missing?"

	Point to someone else
	"That may well be part of it. Let's start with what we can change on our side."



The written recap
Email, sent the same day
	"Thanks for today, [name]. To make sure we're aligned: [the issue, in neutral words], mainly because [what you learned]. Next step: [what each of you will do, and by when]. Let me know if I've missed anything."



Test before sending: would this message read as fair to a third party?
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