
Preparing your answers/comments

Look for 3 key thoughts to answer a question or to share 
your views on a topic

Organize your 3 topics/thoughts in a logical way:

3 Distinct ideas: only 
loosely relate to one 

another

3 Distinct ideas: 
follow a storyline 

(forward or
backward 
progress) 

3 Distinct ideas: 
from a big into 

middle and center 
concept

3 Distinct ideas: 
from a center or 
small out to big 

idea

1

2

Practice your delivery out loud a few times to get used to 
how it sounds and sense how well the chosen structure 

works for you. 

3

1. Does it satisfy the objective of your message or answer the question? If 
not, edit your thoughts/ideas

2. Is it easy to remember? (make a sketch or write your 3 thoughts down so 
you can refer to it during your delivery

3. Does it truly reflect your views or thoughts on that topic? If not, edit it 
until it does.



Examples
Question: Why do we have to upgrade the system while the older version works 
just fine? 

3 Distinct ideas that 
only loosely relate to 

one another

The upgrade timing relates to 3 key drivers :
1. There is a time crunch: Our new logistic system is not 

compatible with the older version and it will be online 
as of 1 January.

2. There is a financial incentive: Our supplier has offered 
as a major discount to upgrade if we act now before 
the end of December.

3. Quality of our data has now been achieved: The 
interns spent all Summer cleaning up our data which 
shortens our projected timeline to upgrade to the 
new version.

The upgrade impacts more than just this team:
1. This team has been struggling with errors due to the 

lack of data field formatting in the older version and 
we have to spend as much as 10% of our time on
fixing errors. 

2. This facility will expand over the next year as we start 
that major project. It is important that we are able to 
deliver a quality service to keep this place profitable.

3. The client has requested more real-time updates on 
logistics and the older version does not support that. 
The upgrade will go a long way towards client 
satisfaction.



Practice sheet: Organize your answer/message

My points:
1.

2.

3.

4.

5.

6.

My 3 key points:

1.

2.

3.

Answer the question or list 
the key items you want to tell 
them here:

How can you translate those points into 3 key 
points?

1 2

3
What is the best structure of 3 to use for this
message? Circle that option.

4 Rewrite your 3 key points in a 
format that matches your chosen 
structure:

My revised 3 key points:

1.

2.

3.

5 Practice your answer/message a few times. 
• Do you have to keep looking at your notes 

to remember your points? If so, perhaps 
they need to be written in a simpler way?

• Remember to tell people (upfront) that 
they will hear 3 reasons, 3 ideas, 3 drivers, 3
solutions etc.

• Ask a friend for feedback before you deliver 
the message




