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Asked out loud? Put it in
writing.
Conversations are easy to forget. Emails have dates. After

every phone call or meeting, send a short email that says

what was discussed, and log it below.

Quick follow-up email:

Thank you for talking with me today. To make sure I understood, here is what we

discussed:

Please let me know if I missed anything.

Date Who Phone, meeting or email? What was said or asked Follow-up sent?
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