
1. Establish an agreeable atmosphere

2. Be prepared to hear the other

    person on his/her own terms

3. Make allowances for the speaker’s

    circumstances

4. Avoid getting mentally sidetracked

5. Listen for and summarize basic ideas

6. Restate the substance of what you have heard

7. Understand the speaker’s organizational pattern

8. Plan to report  

9. Use questioning

10.Whenever possible, take notes: 
    “The shortest pencil outlasts the longest memory.”
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