
1. The Strategy Check
•	Response: “I want to make sure I give this enough  
   thought. Let me review the details and get  
   back to you by [time/day].”
•	Context: Used during a high-stakes meeting or  
   when someone asks for a quick opinion on a  
   complex project or initiative.
•	Benefit: Establishes you as a thoughtful decision  
   maker and sets a clear, reliable expectation for  
   when the information will be delivered.

AVOIDING THE RUSH
While Keeping Your Credibility
When you are put on the spot for a quick answer at work,  
certain techniques can help you avoid the rush without  
risking your credibility. Each technique has a name to  
help you recall it.

2. The Boundary Setter
•	Response: “I’m finishing up [another priority] right now. I’ll look at this and  
   reply in about [X] minutes.”
•	Context: Used when a coworker stops by or sends an urgent message while  
   you are deeply focused on a competing deadline.
•	Benefit: Protects your current focus window while reassuring the requester  
   that their issue is on your radar.

3. The Quality Control
•	Response: “Let me double-check the numbers [or facts] before I confirm. I’ll update you soon.”
•	Context: Used when you are asked for precise data on the spot.
•	Benefit: Prevents the spread of misinformation, saves you from having to correct an incorrect  
   estimate, and signals that you value accuracy over speed.

4. The Collaboration Break
•	Response: “I don’t want to rush on this. Let’s take five minutes to talk through it in detail.”
•	Context: Used when a team member pushes for an immediate answer on a collaborative task.
•	Benefit: Shifts the dynamic away from demand and toward collaboration and discussion,    
   ensuring all angles are weighed.

5. The Choice Offering
•	Response: “I can give you a quick summary now or a complete analysis by [time/date],  
   whichever you’d prefer.”
•	Context: Used when someone asks for an immediate status update on a detailed  
   or evolving project or situation.
•	Benefit: Puts a decision back in the requester’s hands while demonstrating you  
   have both the big-picture view and the granular data ready.

6. The Digital Pivot
•	Response: “Let me review my notes and follow up with you by email  
   so nothing gets missed.”
•	Context: Used at the end of a brainstorming session or an unstructured  
   verbal check-in.
•	Benefit: Creates a digital trail, allows you to organize your thoughts,  
   and ensures verbal agreements aren’t overlooked.
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7. The Conversational Pause
•	Response: “That’s a great point. Give me a moment  
   to organize my thoughts.”
•	Context: Used in a meeting after someone asks  
   a tough, unexpected question or challenges  
   your presentation.
•	Benefit: Claims both the physical space and the time  
   to think, removing the awkwardness of silence  
   by calling it out.

8. The Clarifying Counter
•	Response: “I want to make sure I understand the full scope.  
   Could you clarify [specific detail] first?”
•	Context: Used when you receive a vague or poorly defined request.
•	Benefit: Buys time to process the core request while prompting the speaker  
   to give you the details you need to organize your answer.

9. The Phased Delivery
•	Response: “I can send over a rough draft today and the final version [date and/or time].”
•	Context: Used when asked to provide a major deliverable (like a document or presentation)  
   on a very tight timeline.
•	Benefit: Lowers the immediate pressure, sets up a feedback loop, and allows you  
   to validate your thinking before investing your time.

10. The Alignment Check
•	Response: “I’ll need to check with [colleague’s name] before I can give you an answer.”
•	Context: Used when a cross-functional project requires input from another team,  
   but you are being cornered for an immediate answer.
•	Benefit: Prevents you from making promises that your broader team cannot keep,  
   while respecting internal hierarchies and workflows.

With each of the above techniques, you should consider these tips:

•	Embrace deliberate silence: Pause for 2-3 seconds before speaking.  
   Stillness communicates confidence.
•	Anchor your posture: Keep your shoulders square, hands still,  
  and breathing steady. Physical calm helps prevent panic and rushed speech.
•	Distinguish facts from opinions: In the pause before you speak,  
   separate evidence from emotion so you do not react defensively.
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