
 
 

 

 

Responding in a timely manner 

Summary: 
It’s frustrating having to chase something that 
should already have been done. When you delay 
responses or leave things unclear, you don’t just 
slow the task down — you weaken trust. 

Here are four key principles: 

• Respond promptly. 

• Clarify timescales. 

• Confirm expectations. 

• Make it easy. 

 

 

Reflective Questions: 
 

• When have you been frustrated when 

someone hasn’t responded to you? What did 

you do about it?  

• How can you use these tips to ensure you 

maintain trust in working relationships ?  
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