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Checklist: Announcing program phase out in a firm 
and friendly way 

Step 1: Prepare yourself 
• 

• 

• 

• 

Step 2: Announce the phase-out 
• 

• 

• 

• 

Step 3: Emphasize with the person  
• 

• 

• 

Step 4: Discuss next steps 
• 

• 
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