
Engage me by:

My normal Monday - Friday workday (fill in clock hands):

I thrive best when given feedback (check all that apply):

My communication preferences (place in order; first choice being 1):

  Daily

  Weekly

  Monthly

  Quarterly 

  Yearly

  Other: ________

___ In-Person

___ Phone

___ Email

___ Zoom/Teams 

___ IM/DM

___ Text

___ Snail Mail

___ Other: ________

AM

12

6

39

PM

3

12

6

9

EXPECTATIONS & REFLECTIONS

MY COMMUNICATION PROFILEWhen I am highly-engaged in collaboration or conversation, I look and sound like: 

• _____________________________________________________________________________________________________

• _____________________________________________________________________________________________________

• _____________________________________________________________________________________________________

• _____________________________________________________________________________________________________

My phone charges next to my bed each night:

  Yes   No
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• _____________________________________________________________________________________________________

• _____________________________________________________________________________________________________

• _____________________________________________________________________________________________________

• _____________________________________________________________________________________________________

• _____________________________________________________________________________________________________

• _____________________________________________________________________________________________________

• _____________________________________________________________________________________________________

List two methods of communication that you’ve received that were effective and engaging:

Describe how a person you love would explain your listening skills:

When I have a lot going on, a lot on my mind, am not feeling balanced, or am stuck in a 
frustration loop, I look and act like:

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

COMMUNICATION METHODS

DESCRIBE:

1 2

DESCRIBE:

How many real emails do you receive a day that need 5 - 10 minutes of your time to respond?

10 25 50 75 1000 HOLY MOLY

The purpose of email is (check all that apply):

  Immediate communication

  Communicate vision

  Ensure operational alignment

  Archive 

  Feedback

  To invade my life and demotivate me

I expect to respond to emails in:

  1 hr

  2 hrs

  3 hrs

  6 hrs

  12 hrs

  24 hrs

  36 hrs

  ______

I expect a response to my emails in:

  Hello? Waiting!

  1 hr

  2 hrs

  3 hrs

  6 hrs

  12 hrs

  24 hrs

  36 hrs

  ______

How many replies (email, text, etc.) before we should stop and talk? 

  2

  3

  4

  5

  6

  WTH?

An email should NEVER exceed:

  50 - 100 words

  100 - 200 words

  200 - 500 words

  500 - 1000 words

An email should NEVER have (check all that apply):

  Bold text

  Colors and different fonts

  Spelling errors

  Links to more emails

  ALL CAPS

  __________________________

  __________________________

  __________________________

  __________________________

  Other: _________ 


