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COMMUNICATIONS CHECKLIST 

Relationships are the cornerstone for every individual 
AND organization. Your overall success hinges on how 
well you manage your relationships, both at work and at 

home. The health and success of these relationships thrive 
on your personal well-being and those around you.   

But, just how well do you know your communication style, 
your thinking style, your “hot buttons”, and your conflict 

management style?   
What about the styles of important people in your life?   

How are you impacted by the behaviors of others?   
How are others impacted by your behaviors?  How 

familiar are you with the Beliefs, Expectations, 
Assumptions or Attitudes, Concerns and Hopes 

(BEACH) of those you regard as important in your life?   
How well do they know yours?  

1) What’s your communication focus?  Do you concentrate on… 

a. WHAT needs to be done  

b. HOW it needs to get done 

c. WHO is going to be involved 

d. WHY it needs to happen?  

Not sure?  Take our Communications Style Questionnaire and learn more about how your 

“style” of communication impacts relationships. 

 

2) How do you think?  Have you ever thought about it?  Everyone has experienced a conversation 

where you felt like you were speaking a different language from your counterpart.  Why can’t they 
understand the perspective you are trying to convey?  According to Edward de Bono, the author of 
Six Thinking Hats (Back Bay Books, Inc. 1999), “the main difficulty of thinking is confusion…We try 
to do too much at once.  Emotions, information, logic, hope and creativity all crowd in on us.  It is 
like juggling too many balls.”  Some people can juggle six balls at once, and some only one! 

a. Are you a WHITE HAT (facts) 
b. Are you a YELLOW HAT (positives)    
c. Are you a RED HAT (emotion) 
d. Are you a BLACK HAT (caution) 
e. Are you a BLUE HAT (process) 
f. Are you a GREEN HAT (creative) 

Click here to explore your “THINKING HATS” 
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3) Just what are your  buttons?  What pushes you to the brink?  What pushes your 

significant other to the brink?  What is important to you about this HOT BUTTON?  How do 

you manage yourself…your reaction…to de-escalate the conflict?  What can you do differently 

next time your HOT BUTTON is pushed?  Check out your Hot Button(s) now! 

 

4) How do you handle conflict?  Learning more about conflict management styles helps 

people focus on behavior…behaviors that are changeable.  If we focus on personalities 

rather than behaviors, we end up arguing about those elements of ourselves that are 

not changeable – we are who we are!  By understanding our “styles”, we learn when 

each style is most appropriate in what kinds of situations and how our styles can 

actually contribute to conflict when mixed with other styles and/or in less appropriate 

situations.  Understanding our styles helps create a more dynamic and flexible 

approach to conflict management.  We can learn to manage our emotions, 

demonstrate moderate behavior, and engage in flexible thinking – hallmarks to truly 

effective interpersonal interactions. 

So are you… 

 Accommodating 

 Competitive 

 Compromising 

 Avoiding 

 Collaborating 

Take t he next step  and  learn what your conflict management style is!  

5) Let’s go to the BEACH!  What?  How can going to the BEACH help in our relationship?  

Well, by “listening” for the sounds of the BEACH, we can enrich every conversation and 

learn much more about the people with whom we interact.  Learn how to listen for 

BELIEFS, EXPECTATIONS, ASSUMPTIONS or ATTITUDES, CONCERNS and HOPES! 

To learn more about how to function effectively in your relationship communications, click here 

to take t he next step  and  find out  what YOU can do to maximize your relationship 

effectiveness!  

http://www.conflictdynamics.org/cdp/hotbuttons/index.php
mailto:info@relationshipsthatmatter.com?subject=want%20to%20learn%20more%20about%20conflict%20management%20styles%20(TKI)
mailto:info@relationshipsthatmatter.com?subject=Going%20to%20the%20BEACH!

