
Index	Card	for	Communication	Assignments
Guidelines	for	Positive	Communication	Skills

1.	 Be	brief.
2.	 Be	positive.
3.	 Refer	to	specific	behaviors.
4.	 Label	your	feelings.
5.	 Offer	an	understanding	statement.
6.	 Accept	partial	responsibility.
7.	 Offer	to	help.

(Print	and	cut	out	as	an	index	card	/	pocket	reminder	for	communication	assignments	—	repeated	on
both	sides	of	the	original	card.)


