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Concise/Compact
• Uses fere words and emphasizes a central 

point, decision or action.

Expansive/Verbose
• Uses more explanation, context, examples 

and relational language.

Dimension 2:  Concise vs. Expansive Spectrum

Situation
Concise/
Compact Explanatory Expansive/Verbose

Giving a project 
update

“The project is 
on schedule.”

“The project is on 
schedule. We completed 
the first two phases and 
expect to begin testing 
next week.”

“The project is on schedule. We completed the first 
two phases, including the stakeholder review and 
content revisions. The team worked through a few early 
challenges, but those have now been resolved. We 
expect to begin testing next week, and I can walk you 
through what that process will involve.”

Explaining a decision

We selected the 
second option 
because it is 
more 
affordable.”

“We selected the second 
option because it is more 
affordable and can be 
implemented within our 
current timeline.”

“We selected the second option after comparing cost, 
timing, and staff capacity. Although the first option 
offered a few additional features, it would have 
required more funding and a longer implementation 
period. The second option gives us what we need now 
while leaving room to expand later.

Giving feedback

“The 
presentation 
needs a clearer 
conclusion.”

“The presentation needs 
a clearer conclusion that 
summarizes the main 
point and identifies the 
next step.”

“The presentation has a strong opening and several 
helpful examples. As I listened, though, I found myself 
wanting a clearer sense of how all the ideas came 
together at the end. A conclusion that restates the 
main point and identifies the next step would help the 
audience leave knowing exactly what to do.”

Requesting help “Can you review 
this by Friday?”

“Can you review this by 
Friday and let me know 
whether the 
recommendations are 
clear?

“Would you have time to review this by Friday? I am 
especially interested in whether the recommendations 
are clear and whether the transition between the 
second and third sections makes sense. You have 
worked closely with this audience, so your perspective 
would be especially helpful.”

Sharing an opinion “I prefer the first 
option.”

“I prefer the first option 
because it is easier to 
navigate.”

“I prefer the first option. When I looked at both 
versions, the first felt easier to navigate and made the 
most important information visible immediately. I also 
think it would be more intuitive for someone visiting the 
site for the first time.”

Answering a question
“Yes, the 
deadline is 
Friday.

“Yes, the deadline is 
Friday at 5:00 p.m.”

“Yes, the deadline is Friday at 5:00 p.m. We chose 
Friday so the team would have time to review 
everything before Monday’s meeting. Submitting 
earlier is welcome, but Friday is the final deadline.”

Situational examples along the spectrum
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Contextual/Indirect
• Signals meaning through context, tone, 

timing, questions and softening language.

• Non-verbals are important to read.

Explicit/Direct
• States the message clearly and explicitly. 

• Meaning is carried mainly in the words 
themselves.

Dimension 1:  Contextual vs. Explicit Spectrum

Situation Contextual/Indirect Diplomatic Explicit/Direct

Disagreeing in a 
meeting

“That is certainly one way we 
could approach it.”

“I wonder whether there might be 
another way to think about the 
timeline.”

“I disagree with that approach 
because it may increase the 
timeline.”

Giving corrective 
feedback

“I wonder how this might read to 
someone encountering the topic 
for the first time.”

“There may be an opportunity to 
strengthen the evidence and make 
the organization a little easier to 
follow.”

“The report needs stronger 
evidence and clearer 
organization.”

Declining a request “There seem to be several 
priorities converging this week.”

“This week is already quite full. I’m 
not sure I could give that the 
attention it deserves.”

“I’m not able to take that on this 
week.”

Asking someone to 
revise work

“We still have several people 
who have not had an 
opportunity to contribute.”

“It would be helpful if we could 
take another look at sections two 
and three before Friday.”

“Please revise sections two and 
three by Friday.”

Expressing 
concern

“Perhaps we should see how 
things develop before moving 
ahead.”

“I’m wondering whether we may 
want a little more time before 
launching.”

“I’m concerned that we are not 
ready to launch.”

Requesting 
clarification

“There may be another layer to 
this that I’m not yet seeing.”

“I may be missing part of the 
picture. Could you say a little 
more?”

“I don’t understand what you 
mean. Can you explain it?”

Addressing missed 
deadlines

“The next team was waiting for 
the materials yesterday.”

“The timing created some 
challenges for the next stage of the 
project.”

“You missed the deadline, and that 
delayed the project.”

Expressing a 
preference

“Tuesday tends to be a little 
easier.”

“Tuesday may work especially well 
on my end.”

“I would prefer to meet on 
Tuesday.”

Saying no to an 
idea

“We may want to keep the options 
open for now.”

“That may be difficult to implement 
under our current conditions.” “I don’t think that idea will work.”

Inviting 
participation

“There are a few voices we have 
not heard from yet.”

“I’d be interested to hear any 
thoughts you may have.” “What is your opinion?”

Situational examples along the spectrum
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Communication preferences are not fixed. Most people move among styles depending 
on the situation, relationship, level of trust, power dynamics, and cultural context.

Notice Your Patterns:

• Which communication style do you tend to use most often: Exacting, Talkative, 
Understated, or Effusive? 

• Which style do you tend to use when you feel confident and comfortable? 

• Which style do you tend to use when you feel stressed, uncertain, or under pressure? 

• Which style feels least natural to you? Why?
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