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Preparing to Give Feedback Worksheet 
 
Before giving feedback to anyone, it’s helpful to prepare yourself and your thoughts.  Follow the steps below to get clear 
about what you’d like to express.

Step 1: In the space below, write about the behavior you’ve noticed in the other person that has your attention.  Allow 
yourself to write freely, stream-of-conscious style, without editing or censoring.

Step 2: Take a breath and move your body.  Ask yourself these two questions:

Step 3: Decide on the purpose and desired outcome of your feedback: do you want to simply bring awareness, secure an 
agreement, or issue a directive?  Check the column that matches your purpose.

Purpose 1:  Observational

Your intended outcome is to provide 
information without seeking an agreement.  

You’re unattached to others’ reactions. 

Example: 

“I noticed when Travis asked for new ideas 
on improving the breakroom, you were 
silent even though you had previously 

shared many ideas with me.” 

“I notice the tags are still on your shirt.” 

 “I noticed that you finished Gwen’s 
sentences for her.”

Purpose 3:  Directive

Your intended outcome is a clear behavior 
change in another person.  There’s no 

negotiation.

Example: 

“I didn’t like it when you put your arm 
around me in the exercise.  Don’t touch me 

without asking.”

“You brought up Mila and expressed 
frustration about her.  I won’t talk about 

colleagues in their absence.”

“You’re a part of this team and I want you 
at the negotiation table.  Don’t sit in a chair 

against the wall.” 

Purpose 2:  Agreement-Oriented

Your intended outcome is to get buy-in or 
secure an agreement.

Example: 

“The last few times we’ve gone to dinner, 
everyone chipped in to pay, but you didn’t 
contribute enough to cover the tip.  Would 

you be willing to add a 20% tip to your 
portion when we split the check?” 

“A blind spot I think you may have is 
a habit of reflexive apologizing.  My 

suggestion is you eliminate that behavior.”   

“An area I would like to see you claim 
100% responsibility for is how your 

expressions of anger affect the crew.  Are 
you willing to explore that?”

A.  Is there something that you want the other person to do differently?  (This is a yes or no question.)

B.  If yes, what is the change in behavior?  Be specific and write in the space below.
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Step 4: Depending on the purpose of the feedback you want to give, follow the prompts below.

Step 5: Take what you wrote in the grid above and put it in succinct sentences below.  When you deliver the feedback, 
include steps A and C below.

Feedback Purpose 1:  Observational

What is the specific behavior you 
noticed?  Include any necessary but 

minimal context.  Be mindful of facts vs. 
stories. 

I noticed…

A.  Start with the question, “Are you open to some feedback?” 

B.  (Write your feedback sentence(s) here.)

C.  End your feedback by saying, “I appreciate you for being open to my feedback.” 

Feedback Purpose 3:  Directive

What is the specific behavior you 
noticed?  Include any necessary but 

minimal context.  Be mindful of facts vs. 
stories. 

I noticed…

What is the directive (what is the specific 
behavior change you want to see)?

Stop ____________________________.

Do ____________________________.

Don’t ____________________________. 

Feedback Purpose 2:  Agreement-Oriented

What is the specific behavior you 
noticed?  Include any necessary but 

minimal context.  Be mindful of facts vs. 
stories. 

I noticed…

What is your request (may be a change in 
behavior, a new agreement, etc.) 

Would you be willing to...

My request is that you...

 


