Briefing and Presentation Skills


BRIEFING ASSESSMENT CRITERIA FEEDBACK FORM

Student’s Name:  _________________________________________

	Indicator
	Yes
	No
	Comments


	Organization and Content:

· Followed a well-organized agenda.

· Did not overrun time limits.

· Acknowledged and thanked the sponsors of the meeting.

· Advised the audience on how questions will be handled.

· Addressed major topic areas

· Addressed issues unique to the community.

· Managed expectations.
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	Delivery:

· Used easy-to-understand words.

· Articulated clearly.

· Created images through the use of words.

· Used tone and inflection to emphasize key words.

· Varied tone to maintain interest in the message.

· Used appropriate hand gestures to enhance the message.

· Used a physical stance that made him or her appear confident and in control.

· Made eye contact with the audience.

· Used facial expressions to support the message.

· Stayed within the limits of his/her correct knowledge by avoiding unknown areas or promising to get back with additional information.
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	Overall Strengths and Areas for Improvement
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