MEMORANDUM

TO PROFESSOR:  ____________________________________________________________

FROM (STUDENT):_______________________________________________________________

DATE: _______________________________________________________________________

SUBJECT:

FEEDBACK REGARDING MY PRESENTATION

Please complete the feedback sheet on the reverse side of this page and send it to the student’s GEB 6215 Instructor. 
Instructor Name:  _____________________________________________________ 
The Business Communications Program

Building 24, Room 348
As a requirement of my communications program, I need you to submit this feedback sheet.  The information you provide indicates the extent to which my speaking skills demonstrate the standards of the communications program.

Please forward your feedback within one week.

Thank you for your cooperation.

_________________________________________
Student’s Signature

______________________________________________________________________________

DIRECTIONS FOR RATING

Simply check the box that best indicated the extent to which the student has demonstrated each critical point.

If you wish to qualify your answer, please write a brief comment.

Your feedback will be used to track the student’s progress with or maintenance of his or her presentation skills.  Your feedback alone will not stop a student from receiving his or her communications certification; it will be used as one source of information to determine the student’s proficiency in this area.

In addition to your feedback, other professors will submit this sheet; someone from the Business Communications Program will observe the student speak; and the student will demonstrate his or her skills in the GEB 6215 class.

If you have any questions, please call or e-mail my instructor.
BUSINESS COMMUNICATIONS PROGRAM

PROFESSOR’S  FEEDBACK SHEET

	CRITICAL POINTS


	AGREE

(Excellent)
	MOSTLY

AGREE

(Good)
	OCCASIONALLY

AGREE

(Below Avg.)
	DISAGREE

(Poor)

	Spoke without having read or memorized the 

speech
	
	
	
	

	Appeared knowledgeable and confident
	
	
	
	

	Presented appropriate information in a logically

organized manner
	
	
	
	

	Used relevant visual aids
	
	
	
	

	Used uncluttered visual aids that could be easily

read from the back of the room
	
	
	
	

	Established and maintained eye contact

Throughout the presentation—student appeared

to see the audience
	
	
	
	

	Spoke fluently without distracting hesitations or

filler words (e.g., “ah,” “um,” “ok,” “you know”) 
	
	
	
	

	Used effective vocal cues (e.g., inflection rate,

volume, and enthusiasm)
	
	
	
	

	Used correct grammar and word choices
	
	
	
	

	Used illustrative gestures, which supported the

 ideas being presented, rather than nervous gestures
	
	
	
	

	Moved appropriately, without pacing, rocking, shifting from foot to foot, or standing in the “fig

leaf” or “handcuff” posture
	
	
	
	


Comments
Professor’s Signature __________________________________________________  Date _________

Please send this sheet directly to the Business Communications Program: Fleming Hall 348 or email it directly to the appropriate instructor.

