	Evaluation 
Note-Taking Matrix
	THINGS I LIKED

	THINGS TO IMPROVE


	WHAT I SAW


[image: image1.wmf]

	
	

	WHAT I HEARD

[image: image2.wmf]
	
	

	WHAT I FELT

[image: image3.wmf]
	
	

	HOW WAS IT ORGANIZED
	
	


Handy Dandy Evaluation Guide

Opening:

Give a very brief overall reaction to the speech.  Find something about which to comment positively.  Avoid going into detail.  Try to be positive overall in this portion.

Good Things:

Mention the things YOU think the speaker did well (eye contact, gestures, organization, vocal variety, use of notes, lectern presence, word selection, humor, etc.)  Be Specific.
Objectives:

Discuss how well YOU FEEL the speaker met his/her objectives.  Cover the objectives successfully met first in order to use the ones not fully met as part of suggestions.

Suggestions:

Offer suggestions for improvement.  Be sure to always word them in a positive manner.  (i.e. “It might have been better if you…” or “You might want to try…” rather than “You did this or that” or “Your close was weak.”

Summary:

Summarize your reaction to the speech.  Always be positive here. This is no place for suggestions.  Leave the speaker thinking that he/she has accomplished something.
Final Sentence:

Prepare a final sentence that leaves the speaker on a “high.”  That last sentence will probably be the one point that will stick with the speaker longest.  Leave the speaker feeling good about him/herself.

Personalize:

Throughout the evaluation, be sure to convey to the speaker the idea that this is just YOUR reaction.  Use phrases such as “I feel…”, “I think…”, “As I saw/heard you…”, “In my opinion…”, “I suggest…”, “You might want…”, etc.  Avoid making statements as if they were fact rather than opinion.
Evaluation can be an art, and a skilled evaluator can “massage” the speaker’s self-image while offering concrete suggestions for improvement.
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