Speech Evaluation Checklist
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Check the items that you observe.

Organization

Opening

 FORMCHECKBOX 
     Acknowledged audience
 FORMCHECKBOX 
      Identified self

 FORMCHECKBOX 
     Gained attention (examples, facts, story, question)
 FORMCHECKBOX 
     Stated topic and purpose

Body

 FORMCHECKBOX 
     Presented main points of topic
 FORMCHECKBOX 
     Provided supporting points to validate main points
Closing

 FORMCHECKBOX 
     Summarized main points

 FORMCHECKBOX 
     Restated or rephrased purpose

 FORMCHECKBOX 
     Provided something to remember, think about, or act upon

Visual, Vocal, Verbal

Eye Movement
 FORMCHECKBOX 
     Look around room at beginning

 FORMCHECKBOX 
     Begin by focusing on one individual

 FORMCHECKBOX 
     Hold eyes on one person when completing a thought

 FORMCHECKBOX 
     Move eyes to all parts of room during presentation
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 FORMCHECKBOX 
     Vary tone to emphasize key words and phrases 

 FORMCHECKBOX 
     Pause frequently

 FORMCHECKBOX 
     Adjust volume to room size

 FORMCHECKBOX 
     Speak at appropriate rate 

Body Movement
 FORMCHECKBOX 
     Use hand gestures to emphasize key points 

 FORMCHECKBOX 
     Use hand/arm/body gestures to depict size or shape 

 FORMCHECKBOX 
     Balance stance throughout presentation

 FORMCHECKBOX 
     Complete gestures/ let hands return to sides between gestures


Language 

 FORMCHECKBOX 
     Speak at appropriate level for audience

 FORMCHECKBOX 
     Define terms that may not be understood

 FORMCHECKBOX 
     Avoid figures of presentation that may not be understood

 FORMCHECKBOX 
     Utilize proper style for audience (formal or casual)
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