Student _________________________________________________________________
Work Site _______________________________________________________________
Work Supervisor _________________________________________________________
Formal Oral Presentation Checklist
Create Your Formal Oral Presentation
Use the following checklist when constructing your formal oral presentation to ensure all of the important elements are included. You can customize your presentation to fit your internship’s unique characteristics and assignments, your audience’s characteristics, and the time allotted. The presentation strategy you choose will also affect the elements you will include in your presentation. It is strongly suggested that electronic slides be used in making the presentation. 

· 1.  
A brief overview of your internship responsibilities. Describe what you did and how you did it. Be specific, but do not provide unnecessary details.
· 2. 
A clear presentation of your learning objectives and the degree of accomplishment attained. These learning objectives may be listed with an appropriate designation of completion. All of the learning objectives do not have to be covered during the presentation. Choose those of significance for discussion.

· 3.
An indication of how your internship has helped you to develop your career objectives. Sometimes you may decide to head down a different career path after completion of the internship. If this is the case, explain how the internship affected your decision.
· 4. 
A description of new networks that you have formed during your internship. Relate how you will maintain those networks in the future.

· 5. 
Creative examples of your work or accomplishments during your internship. These examples may be in the form of electronic slides, papers or reports, pictures, written or electronic documents, or some other form. Use these examples to help demonstrate how you brought value to the sponsoring organization.

· 6. 
A conclusion that summarizes the chief learning accomplishments you experienced during the internship. Be sure to thank your internship sponsor for the valuable learning experiences provided. (Some sponsors like to address the audience at this point.)
Evaluate Your Formal Oral Presentation 
You have just given a formal oral presentation. It is now time to have your audience evaluate and critique your performance. Ask audience members to answer the following questions:

a. How would you describe the overall presentation? Was the presenter successful in communicating about his or her internship? What suggestions do you have for improvement?    

b. What were the intern’s primary accomplishments? Did those accomplishments bring value to the sponsoring organization? Explain. 

c. Assess the role of learning objectives in guiding the intern’s performance at the sponsoring organization. What, if any, suggestions would you offer?
d. If you could offer one additional positive criticism of the presentation, what would it be? If you could offer one additional negative criticism of the presentation, what would it be? 
CHAPTER 10: Formal Oral Presentation Checklist

Purpose:  This activity provides a checklist to help students create a formal oral presentation. Customization is encouraged to make the presentation more meaningful.  Review the various presentation strategies discussed in the chapter. Explain to students that regardless of the presentation strategy chosen, there are certain basic elements that should be included in all presentations. 
In the second part of this activity, the student’s audience will have the opportunity to critique the formal oral presentation. The audience may include the internship sponsor, the adviser, and other organizational members who have an interest in the intern’s performance and experience. Students should develop ways to correct deficiencies pointed out in the audience evaluation. Instruct students to focus on strategies for improving their oral communication skills and their presentation strategies. 
Students should record information from the oral presentation process in their daily journals. Students should also receive immediate feedback on their presentation so corrections and improvements can be made in the future.   
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