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	 Topic selection  (Invention)
· Purpose is clear

· Appropriate for audience

· Appropriate for assignment (what is purpose?)
	

	Audience adaptation (Invention)
· Persona—speaker’s role

· Tone—attitude toward audience, topic, subject

· Who is target audience?
	See the “Audience Analysis” guide sheet

	Outline (Arrangement)
· Follows correct guidelines

· Easy to follow

· Followed in speech

· Effectively guides audience through argument/info.
	See the “Basic Outline Format for a Speech” guide sheet

	Introduction (Arrangement/Invention)
· Attention getter



· Introduce topic



· Establish credibility/rapport with audience

· Central idea/Preview
	See the “Introductions and Conclusions” guide sheet



	Body (Arrangement)
· Main point statements introduce ideas

· Clearly organized


· Transitions in appropriate location

	See “Basic Outline Format for a Speech” and “Transitions” guide sheet

	Argument/Central Idea (Arrangement/Invention)
· Developed thoroughly

· Effective for the audience

· Topic well explained

· Accounted for opposition (if persuasive)

· Added to credibility
	

	Sources/support material (Invention)
· Sources used

· Effective choice of sources (for topic/audience)

· Cited appropriately

· Support material adds to speech

· Adequate support material

· Added to credibility
	

	Conclusion (Invention/Arrangement)
· Summary



· Strong closer—leaves audience with a thought
	See the “Introductions and Conclusions” guide sheet

	Language (Style)
· Language is clear and concise

· Adds to style of speech—creative 

· Appropriate (for occasion/audience/subject)
	

	Delivery (Delivery and memory)
· Eye contact


· Vocal variety



· Movement



· Vocal fillers

· Practiced

· Enthusiasm

· Sound conversational

· Seems familiar with content

· Connects with audience
	See the “Delivery” guide sheet



	Visual aid (Delivery and memory)
· Added to speech

· Professional appearance



· Well used


	See the “Using Visual Supports Effectively” and “Presenting with PowerPoint” guide sheets


	Strengths:

	Things to work on:


Don’t forget to visit our web site (http://www.usm.edu/speakingcenter) for guide sheets and other information.  

Other useful guide sheets available online and the center:

Develop and Deliver a Successful Speech

General Tips for Improving Your Presentations

Group Presentations

Presenting a Paper

Self-Evaluation Form

Speech Anxiety

