In teams of 3 or 4, instruct each team to select a business etiquette topic on which they will do a presentation using PowerPoint and at least one interactive activity.  Possible topics are:


A.
Introductions/Handshakes


B.
Communications, Including Telephone and Email


C.
Professional Image


D.
Social Skills


E.
Dining Etiquette


Presentation requirements are:

A.
The first slide should be an introduction slide and should include the business etiquette topic and the names of all team members.


B.
The last slide should be a “conclusion” slide to end the presentation.


C.
Each presentation should be at least 10 slides long.

D.
Remember that the PowerPoint presentation is only a supplemental enhancement to your presentation – the focus should be on the presenter – slides should have very few words on them.

E.
Your presentation should include at least 3 appropriate graphics that correlate to your business etiquette topic.

F.
You may use notes during your presentation, but you MAY NOT read from the notes - it should be in your own words.
G.
All team members must contribute equally to the preparation and deliver of the presentation.

H.
Each presentation should include an interactive activity to help other students learn more about the business etiquette topic on which your team is presenting.

A scoring guide is attached for Activity #3.

Business Etiquette Group Presentation

Assessment/Scoring Guide

	Criteria
	10-9
	8-7
	6-5
	4-0

	Content 

· Slideshow contains at least 10 slides, including an introduction slide and a conclusion slide. 
· Slideshow includes at least 3 appropriate graphics that correlate to the topic.
	
	
	
	

	Organization

· Information relates to the topic.

· Information follows a logical order.

· Slideshow information is clear and concise, with very few words being used on each slide.
	
	
	
	

	Presentation

· All team members contribute equally.

· If notes are used, they are only referred to occasionally – they are NOT read.

· Quality of oral presentation is understandable and makes sense.

· Eye contact is maintained with the audience during the oral presentation

· Interactive activity is included.
	
	
	
	

	Proofreading and Editing

· Presentation contains no typographical or grammatical errors.

Subtract 1 from 10 for each error and record the number, e.g., perfect = 10; 1 error = 9; 2 errors = 8; etc.
	
	
	
	

	TOTAL Points
	
	
	
	


