Notes For Listening:

Be courteous 

· Listen carefully and quietly to each speaker.

· Do not interrupt the speaker with questions or comments during the presentation.  

· Reserve all questions for the end of the presentation. 

· Ask only thoughtful and questions appropriate to the subject.

Be Observant 

· Listen for details to determine whether they are accurate

· Think of ways the presentation could be done more effectively.

· Determine ways to use the information to better your own presentation.
Concentrate
· Face the front of your desk

· Take appropriate notes 

· Keep your attention on the presentation and the speaker.
