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mistakes in a presentation, you should not assume that he hadn't prepared thoroughly. You should
simply comment that he made mistakes — and, ideally, note what the mistakes were. Don't rely on
hearsay, as this may contain others' subjective judgments. Again, this could undermine your feedback
and jeopardize your relationship.

The examples below include a description of the specific behaviors you might want to address:

"During yesterday morning's team meeting, when you gave your presentation, you were uncertain
about two of the slides and your sales calculations were incorrect."”

Aim to use measurable information in your description of the behavior. This helps to ensure that your
comments are objective.

The last step is to use "I" statements to describe how the other person's action has affected you or
others.

For example: "During yesterday morning's team meeting, when you gave your presentation, you were
uncertain about two of the slides and your sales calculations were incorrect. | felt embarrassed because
the entire board was there. I'm worried that this has affected the reputation of our team."

Once you've delivered your feedback, encourage the other person to think about the situation and to
understand the impact of her behavior. (The technique can help her to explore
how other people may think.) Allow her time to absorb what you've said as well, and then go over
specific actions that will help her to improve. Also, where someone has done something well, help him
to think about how he can build on this.
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