WMDC Support Evaluation Form

for use by:

WMDC Visiting Program Managers and Guest Speakers
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Your feedback is important to the WMDC to ensure future seminar quality and consistency, and to continue positive relationships with our Visiting Program Managers and Speakers.  Please use a blue or black pen to darken the most appropriate answer.  When completed, FAX this form to Joe Wienand at the WMDC at 303-XXX-XXXX.  Your responses will remain confidential.  Thank You in advance for your assistance and prompt attention. 

Class:
WMDC Program Manager:

Session Dates:
WMDC Program Coordinator:

1. Did you receive adequate informational material prior to the start of class?    

2. Did you receive written confirmation of class dates and times at least



two weeks prior to the start of the class?

3. Was the correct classroom reserved and properly set up in accordance 

with your instructions for your seminar?

4. Did you specify the equipment & presentation materials you needed 

at least 3 weeks in advance? 

4a.  If so, was the equipment set up as required and fully    

      functional for the duration of the seminar?

4b.  If so, were all presentations, handouts and visual aids available 

       when you requested?


5.  Did you know how to reach the Program Manager or Program 



 Coordinator in the event of an emergency?


6. Was your honorarium payment timely and for the amount negotiated?

7. Did you receive performance evaluations within two weeks



of the course completion?

The Following Section for Visiting Program managers only:

8. Did you have formal meeting and debrief with the WMDC 

      

Program Manager at the close of your seminar to discuss the 



positive aspects of the course and to identify any areas for improvement? 


9. Did the WMDC Program Coordinator provide sufficient support to you?


10. Was the debriefing after the close of the seminar beneficial to you?

11.  Do you think the debriefing will help you improve the 

 
 
 quality of the class and your performance?







Please feel free to FAX any additional written comments to Joe Wienand 303-671-1056, or email them to jdwienan@opm.gov.  Be sure to include the seminar title and the dates in your comments.   


