Evaluation Instructions:
· Please complete the following information:

· Chapter Name
· Session Title
· Speaker Name

· Session Date

· Level of Session
· Chapter Name, Session Title, Speaker Name and Session Date are located in a header.  In order to change this information:

· Click on View (top of Word)

· Select Header and Footer

· Change the requested information and click CLOSE on the Header and Footer box.  

· All other changes are within the Word document; please simply add the requested information.

Evaluation Summary Instructions:

· Complete the highlighted boxes on the top of the worksheet. (Chapter Name, Date, etc.)

· Please manually count the responses for each question from every evaluation submitted.  

· When complete, you should have a total for number of responses for each question for:

· To a Very Great Extent

· To a Great Extent

· To Some Extent

· To a Slight Extent and 

· To No Extent. 

·  Enter these totals in the corresponding highlighted, yellow boxes on the summary worksheet.  

· This worksheet is formula based and will calculate the evaluation score for you.

· Forward the completed form to rrobichaud@mpiweb.org 

