Adkerson

Name:  __________________

Preparing a Speech

You may not realize it, but you’ve been making oral presentations ever since you started school.  In the early grades, your teachers coaxed you to say your name or to tell about your favorite toy (show and tell). 

No doubt, you enjoy talking to your friends as often as you can.  It’s just as certain, though, that you do not enjoy giving a speech in front of your classmates.  For one thing, giving a speech is such a formal activity-you have to have all of your thoughts and ides worked out ahead of time.  For another thing, everyone is just sitting there, waiting for you to say something brilliant or funny or …

There are three main things you can do to present an effective speech and make the whole experiences as painless as possible.  First, choose a subject that genuinely interests you and will appeal to your listeners.  Second, collect and organize plenty of interesting details to share.  And third, practice your speech until giving it is almost as easy as talking to a trusted friend.  

Steps to Delivering an Effective Speech

1. Understand purpose for speech

2. Learn about WHO your audience is going to be  (your class)

3. Choose a specific topic that meets the requirements of your assignment 

4. Write a statement of purpose.  I will persuade my audience to __.

5. Collect information/research

6. Outline

7. Prepare your note cards

8. Prepare your visual aide

9. Practice your speech
Planning Your Speech

To get started, you need to do the following things:

1. Understand the purpose of your speech

There are three main purposes for formal speaking:  to inform, to persuade, and to demonstrate. 
The purpose of my speech is to _________________________.

2.  Think about your audience by asking…
· What are their ages, backgrounds, interests, and needs?

· Will my audience be familiar or unfamiliar with my subject?

3.  Select a specific subject

A good speech starts with a good subject-one that you think will interest your audience.  Here are some important points to consider when selecting a subject:

· Know your subject:  Make sure that you know your subject well or that you can learn about it in a short time.

· Choose the right subject:  Make sure that your subject meets the requirements (and purpose) of the assignment.

· Choose a specific subject:  make sure that your subject is specific enough to cover in the time allowed for your speech.  

Example:  General idea = hobby

Hobby > crafts > scrapbooking > why you should scrapbook
The specific subject of my speech is _____________________________.

4.  Collect plenty of interesting details 

Listed below are different sources of information for your research.  Always consult as many sources as time permits.

· Tap your memory:  If your speech is based on experience, write down the facts, details, and feelings as you remember them.

· Talk with people:  Discuss your subject with a variety of people who may be able to provide details from their experiences.

· Get firsthand experience:  (If this applies to your topic)

· Search the library:  Make sure to check different library resources including books, magazines, pamphlets, videos, and so on. 

· Explore the internet:  check out appropriate Web sites and news groups for information.  I will give you class time to do this; HOWEVER, it is YOUR responsibility to use your class time wisely!

Collecting Tips:

· Gather more facts and details than you need.  You can decide which ones to use as you write your speech.

· Take good notes and make sure to write down all the sources of your information.  

· Visual Aids ~ Look for photographs, maps, models, artifacts, charts, and so on.  Showing such items can make any speech more interesting and/or convincing.
· Create your own graphics or charts if you can’t find ones that meet your needs; however, you need to remember these tips:

· Make them big.  Everyone in the room should be able to see your visual aids.

· Keep them simple.  Don’t use sentences and paragraphs.  Labels and short phrases are more effective.

· Design them to catch the eye.  Use color, bold lines and basic shapes to attract attention.
Helpful Hints: 

	Posters
	Show words, pictures, or both

	Photographs
	Help your audience “see” who or what you are talking about

	Charts
	Compare ideas or explain main points

	Transparencies
	Highlight key words, ideas, or graphics

	Maps
	Show specific places being discussed

	Objects
	Allow you audience to see the real thing


Writing Your Speech
As you write your speech, remember that your ideas will be heard, NOT read; so let your personality come through.  In addition, use specific words that help listeners picture in their minds what you are saying.
1. An attention-getting beginning

The beginning of your speech must get your listeners’ attention and, of course, tell what your speech is about.  Here are five ways to begin:

· Ask a question

· Give a surprising fact

· Tell an interesting or surprising story

· Ask listeners to imagine something

· Repeat a famous quotation

Helpful Hint:  Review the facts and details you have gathered to find the best way of capturing your audience’s attention.  Write two or more beginnings, and see which one you like best.

2. A convincing main part

Once you decide upon the beginning part, turn your attention to the body of your speech.  Move your note cards around until you get everything in the best order.  Also, as you write, turn each fact or detail into an interesting, smooth-reading sentence.  Explain or describe each part of your topic clearly so that your audience can follow along easily and enjoy what you say.  If you are giving your opinion about something, support your point of view with enough reasons to convince your listeners.

Helpful Hint:  You may decide NOT to use all of the note cards you have compiled; or, after you review your notes, you may choose to do additional research.

3. A Strong Ending

Remember your ending must say more than “That’s it” or “There’s nothing more to say.”  In fact, it should be just as interesting as the beginning.  Here are different ways to end a speech:

· Tell one last interesting fact or story

· Explain why the topic is important (this is good for persuasive speeches)

· Sum up the most important ideas in your speech

· Share a final idea that will keep the topic in your listeners’ thoughts

Practicing and Giving Your Speech

1.  Practice, Practice, Practice,
· Start practicing your speech at least two days ahead of time

· Practice by yourself at first.  If possible, record yourself

· Then get friends or family members to listen to your speech (ask for honest, constructive advice)

· Practice until you know your speech inside and out

2.  Give Your Speech

· Head up and stand straight and tall

· Speak loudly, clearly, and CONFIDENTLY!
· Don’t rush!  Take your time, and use your voice to add color and interest to your speech.  GLANCE at your notes cards when you need to.
· Look up as often as you can

· Use your hands in a planned way.  Don’t make any nervous movements with your hands.
· Talk with your eyes and facial expressions by looking at the audience as you speak.

· Keep your feet firmly on the floor.  Don’t sway from side to side.

· Show interest in your topic all the way through your speech and wait a few seconds after you are done before you sit down.   Don’t run back to your seat(. 
