Speech Writing

I.  Getting Started: 

· Select a Subject you like and one you hope will be of interest to your audience.  

· Decide on the Purpose of your speech

· To inform?

· To entertain?

· To persuade? 

· To demonstrate? 

· Write Down the Main Points you wish to make in your speech

II.  Parts of a Speech


A good speech should contain the following parts: 



A.  Introduction




-Purpose is to arouse audience interest in your subject




-Should be lively and/or friendly




-Should lead the listener toward what you are going to talk about



B.  Body:




-States the main ideas of your speech in good, clear sentences




-Supporting information expands upon each idea:





-Facts and information





-Examples





-Comparisons and contrasts





-Opinions of authorities/Testimonies of experts



C.  Conclusion: 




-Restates the main idea of summaries the main points




-May urge listeners to follow a certain line of action or thought




-Since this is the climax of your speech, it should end in an interesting or empathetic manner.  

III.  Suggestions for a better written speech: 

· Don’t use a word or phrase you or the audience won’t understand.  

· Sentences should be short and tight- they are much easier for the audience to follow this way.  

· Use short paragraphs.  

· Keep the language simple- avoid acronyms, jargon, multi-syllable words, clichés, large numbers or statistics, or long quotes.  

· Don’t be passive- use active verbs- they’re more direct and personal

· Be vivid.  Appeal to the audience’s senses.  Vivid language adds excitement to a speech.  Don’t use boring words.  

IV.  Delivering the Speech


A.  Know your Speech (this is NOT the same as memorizing)



-Practice your speech over and over again until you know most of it.  There are many ways to practice:  




i.  In front of a small audience (friends, parents, teacher, etc.)




ii.  In front of a mirror




iii.  Into a tape recorder



-Use small cue cards if necessary but DO NOT DEPEND ON YOUR NOTES!!!!


B.  Speak Loudly and Clearly


-Enunciate words



-Slow down toe emphasize a point



-Pause briefly after points you wish your audience to think about or remember      


C.  Maintain Good Eye Contact


-Scan your audience as you speak



-Poor eye contact results in the audience feeling left out and they soon become disinterested


D.  Use Gestures (SMALL hand movements where possible)


E.  Above all, BE ENTHUSIASTIC about your topic and show it!  

