Points to Remember in Preparing and Giving a Speech
Organizing Your Speech

The following is an outline of what should be included in every speech:

I.  Introduction

A.  Give an illustration or tell a short story to start out.

B.  Tell the audience about what you are going to say.

II. Body


A. Have your first main point

1. Build on it by using a story, example, experience, joke, etc.

B.  Next main point

1. Build on it by giving statistics, facts, illustrations, etc.

C. Third main point

1. Build on it by giving supporting details, anecdotes, illustrations, etc.

III. Conclusion

A. Tie it back to the main topic.

B. Summarize or go back to the main topic. Tell the audience what you said.
C. Leave a challenge or appeal.

Some Problems that Plague Public Speakers

Q. How should I get to and from the platform/stage/podium?

A. Walk naturally, not too fast and not too slow.

Q. Where and how should I stand?

A. Stand where it will be easy for you to see your audience, and for your audience to see you.  Usually, just to the audience’s right is good.  Stand naturally and do not slump or lean on the lectern.

Q. Should I move around while speaking?

A. Yes, but do it naturally and for a reason.

Q. What should I do with my hands?

A. Put them in your pockets, but do not leave them there.  Rest them lightly on the lectern, but do not cling to it.

Q. How should I use the stand (podium)?

A.  Do not become too attached to it; and do not pound on the lectern or rattle papers, etc.
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