Structuring a speech


1 Objective

Write down the objective of the speech in one easy sentence. (For example, “Inform the audience about how to structure a speech”.) There are four main types:

-
Inform

-
Persuade

-
Inspire

-
Entertain

2 Structure

Plan the structure of the speech. The easiest is:

-
Introduction

-
Body

-
Conclusion

Other structures are really variations: see speeches 7 and 9 from the basic manual. Mind maps can be helpful.

3 Introduction

One or more of the following:

-
Grab the audience’s attention

-
Present yourself as an authority

-
Tell them what you’re going to tell them

4 Body

The main part of the speech:

-
About 3 key points

-
Back up with facts & figures, examples and illustrations

-
Break it down further, to a level somewhere between sentences and paragraphs

-
Include signposts

5 Conclusion

Either or both of the following:

-
Tell them what you’ve told them

-
A rousing finale

6 Writing the speech

And now you can write it. If the speech is properly structured, this is straightforward.

30/03/2004

Page 1 of 1

