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Is a FORMULA necessary?

Most books on public speaking have chapter upon chapter of all the different elements necessary to create a great speech.  The amount of information necessary to create a great speech, while vital, can be overwhelming. The FORMULA simplifies this process, providing clear, step-by-step, guidelines ensuring that you produce a great speech.  Ultimately, it is a systematic approach to constructing messages, which positively promote your interest.  Certainly, there are other ways to go about putting together a great speech, but this is one way that offers simplicity and consistency.  You can be sure that by using this system, you will deliver a dynamic speech! 

Tour Guide Metaphor

In a moment I’m going to introduce you to the formula and forms that are designed to help you use the formula to construct a speech, but I’d like to preface that by explaining your role as a speaker.  When you speak to an audience and especially when you are sharing some concepts that may be complicated to varying degrees, it can help you to think of yourself as a tour guide.  This includes how you speak to the audience and also we can use it to explain how we design the speech.  
Speak:  When you speak to the audience keep in mind that each audience member must follow you and this is the first time they are hearing the information.  Imagine you are at your home.  The way that you walk through your house when you are by yourself, takes moments.  Imagine you have 5 or 10 people who you are taking through your house for the first time.  Your speed would decrease dramatically.  You would have to slow down ridiculously to point out interesting features.  To get from one end to the other would take much longer than you waling through it yourself.  The same goes for a speech.  You are leading your audience verbally through the interesting highlights of an idea as opposed to a location.  

Construct:  Now imagine that you are my guest for one day visiting Miami.  Miami is the topic/tour.  We have time in this day to visit two locations.  We’re going to do South Beach and the Coconut Grove.  They serve as the main points
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The specific sites are the Sub Points  For the purposes of a speech, the sub point would be broken down with reliable information, including a hard source, and to make the information come alive, an example.  This is the crux of the formula.  We’re going to explain the formula, but remember, it really is this simple, Main Point, Sub Point, Source and Example.  In this systematic approach provides a simple way for the audience to follow you.

Worksheets: Checklist, Preparation Guide & FORMULA Rubric
These worksheets are great tools, designed to guide you, thus simplifying the process.  Be sure to complete them whenever you develop a speech.  Use these documents to ease you on your journey.  
SPEECH CHECKLIST
	
	Step One:  Complete the Preparation Guide
	Comments

	
	Topic  *Remember: The audience writes the speech! 

Who is my audience?  How do they think? Why?

1. Why is this topic important to them?
2. How will my audience benefit from my words?

3. Will they learn something new?
	Consider demographics:

________________________

________________________________________________________________________

	
	Research

         Quality research adds credibility.  Who/Why = Follow $$

         Multiple sources 4 – 5 for a 5-7 minute speech.

         Create reference page first; share sources verbally & visually
	*PLAGIARISM = CRIME

 Use encyclopedia rather dictionary, no Wikipedia!

	
	Wash Cycle (work out the dirt, have clean, clear thoughts)

Consider:  audience/purpose/research
	

	
	Step Two:  Write the Speech  - Use FORMULA Rubric
	

	
	Write the speech in Outline format like the sample.
Use the FORMULA + full sentences.
	Do NOT use essay format.

	
	Quotes/Questions/Transitions

Include: quotes to enhance points (Yogi Berra); questions posed to engage the audience; clear guidance from point-to-point
	Search for famous quotes on your topic, stretches speech!

	
	Check 4 Mistakes:  Did you …. 
Stretch/Knockout/Preview/Fallacy/Examples/Conclude
	Make it right; don’t leave it wrong!

	
	Peer Review

Have buddy read and provide meaningful feedback.
	Sign OFF: ________________________

	
	Step Three:  Prepare for Delivery - Complete Checklist
	

	
	1.  Read

Read your speech out loud (using outline) 5-10 times.
	Benefit:  You won’t have to memorize!

	
	2.  Create Your Cards & Visuals

Cards: FORMULA + Key Words ONLY
	Too many words  = reading to much = no connection.

	
	Visuals:  Presentation Aids (Power Point) 

· Use key words … no full sentences.
· No FUNK (fonts, colors, sounds, timing, picts)
· 1st slide preview main points; no intro slide
· Bring handouts for audience. Include references.
· Everything must support purpose statement.
· Back up (2 –versions JPG/2003)! Print hard copy.
	C.R.A.P. Concept:

Consistency

Repetition

Alignment

Proximity

See:  The Non-Designer’s Design Book by Robin Williams

	
	3.  Practice, Practice, Practice:  Delivery Principles

Verbal: __Projection__speed__pitch__pronunciation __ennunciation__emphasis__diction__articulation
Non Verbal:__Professional dress__set stage__eye contact__hand gestures__posture__smile__energy_pause
	What are your strengths and weaknesses? Develop an Action Plan.  

	
	Action Plan:  My personal delivery goals are:
1.

2.

3.
	Always ask:

What am I doing to stretch my speech?  Are other opportunities available?

	
	4.  Audio/Video Analysis

Critique yourself.  You are your best critic!  Assess your: Strengths/Weaknesses/Opportunities/Threats
	If you don’t do …  Like going on a date without looking in the mirror!

	
	Time:  DO Eliminate Words; DON’T Speak FASTER 
Never rush your delivery; everything takes longer live!
	Practice Time:




Preparation Guide

This guide will help you prepare efficiently for your speech.  Carefully respond to each part so that you are setup for success.  Your speech will easily come together when you have outlined your thoughts in this way.

(This sheet is used to help you organize your thoughts.  It is by no means the final outline!)

Speech Working Title:  _______________________________________________________________________

Connect with your Audience:  Conduct your Audience Analysis

Primary Audience Analysis

Using demographics, describe your audience._____________________________________________

_________________________________________________________________________________________________

Ask 5 specific questions about your audience:  
_________________________________________________________________________________________________

_________________________________________________________________________________________________

_________________________________________________________________________________________________
Secondary Audience Analysis

Why is this topic important to my audience? ______________________________________________

_________________________________________________________________________________________________

How can the audience benefit from this topic?  ____________________________________________

_________________________________________________________________________________________________

What can the audience learn about this topic?  ____________________________________________

_________________________________________________________________________ (Avoid information the audience already knows.)
Connect with Yourself:  Establish Your Purpose
Purpose Statement:  By the end of this speech my audience will…

Connect with Your Message:  Organize your Message
BODY

Determine an effective organizational strategy.  Refer to your chart!

Clear Organization: 

What are 3 methodologies of organizing a speech; provide two specific organization strategies as examples for each method.

1._______________________________________________________________________

2._______________________________________________________________________

3._______________________________________________________________________

Using roman numerals identify two organizational strategies that would work well to organize this speech.   

________________________________________________________________________

________________________________________________________________________

Now identify an organizational strategy that you CAN NOT use to organize your speech. Explain why it doesn’t work. 
________________________________________________________________________

________________________________________________________________________

What organizational strategy works BEST given your purpose and research?  Why?

________________________________________________________________________

Briefly outline main and sub points using the BEST strategy (consider the logical flow). I.________________________________________II._____________________________

__A._______________________________________  A._________________________

__B.________________________________________ B._________________________

Now that you have a plan, outline your speech, integrating the research and examples you plan to use.   

I. __________________________________________________Main Point (Main points break down the topic and name the sub points (kind of like a "family name".  Many times the points may come from organizational pattern i.e. Problem/Solution; Structure/Function would use What is it/How is it used. )
A.  ______________________________ Sub Point (Sub points name research.)
1. Research List the key information you intend to share from this source _________________________________________________ 

2. Example Provide a vivid example!___________________________ 

________________________________________________
B. ______________________________ Sub Point (Sub points name research.)
1. Research List the key information you intend to share from this source. ________________________________________________ 

2. Example Provide a vivid example!__________________________

________________________________________________
II. _________________________________________________ Main Point  (Main points break down the topic and name the sub points (kind of like a "family name".)
A.  ______________________________ Sub Point (Sub points name research.)
1. Research - List the key information you intend to share from this source _________________________________________________ 

2. Example Provide a vivid example!___________________________ 

_________________________________________________
B. ______________________________ Sub Point (Sub points name research.)
1. Research List the key information you intend to share from this source. ________________________________________________ 

2. Example Provide a vivid example!__________________________  

________________________________________________
Repeat this strategy should you have a third main point and/or for any additional sub points.  Be sure to cite your source on your reference page.

FORMULA Rubric

Here is the FORMULA. It is in the form of a rubric (a scoring tool that lists the criteria for a piece of work or 'what counts’ (cite from encyclopedia).  Each item listed on the formula is an essential part of your speech.  It has a reason for being there and should be executed correctly for the FORMULA to work.  You can use this document to help build your speech as well as to evaluate once you are finished. There is a place for you to score yourself and even write comments. The FORMULA is easy to learn. The better you know it, the more you will be able to use it to express important thoughts. 

Once you are familiar with the individual elements of the FORMULA, you are ready to begin the speech-writing process as described on the back of the FORMULA Rubric labeled, Construction Checklist.  

The information contained within these sheets provides a set of logic that if used as intended will create a great speech.  These documents provide a systematic approach … a process that you must follow to use the FORMULA correctly.  

Speech FORMULA Rubric

Provides a Systematic Method to Develop a Dynamic Speech
Use a check mark if done correctly, + if could be improved and - if did not do correctly.

	FORMULA
	Score
	Comments – Any Mistakes?

	PURPOSE STATEMENT: Establishes a clear goal!
	
	

	Follow these 5 rules to develop your Purpose Statement:
1. Use words, “By the end of my speech my audience will … ________________________________________

2. Dream! GO BIG What would you like to occur?

3. Keep it simple: 1 idea, no AND's or conjunctions

4. Use active verb – something you can physically do! 

5. Do not share with audience. Only for you!
	
	

	INTRODUCTION:  Convinces the audience to listen.
	
	TOPIC LEVEL ONLY

	Attention Grabber 

Interesting & provocative have them @ “Hello!”  Stretch
	
	Activity, movie clip, food!
Stands out, different than rest!

	Thesis

1.  PATHOS: Relate (appeal) to audience, ask questions. 

2.  ETHOS: State thesis (ethical) speaker credibility. 

 Today, I would like to discuss with you…paste from your purpose statement. 

3.  LOGOS: Quote (logic) Use a quote which supports the thesis! 
	
	Don’t go into information from points of your speech -- only statement supporting the topic!

	Preview Main Points

One sentence literally copy/paste your Main Points!
	
	Repetition is GOOD! Audience should remember.

	BODY:  Reveals valuable information about the topic.
	
	Use Roman Numerals Here!

	Which organizational strategy works BEST?
 Main Points:_____________________________________  

Sub Points:______________________________________ 
	
	

	I./II.  Main Point (Must have 2 main points)
Breaks down topic; Category title for sub points.  

Should be easy to remember, organized
	
	

	A /B. Sub Point (Must have 2 sub points)    

Provides name (description) for your research like “Definition” or “Types”.  Breaks down Main Point 
	
	

	1. Research (LOGOS):  

Drives the speech; reveal “jewels” of information you discovered.  Share/cite source  (Display on PP) 
	
	

	2.  Example (PATHOS):

 Breaks down research. Reveal yourself, get personal!  
	
	

	Transitions/Connectors/Sign Posts 

Act as a tour guide, explaining where you are in the speech and where you are going with EACH point.  
	  
	Don't be afraid to SHARE your ORGANIZATION!

	CONCLUSION:  Remind them why they listened.
	
	Introduction Backwards

	Review Main Points (Today we discussed…)
	
	

	Review Thesis: include – Logos, Ethos, Pathos
	
	

	Return to Attention Grabber!
	
	  Bring them Full Circle!


Sample Speech Demonstrating the FORMULA

Discover how the FORMULA works by reading through this speech paying particular attention to the labeled sections.    
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Chapter 5:  The Process
Using the worksheets, let’s go through the step-by-step process to construct a great speech!

STEP ONE:  Complete the Preparation Guide

Here is the first step of our Checklist.  Be sure to open your Preparation Guide to set  you up for success.  Let’s go through each item on the Preparation Guide so that you can clearly understand how to complete each section.
	
	Step One:  Complete the Preparation Guide
	Comments

	
	Topic  *Remember: The audience writes the speech! 

Audience Analysis:  Who is my audience?  How do they think? 1. Why is this topic important to them?
2. How will my audience benefit from my words?

3. Will they learn something new?
	Consider demographics:

____________________________________

________________________________________________________________________

	
	Research

         Quality research adds credibility.  Who/Why = Follow $$

         Multiple sources 4 – 5 for a 5-7 minute speech.

         Create reference page first; share sources verbally & visually
	*PLAGIARISM = CRIME

 Use encyclopedia rather dictionary, no Wikipedia!

	
	Wash Cycle (work out the dirt, have clean, clear thoughts)

Consider:  audience/purpose/research
	


topic:  Consider Your Topic

Many textbooks spend an entire chapter outlining tips on finding a topic for your given audience.  But, the truth of the matter is, in real life, rarely, if ever, are you asked to speak about something you aren’t known for having something to say about.  The great exception to this is in college, especially speech class – many speech classes require students to determine a topic.  Most of the time they choose a topic that has little to do with their audience and everything to do with them.  Outside of the college experience, however, there is a reason you are being asked to speak.  Let’s explore!  
Personally: your grandma dies.  The family, in the midst of their grief, asks you, as her grandchild, to give the eulogy.  While your approach to the topic may need to be considered, your topic is predetermined.

Professionally: your expertise in a certain area becomes legendary locally, the Chamber of Commerce programming director hears of your competitive market edge, and “viola!” you are asked to speak at the next meeting.   
It is an extraordinarily rare situation when you are going to have to randomly find a topic to speak about.  At best, your interest in a specific topic, such as dogs, causes you to take workshops and training, putting you in the unique position to speak on this topic to an audience.  When you have a given area of expertise, be sure to put yourself into your speech so that you shine; so the audience can see that you care about the topic.  Do your research, do your homework.  It is less about determining your topic than about knowing how to approach your topic brilliantly.
Name Your Speech
When you have a presentation to develop, consider your topic.  Think about the various directions you could take given what you know about the topic.  Once you have a direction, try to give the speech a title.  Don’t stress – the title is really for you, it helps give you a direction and you can change the title if your direction changes as a result of subsequent steps.  Try to wrap your hands around or get a grip on this project by naming it!

Speech Working Title: 

_______________________________________________________________________

Conduct Your Audience Analysis:  Consider your Audience

While you think about the topic, and your area of expertise on one hand, on the other hand, think about what you know about the audience.  Consider everything we talked about regarding the primary and secondary audience analysis in the previous chapter.  Keep that in your mind as you begin your research.

Primary Audience Analysis

Using demographics, describe your audience._________________________________
Ask 5 specific questions about your audience.

________________________________________________________________________________________________________________________________________________
Secondary Audience Analysis

Why is this topic important to my audience? ____________________________________

________________________________________________________________________

How can the audience benefit from this topic?  __________________________________

________________________________________________________________________

What can the audience learn about this topic?   _________________________________

________________________________________________________________________ (Avoid information the audience already knows.)
research the topic
When it comes to research, if you are experienced in your topic, it is very likely you’ll already have much of this information readily at your fingertips.  
Personally, if you are asked to give a eulogy, or a toast at a wedding, access the file cabinets in your mind. Stimulate these memories by looking through pictures or keepsakes, talk with close friends and family, which will trigger the vast array of memories you have within yourself.   

Professionally, review the materials you already have on the topic. Do additional research to confirm and contribute to what you already know.  Be sure you have quality research (meaning that it is worthwhile and valid); use dependable, respected sources from the given field rather than just your opinions – it adds credibility. Librarians are a tremendous resource.  Our schools, towns, states and federal government provide librarians to us via our tax dollars.   Make good use of them.  When possible ask specifically to speak to the librarian, and think about the resources that the specific library offers.  Depending upon your topic, larger municipal library branches or academic libraries may often be better equipped with the materials and staff to assist your research.

Role of Research

Which comes first, the chicken or the egg?  Does research form your topic, or does the topic determine which research you use?  Each set of logic has innate limitations.  When doing research, always be conscious of what is driving you to use the research you select.   According to Maslow, we, as human beings are driven by needs, so, in my opinion, rarely does anyone sit down and just begin to research.  Usually there is a reason driving us to locate answers to questions we want to know.  In a speech, your time is often quite limited, so the decision is more often about what to eliminate rather than what to include.  If you are allowing the topic to guide you it probably means that you are a complete novice and lack experience in the given domain.  On the other hand, when your topic is predetermined, one can easily overlook or just avoid any idea substantiating a perspective different from your own.  Do you know that most debate teachers find that when students construct debates using both sides of an issue, they typically do better debating the side of the argument they don’t agree with!  Why? Because they are not blinded by their emotions; thus they logically construct an argument that has fewer fallacies.  Be sure you understand that the nature of the research, and the questions asked by the researcher, impact how the message is packaged and framed for an audience.  

Validate What You Know

Actively research your topic.  Many of us think we know things.  As you consider your topic, consider, how do you know what you know?  Is your information accurate?  Truthful?  Don’t be afraid to challenge your knowledge – it is better for you to challenge yourself rather than lose face because an audience member does.  Solicit the opinions of your friends or mentors; ask what insights they have regarding your ideas.

Source Variety

The sources for your research will vary depending upon your topic.  Are you writing a speech about a classic work of literature?  Then your research will probably include books written by notable critics.   Are you writing a speech about the latest fashions on the market?  Then your research might include fashion magazines; the ones that are most fashionable.  Either way, your research drives the speech!

Be Sure Your Research ADDS Credibility

Consider where your information comes from.  The internet can be a dangerous place to obtain unqualified and speculative statements masquerading as facts. While you can find incredibly useful information on the internet, there is a significant chance that you will find inaccurate, false, or misleading information. Choose your sources well.  Is there an author?  What are their credentials?  How do you know?  Who paid for the information to be compiled/posted?  Can it be considered biased?  Money talks and it motivates!  Information can be interpreted many ways, especially statistical information.  Your best bet is to follow the specific formatting guidelines by a credible organization, such as the MLA (Modern Language Association), APA (American Psychological Association), or another accepted strategy.  The quality of your source material reflects on your credibility.  

NOTE:  ALWAYS do your reference page first if you submitting your speech for a course or conference!

Using Your Research to Organize   

When I do research I like to be very physical as I go through the organizational process.  Especially if I am really opening myself up to learn about a topic and don’t have all my points figured out ahead of time.  I find that this process helps me to establish a strong connection with the material – I learn a lot and get very excited by the ideas.  I print out at least the key passages from the sources I find valuable.  Sometimes this means printing out, or photocopying, a page from a book, magazine or journal.  I collect all the research and literally sit down in the middle of the floor with space available to me in every direction.  I then review the first selection asking the question “what is this research saying?”  “Oh, it is the definition” or “it explains the problem or characteristics,” etc.  Piles begin to form. Once I place a piece of research in a pile, I go on to the next piece.  (This can be done using file folders on a computer too!) 

Eventually, ideas and themes develop via the piles.  Each "pile" of research represents different ideas that correlate with each other, these, when named, will become your sub points.   While the thesis of your speech specifically describes your purpose for the speech, it is presented in your Introduction, your research, broken down by your sub points, prove it!  When you label your research, your sub points are formed.  The sub points should be arranged into corresponding ideas; these are your main points.  Conceptualize how your research will be used in your speech.  It is crucial that you understand the elements that make up the BODY of the speech.  This knowledge will empower you to incorporate your research in the best way possible! 

Consider the relationships outlined below:

I. Main Point:  These are the main points of the speech – it is how you break down the topic.  If you allow the research to guide you in the speech-making process, the sub points tell you what your main points will be.  If you allow the Purpose to guide you, then you create the Main Points and find research to substantiate the points.  
A. Sub Point:  Names your research – what is it that transpires in your source?  Is it a Definition?  Than name your sub point Definition.  Is it describing the origins of the concept?  Then name it Background.  Notice that below you break down your sub point into two points, Research and Example.  Be very brief with your sub points. They should contain only a name and perhaps a transitional sentence that prepares your audience for your actual research.
1. Research:  Represents the actual research you reveal in your speech.  The source drives the entire speech – everything else in the speech is about revealing this information.  The source provides credibility and substantiates your ideas.  You should always share the source of your research with your audience – don’t speak of somebody else’s ideas without giving them credit.  Believe it or not, citing provides credibility to you as a speaker.  
2. Example:  This breaks down the source, with you providing the who, what, where, when and how, or creating a scenario where the audience member can.  Remember this is where you reveal yourself to your audience – choose the right story to illustrate the source.  Be sure that you don’t just continue with a rant about the research or just continue with the information from your source.  
Main Points and Sub Points

Can you see the relationship between each part?  Your introduction features your topic.   Your main points break down the topic, they define what will happen with the sub points and they serve to organize the speech.  Both the main points and the sub points should have names that are easy to remember.  At the end of the speech your goal is that your audience can recall the points of your speech.  If they can, you know they got the message; not just a story or tidbit you shared.  The Sub Points have the same relationship to the Main Points as the Main Points have to the topic.  The function of both the Main Points and the Sub Points is to organize the ideas so they are manageable, allowing the message recipient to better interpret the message.  
POINT to POINT Chart
Consider the relationship Main Points and Sub Points
	Main Points 
	Sub Points

	Names/labels /categorizes points of the speech
	Names/labels the research

	Breaks down the TOPIC (thesis)
	Breaks down each MAIN POINT

	Provides a structure to organize the BODY of the speech
	Provides a structure/method to organize each MAIN POINT of the body

	Main Points lead the audience to the sub points (marinating process)
	Sub points lead the audience to the research (marinating process)


Consider how the Body of your speech functions, literally operating in order to feature your research.  Let’s return to our piles of research.  
Put Your “Piles” Research through the Washer Machine Cycle

For now all you need to do is organize the research into piles. As we construct the speech, we will nail down our specific organizational strategy, having considered the available methodologies given our purpose statement.  However, this process I liken to a washing machine – an itinerate process these ideas (purpose statement, sub points and main points) go back and forth in your mind.

At this point the research begins to take form.  As I categorize the research, I am considering the organizational strategies available to me and I am constantly considering my overall purpose for the speech.  I consider if there is an order, which comes first, which comes last, and how they interconnect.  I physically get up and take one pile and move it next to another, decide which is an A pile, which is a B pile.  Sometimes, based upon my research, my purpose takes a different direction than I first thought.  At the end of the “Washing Machine Cycle” clean, clear ideas emerge, the muddled thoughts are discarded – I am ready to move to paper.  Which means …we are now ready to construct the speech!

Once you’ve researched the topic, thought about your topic, your audience, and the available research, and put it through the spin cycle it is time to write your speech.  

STEP TWO:  Write the Speech

Let’s explore the basics of what a speech contains. 
The Four Parts of a SPEECH: Purpose Statement, Introduction, Body and Conclusion 
Parts of the Speech

Breaking the speech into manageable parts makes the speech-writing process easier.  Each part serves a specific function.  There are four (4) basic parts of the speech.
Purpose Statement:  In this section establish a clear purpose for your speech.  The purpose statement is the most important part of the speech for you, the author.  It guides you by providing a clear, guiding light as to what should go into your speech and what should not be a part of your speech.

Introduction:  The introduction is the most important part of the speech for the audience.  You want to have the audience at, “Hello”!  First impressions are hard to overcome.  If the first words out of your mouth capture the audiences’ attention, they will be anxious to hear to the specific points you make in the body of your speech.  The introduction includes three different parts:  the Attention Grabber, the Thesis (relate, state, support) and the Preview of the Main Points.  Each part of the introduction serves an important role in capturing the audiences’ attention.  The Introduction ONLY deals with the TOPIC.  Don’t go into any specific points, save the points of the speech for the body.  Get the audience to commit to getting on board this journey through your topic.  

Body:  The body features the specific points of the speech.  It breaks down the topic into points and sub points.  Breaking the information into manageable segments helps ensure that you, the author, clearly address the important ideas which drive the speech.   These ideas are contained in the “Research” meaning the specific information about the topic that comes from a credible third party.  In this way your research drives your speech because it is these “jewels” of information you wish to share with your audience.  Everything else in the speech is about setting you up to succeed in connecting these ideas with your audience, in other words act like a tour guide to get them to the featured venue.  Systematically sharing your points and sub points with your audience helps them to follow your path, even anxiously anticipating the featured concept.  Here’s how to create the trail!

The body has four specific parts:  Main Point, Sub Point, Research, and Example.   Always use an outline format …

I.  Main Point

A. Sub point


1.  Research:


2.  Example:

B. Sub point


1.  Research:


2.  Example:

to organize the points of your speech.  Like a tour guide emphasize where you have been and where you are going so the entire audience can kept up, you don’t want to loose anyone.
Conclusion:  The conclusion is perhaps the simplest of all!  Just write the Introduction backwards.  Simply bring the audience back to your topic by touching briefly on each part -- leave them exactly where you started.  This will provide a feeling of completeness.  The audience, now having the benefit of the points made in the speech, will appreciate the topic from a deeper perspective.   
Ordering the Parts of the Speech 

The order, in which your speech appears on paper, versus how it is constructed, and even delivered, is different.  Can you think of why the order will differ for these various purposes?  Let’s explore.

Constructing:  While constructing your speech look at the order your outline preparation sheet uses – consider the logical flow.  First, construct your Purpose Statement, next the Body, then the Introduction and finally, the Conclusion.  

Notice that the Body is written before the introduction.  Why?  The Introduction is the most important part of the speech for the audience.  You need to know what you are saying in the speech so that the critical parts of the introduction entice the audience’s attention and are in alignment with what you are going to say in the speech.  If you are unclear of the points you will make in the speech, how can you determine the best way to introduce those concepts?  Be clear on the points of your speech and how you are going to make those points before considering how you will introduce them.

It is only after we have completed the body that we tackle the Introduction.  The reason for this is that the introduction is the most important part of the speech for the audience.  It is so important that you want to know exactly what your speech is about before you write it.  The introduction should be very creative and vibrant.  Once the body of the speech is written you will be ready to create a fabulous introduction.  Your first words to the audience are critical.  First impressions are most important.  If you lose the audience at the start, it will be significantly more difficult to gain their attention later.  If you offer the audience something worthy of their attention, you will get their attention and keep it throughout the duration of your speech.  The conclusion is the introduction backwards – it always comes last.

Written Version:  Just like you see in the formula: Purpose Statement, Introduction, Body, and Conclusion.  This is a logical flow for you, the author – it is laid out with all the information you need.  The written version of the speech is rarely seen by anyone but the author.  

Delivering:  You will deliver your speech in this order:  Introduction, Body and Conclusion.  Notice the absence of your Purpose Statement – remember one of the fundamental rules for the Purpose Statement is that it should NEVER be shared with your audience – it is for your eyes only!   The purpose statement to an audience member would really sound like an order: you do not want to begin your speech by telling the audience what they will do!  So remember, just because you wrote it don’t begin your speech with it, it is only for you.  

Now that you know the parts of the speech let’s continue with the Preparation Guide – we now need to write our Purpose Statement.

construct your purpose statement  
The Purpose Statement is the MOST important part of the speech for you, the author!  It is WHY you are writing the speech and should—in your mind- be only one sentence long.  Only one sentence long?  Yes: you have to WRITE your purpose statement, for yourself; a secret sentence that only you will know -- a statement that you will repeat to yourself throughout each Stage of the Construction Process.  You will refer back to your Purpose Statement whenever you are lost or need guidance.  Beware; developing a good purpose statement can sometimes take longer to write than an entire section of the speech!  So, why is the purpose statement such an important part of the speech?

Purpose Statement:  By the end of the speech the audience will…

________________________________________________________________________.

How to write a clear Purpose Statement.
The purpose statement establishes a clear goal as to what you wish to accomplish in your speech.  It provides a guiding light to what you should include in your speech and what you should discard. 
Rule #1:  Always begin the wording, "By the end of this speech my audience will …"

By using these words, you are setting yourself up for success.  You are directing your thoughts regarding the speech in the right direction -- towards the audience.    What is it you wish your audience to get from the invaluable experience of hearing you speak?  This will help you immensely as you prepare for your delivery.  You will be more in tune with and concerned about your audience rather than focused on your own anxiety.  This is the key to overcoming your speech anxiety.  When your audience comes first, you are free to manage the range of emotions produced by that anxiety.  You can actually channel this energy towards your audience delivering a speech that is compelling; charged with your emotions.  The key is directing those emotions towards reaching your goal, as opposed to swarming, unmanaged within yourself.  Remember, more about your audience, less about yourself!  These words set you up for success.  

Rule #2:  Dream!  

What do you want the audience to do after hearing your speech?  Do not be afraid to think big!  Do not limit yourself by allowing, "what ifs” to filter into your thoughts.  You are creating the ultimate goal for your speech.  Think about your audience. Consider all of your audience -- do not leave anyone out.  Ideally, what would you like them to do with your ideas?  How can they be affected by your presentation?  Imagine that you have a speech “genie” that comes to visit you.  The genie flutters around you and grandly states:   “As it pertains to your this speech, I will grant you one wish that you can bestow upon your audience – if when the audience heard your words their lives could be different, what is it you want for them?”  Interesting, so based upon what you know about your topic, if there were one thing that you could give to your audience that could impact their life as a result of hearing you speak, what would it be?  If you dream it, it can happen!  Dream it, if that dream guides you – you are off to a great start.  Note:  You can refer back to your Secondary Audience Analysis questions to help connect you with the dream -- the Importance and Benefit questions might just be the fairy dust you will use to create this dream.  

Your purpose statement should be invigorating!  It should excite you.  

Rule #3:  Select a physically active verb.  

Your verb choice is crucial.  It requires a physical action that the audience can actually perform; something tangible.  For instance, you should never use the word "know" or “understand” because you cannot physically do that; it is cerebral.  
However, the audience can "identify" something.  In most cases, the more active the verb is, the more exciting the purpose statement.

List of Action Verbs

Abandon

Abolish

Accelerate
Achieve

Acquire

Act

Adapt

Add

Adjust

Administer

Advance

Analyze

Answer

Approach

Arrange

Ascertain

Assemble

Assess

Attain
Avert

Budget

Build

Calculate

Catch

Classify

Coach

Command

Communicate

Compile

Compose

Conduct

Conserve

Consolidate

Construct

Control

Coordinate

Counsel

Create

Deal

Decide

Deduct

Delegate

Delineate

Deliver

Describe

Design

Detect

Determine

Develop

Devise

Diagnose

Dictate
Direct

Discard

Discover

Display

Dramatize

Edit

Engage

Enter

Equip

Establish

Estimate

Evaluate

Examine

Expand

Expedite

Experiment

Explain

Formulate

Furnish

Gain

Gather

Generate

Give

Grasp

Grow

Guide

Handle

Help

Identify

Illustrate

Imitate

Implement

Improve

Induce

Influence

Inform

Inspire

Instigate

Interpret

Investigate

Lead

Maintain

Manipulate

Measure

Mediate

Mentor

Mobilize

Monitor

Motivate

Negotiate

Observe

Offer

Operate

Order

Organize

Oversee

Perceive

Perform

Persuade

Pick

Pile

Predict

Prepare

Present

Preside

Process

Produce

Program

Promote

Provide

Pursue

Question

Realize

Recommend

Reconcile

Record

Redeem

Reduce

Regain

Relate

Relax

Report

Represent

Research

Respond

Respond

Reveal

Review

Schedule

Select

Submit

Summarize

Supervise

Supply

Support

Synthesize

Systematize

Teach

Treat

Unite

Vanquish

Suppose you were at a conference and you had the option to hear these two presentations. Which one would you choose?

By the end of my speech, my audience will know how to buy a car.

By the end of my speech, my audience will buy the right car to fit their needs.

Which speech would you want to hear? 

Rule #4:  KISS IT 

Here’s an essential hint … KISS IT!  Did you ever have a teacher share with you the acronym KISS it?  This acronym stands for Keep it Simple Stupid or, more politically correct, Keep it Short and Simple.  Either way, do not forget to KISS it.   (We will refer to this acronym throughout every phase of the speechmaking process.  KISS your purpose statement – give it a big wet one!  Eliminate any unnecessary words.  Review what you have written and cross out any words that can be eliminated.  

When you dream about what you want the audience to do by the end of your speech, be sure to stay at the topic level, not the specific level.  Your Purpose Statement should never contain anything that would be a Main Point or a Sub Point of your speech.  Never use the word AND in your purpose statement.  If you find yourself stating I want my audience to do ____ AND _____, most likely you are discussing the main points of your speech.  Move back up to the topic level.  
By the end of this speech my audience will recognize what listening is and improve their listening skills.  

By the end of this speech my audience will listen more competently. 

Rule #5:  Never Share your Purpose Statement with Your Audience.  

Your purpose statement is for your eyes only.  You should never share your purpose statement with your audience.  Why?  
Just because your Purpose Statement is the first thing you write does NOT mean it is the first thing you would share with your audience.  
There are multitudes of ways to open your speech that can catch your audiences' attention.  Telling them what they will do by the end of the speech lacks finesse and can, literally, offend your audience.  Who likes to be told what to do?   

Your purpose statement serves as your ultimate guide; to direct you.  Don’t accidentally begin your speech by sharing these words with your audience because they happen to be on your paper; these are for your eyes only.  

Don't be alarmed if your purpose statement takes a bit of time to develop.  Just like your research going through the washing machine cycle to get “clean” so does your Purpose Statement.  The process involves a back-and-forth motion to work out any impurities.  
The purpose statement is the first part of the speech that you write and you may alter it as you reflect back upon it while writing the speech.  It is the last thing that you refer to once your speech is constructed.  Not one word should be in the speech that does not support the Purpose Statement.  

Use your Purpose Statement as a guiding light – it will guide you on what to include in the speech but also on what NOT to include.  

Ask your purpose statement questions:

· What organizational strategy should I use?

· Should I dress up for my speech?

· Which piece of research should I include in the speech?

· Which Attention Grabber should I use?

· It is too long -- which point should I eliminate?

· Will this example work?

· Should I use a Power Point?  

· Should I use a personal picture in my PowerPoint?

You will see how simply and succinctly your Purpose Statement will answer any questions you have.  In each case does the issue help you achieve your purpose statement or distract you from your purpose?  If it helps and there is NOT a better way use it, if not leave it out!  (Your Personal Mission Statement works in much the same way helping to guide you in making the right choices in your life!)
Note: Every time you refer back to your purpose statement, use the entire sentence.  
The clearer your purpose statement, the better your speech will be.  When creating your purpose statement, there are some rules you must follow.  These rules will help you establish a good, clear purpose statement.  

Great!  Now let's look at some examples of purpose statements.  Modify each to ensure each of the five rules is followed.  

Sample Purpose Statements:

Before

By the end of this speech my audience will be able to tell when someone is lying and why they are lying.
By the end of this speech my audience will understand what anger management is and steps in controlling it.
By the end of this speech my audience will know how to negotiate

By the end of this speech my audience will know the five forms of power and understand how each works. The audience will then be able to identify which types of power others have, and also identify their own powers.

By the end of this speech my audience will know birth order and will change their life.
After

By the end of this speech my audience will detect lies.

By the end of this speech my audience will know how to manage anger more effectively.

By the end of this speech my audience will negotiate effectively in their everyday lives.

By the end of this speech my audience will identify the five forms of power.
By the end of this speech my audience will recognize how birth order can impact personality.
Once you have your Purpose Statement written, grade it! Did you …

1. Use words, “By the end of my speech my audience will … ________________________________________

2. Dream! GO BIG What would you like to occur?

3. Keep it simple: 1 idea, no AND's or conjunctions

4. Use active verb – something you can physically do! 

5. Do not share with audience. This is for you the author.

What grade did you receive?  If need be alter it – allow your purpose statement to illuminate your path in constructing the speech.  When correctly written, your purpose statement should empower you!
Connect with Your Message:  Organize your Message

Once you have a clear direction the next crucial step is creating a clear message.  The success of your speech is determined by the effectiveness of your organizational strategy.  Believe it or not, the delivery principles are easy to teach – organization is much more difficult.  So if you want to benefit from this formula pay careful attention to this section.  Organization requires logic.  If you develop the communication tools discussed in this section, the ramifications will be far reaching.  It can change your life, your relationships, and your direction – ultimately your success. 
The most effective tool I’ve been able to offer my students to help them better deliver their speech, by far, is to consider their method of organization in order to select the BEST strategy.

Consider this:  The organization of your thoughts impacts the quality of your connections. 
The extent to which organization occurs in your thought process influences what you say, what you do and how you do it!  Design your messages with care.  How do you improve your message design?  Become the architect of your messages!  

Let’s explore your thought processes.  

Do you think like an Employee, Manager or Owner?
All of us at some point in our lives employ each of these mentalities but which one best represents you?

When I look and listen to my students act and react to discussions and assignments, three different types of mindsets emerge:  the EMPLOYEE, the MANAGER and the OWNER.  
How do these mindsets present themselves?  Essentially, in the words they choose to use to express themselves.  How a message is shaped impacts how the message is received.  Message construction is the determining factor that influences every interaction we encounter.  It can mean the difference between a break-up and a make-up; a compliment or an insult; a promotion or a demotion.  Let’s explore how an individual representing each of these mentalities package this message; the message is “my work is not done.”
EMPLOYEE:   The majority of messages produced by people use the EMPLOYEE mentality.  The employee mentality is message in, message out; literally diarrhea of the hand (written) or mouth (verbal).  Words just flow with little to no cognitive process incorporated.   These messages need some serious fiber!  When a student, who thinks like an employee, is asked to write a paper, they just write.  Rather than quality of content, they literally look at the number of pages required and keep trying for another paragraph until the required length is reached; much like an employee just trying to do the time to get the paycheck.   When answering a question, they just respond.  Little thought is given regarding the substance, or the impact, of the response to the audience.  Here’s a good example, suppose a student operating with the EMPLOYEE mentality needs to convey the message “my work is not done”. 

This student would simply ask the question right in the middle of class.  “Coach, I forgot my cards, can I give my speech on Thursday?”  No thought was given to the impact, timing or relevance this information would have on the audience or the position in which they put the instructor. If I, as the instructor say, “Sure no problem” than I set the precedent that every other student can offer the same excuse and get the same response.  If I respond, "No it was supposed to be done today you can either fail or deliver!"  The rest of my students might be intimidated; at the very least it adds stress to an already stressful experience – presenting a speech.  As the receiver of the message, I'm put in a very awkward position -- truthfully, this question is very self-centered and inconsiderate to me and literally steals precious class time for which other students pay good money.  No thought was given to how to package this message for the recipient of the message.

MANAGER:  In my estimation, about 20% of any given group uses the MANAGER mentality to construct messages.  Meaning, before they spout out or write down, they momentarily collect their thoughts and organize them to some degree, by placing a name on information that shares a relationship.  For instance if they are doing the informative speech they would outline their thoughts briefly before they begin the writing process.  Not a bad approach at all.  In the scenario presented above, this student when needing to convey the message, “my work is not done”, would, rather than ask the question in front of the class, approach me privately to offer their excuse(s) (i.e. my dog ate my homework) requesting a variance.  Little to no ownership for their missing work is conveyed in the message; however, it is packaged and delivered to the intended recipient in a more appropriate manner. 

OWNER:  Few individuals think like owners.  OWNER mentality involves evaluating the message, considering how best to package the message before they act or react.  When given an essay to write, they jot down various different approaches to how the essay could be written; they consider their intended audience and then they determine the best approach given their purpose; and then, they write the essay (with great ease I might add because the blueprint for their words provided clear direction during the writing process).  When this student encounters the message, “my work is not done”, they carefully consider how to best approach the situation.  This student begins by coming to class early so as not to impose upon other students due to their oversight.  They ask me if they can see me for a moment privately, outside the classroom.  “Coach, my apologies, I am not prepared for my speech today.  I mean no disrespect and understand that this impacts our class schedule.  I understand that there should be consequences and that it may not even be possible for me to present at a later date.  Please let me know if you would consider allowing me this opportunity.  I promise that I will be ready!”

Not only does this individual package the message appropriately by accepting responsibility and eliminating the belabored excuses (because they know the instructor has heard it all before); but they also carefully considered the right time to deliver the message to the intended target – and they didn’t demand an immediate response.  Given these three options, how do you think an instructor would respond?  

Can you see the difference in how this message is constructed using the different mentalities?  

EMPLOYEE:  Realizes a message exists and sends it!  It is basically undefined.  

Zoom-Zoom

MANAGER:  Considers the message – they organize it in some way, most often by naming it.  

“Oh, look, message ‘A’.”

OWNER:  An owner realizes the message needs to be sent.  They know there are many ways to send it.  They consider the ways that work for this message and send it using the best available!

“Hmmm, this message needs to be sent.  I wonder … what is the best way to package this message so that it is readily accepted by the recipient?”
This process involves careful consideration of the communication process; speaker, message and recipient.  The extent to which each mentality considers, or fails to consider, each element of the process ultimately determines the recipients’ response. 
Which mentality best describes you?  

When you think about it, we all probably subscribe to each of these mentalities.  Let’s take a moment to explore:

1. Describe a time when you thought like an EMPLOYEE?  What was the message you needed to send?  How did you construct it?  How was it received?
2. Describe a time when you thought like a MANAGER?  What was the message you needed to send?  How did you construct it?  How was it received?
3. Describe a time when you thought like an OWNER?  What was the message you needed to send?  How did you construct it?  How was it received?
4. Which mentality do you employ most often?  Which do you use least often?

5. What factors related to the message determined which mentality you used?
Hopefully, you found that on more important decisions, you employ the tactics of an OWNER mentality.  The extent to which we employ these different mentalities can ultimately determine our circumstances in life!  Wouldn’t you like to learn how to easily think like an owner on important decisions? 

To help you better package messages you wish to send with an OWNER mentality, consider how organization manifests itself in the different aspects of your life.  
We use organization all the time.  Think about your house – take your kitchen for example.  Can you think about the organization used in a kitchen?  List as many different ways organization is used in a kitchen.  Just think about the shelves (cabinets, drawers, pantry); even how the items in the designated spaces are stored likely is organized purposefully. For instance, glasses, silverware, spices, food, cleaning supplies – these items are stored in different locations for specific reasons, thus organization is used extensively.  
Have you ever visited someone’s kitchen and, without knowing where things were kept, you were able to open drawers and cabinets and instinctively know where the items were functionally placed, it just made sense?  Well, when one moves into a kitchen you choose where to put what.  There are choices that make a kitchen more functional or “user friendly”.  Recently, I moved into a historic house.  To my dismay, when I tried to organize my kitchen, I discovered there were no drawers – no place in the kitchen to place silverware.  I wound up placing my forks, knives and spoons in the dining room, in the drawer of my armoire.  What an extremely dysfunctional location!  In my life, I’ve never heard of someone not keeping silverware in the kitchen, have you?  Just as there is undoubtedly a best spot to place silverware in a house like, like my situation, there are other places that just make no sense – the same is true for organizing thoughts and ideas.  We attempt to place items in our space based upon their functionality, their purpose.  Similarly, messages should be organized, constructed and placed based upon their purpose.  How do we easily achieve this goal?
Organizational Method

This method of organization can be used in many ways, whether organizing things or ideas!

Step One:  Focus

To begin you must have direction, you must know what it is you wish to do.  We discussed this step at length describing the Purpose Statement.  You must have a clue as to what it is you wish to do.  Once you find the clue … clarify your direction.  Be crystal clear!  

Example:  Suppose you are a member of the Chamber of Commerce.  You are asked to offer a short 20 - minute seminar for the members.  Step One, Focus: determine a Purpose Statement for your presentation.  Let’s assume your business is a courier service.  This presentation is more than a promo for your services – it is educational.  So, what topic could be worthwhile to the audience but still advocate your business without being a commercial?  Let’s take a peek at the mission statement of the courier company: 
Our goal is to become the premier provider of Same Day Delivery solutions in South Florida.  Let us run that errand, get that document signed, or pull a permit.  Anything you need, we can do it -- 24/7.  Our motto says it all: "Fast, Reliable and Tailored to Your Needs!"  Save your time.  Save your energy.  Save your gasoline.  Save your money.  Save YOURSELF the HEADACHE!
Given this scenario, wouldn’t time management skills be a great topic for this group of business people AND promote the business of the presenter?  Now that we have a direction, create the mission statement.

By the end of my presentation, my audience will manage their time wisely.  

Step Two:  Select
Typically, you will either have an abundance of information or nothing at all.  You must determine what the project entails.  On one hand, you may need to conduct research to acquire the necessary information; on the other hand, you may need to limit the scope of the project by choosing which information you will include and which you will eliminate.  Either way, specifically select the contents that comprise the project.  Have enough to make the project worth your time but not too much as that can just be downright overwhelming.  
Example:  The courier service has files of research they conducted about relating to the services they provide.  However, it has been a few years since they started the company and newer information may be available.  Additionally, they never exactly researched this topic from this perspective, their research centers around the business model.  Therefore, they selected the folders relating specifically to this topic and conducted additional research about time management.  
Step Three:  Name
Now we organize, it’s ALL A NAMING GAME!

Nothing can be done with a “heap” of stuff because you don’t know what it contains; thus the ability to manage or control anything begins with taking a basic inventory.  To take inventory identify each specific item contained, provide a name or label if necessary.  Consider a financial advisor.  The first step in advising clients involves taking inventory of every penny.  If you can’t account for all your money, you can’t manage it -- it is almost impossible to control something that is not quantified.  Whether the content of your kitchen, photos from your life or research for your speech, begin by organizing … physically review each item, attempt to define or name each item.  Place the items in front of you.  Consider the relationships between the items; attempt to find connections.  Place these “like” items in proximity to each other, a structure or a pattern will begin to emerge.   For each “pile”, name or label or define the content revealing the similar features or related data.   These names provide a category for these items – this is using Topical organizational strategy.  

When we stop to ponder, categorize, label or organize, you are processing using the MANAGER mentality.  
Example:  As the courier service shuffled through the research “piles” emerged techniques, strategies, myths, definitions, benefits, and importance.
Step Four:  Evaluate
If you want to think with the OWNER mentality you need to take organization to the next level.  Determine the BEST strategy given your purpose.   

The next step involves carefully considering the functionality of the information.  When it comes to organization there is an endless array of strategies available – if you can think it, you can make it happen.  Often, however, one strategy makes more sense than others in achieving your purpose.  The three methodologies below (topical, order, analyze) will help you logically consider what you are trying to accomplish, given your purpose, and provide an array of options for you to choose among, and between, to best support your efforts. Take a careful look at this chart.  This chart can aid you in selecting the right tool for the job. 
ORGANIZATIONAL MATRIX

Determine an effective organizational strategy using one of these methods.

	Basic Strategy

Topical
	Advanced Strategies

Order
	Analyze

	Name or label
	Chronological

        Alphabetical

        Numeric
	Problem/Solution

Features/Benefits

	Category
	Timeline

       1900’s, 1910, 1920’s, 1930’s

Eras

        Classical, Big Band, Rock, Metal 

Schedule

   Morning/Afternoon/ Evening
	Structure/Function

    What is it?

    How is it used?

	Classification
	Spatial 

   North/South/East/West

   Head/Shoulders/Knees/Toes

   Top/Middle/Bottom

   Internal vs. External or Inside/Outside

   Executive/Legislative/Judicial
	Cause/Effect

If/Then

	
	Rank

Military:  General/Colonel/Major/                Captain /Lieutenant/Officer

Corporate:  President/Vice President/ Director/Manager /Worker

Gov’t: President/Senator/Congress
	Pro’s vs. Con’s

Do’s and Don’ts

Compare/Contrast

Good/Bad/Ugly

	
	Motivated Sequence

   Step 1, Step 2, Step 3

Importance

   First, Second, Third

Top 10 List
	SWOT

   Strengths/Weaknesses
   Opportunities/Threats


Evaluation involves determining which method BEST supports your Purpose Statement.  Consider the ways information can ultimately be organized using the three methodologies of TOPICAL, ORDER or ANALYZE.     
Topical
Organization innately involves naming.  Topical is nothing more than a label or a name, or a classification or category, created for the purposes of separating or creating an association with “like” content.  An association exists between the items placed in each category.  The name should reflect what’s inside!  
Note:  BEWARE of TOPICAL!  Topical is the most commonly used organizational strategy used by the manager mentality; producing a name or a label of what they are attempting to control.  TOPICAL can always be used to organize therefore, it is the most often used.  However, it is NOT necessarily the BEST strategy to use; although, sometimes it can be.  Therefore, always consider other ORDER and ANALAZE before using TOPICAL essentially know why you are using TOPICAL if you do choose to use it.
Order
Order includes organizational strategies where the content is placed in some specific order given specific criteria.  In other words, accentuating the exact placement of the content helps to achieve the overall purpose.  

Analyze
Analyze, however, involves an analysis, evaluation, or differentiation of the content contained in the point.  Exploring the relationship between the content highlights the relevant points thus achieving the overall stated purpose. 

How can I use these methodologies?
If you are a MANAGER, take an extra step and NEVER select a method, especially topical until you have considered if one of the other methods better suits your purpose.  Select the BEST method – now you are thinking like an owner. 

If you think like an EMPLOYEE – get to work.  You are going to have to work hard to change patterns and put your brain in motion.  Set up a system requiring you to incorporate organizational strategies into your life.  Stop and think before you act.

There can be moments in life where NOT thinking can be disastrous.  Just think of the arguments, words that have been said too quickly, causing pain and suffering.  Think of the domestic disputes that occur – little thought about sending the message; too fast of a response resulting in inappropriate inaction.  How many people have lost their jobs for this same reason?  It happens all the time.  
Information in, immediately out!  Zoom --- zoom.  

Slow the process down; think!  Let’s try to apply these strategies.  Can you determine which methodology I used for the Organizational Methodology Chart?  Did that work best or was another method better given the purpose? 
Example:  The courier service decided to use Analyze as their Method selecting

Problem/Solution as the specific strategy.  The reason this was the best strategy was because ultimately the business was hoping to gain customers, this strategy logically highlighted the Problem and offered a Solution to save time.  It works must more so than other available options.
I. Problem

II. Solution
Outlining Activity 

Below is a listing of words, phrases or terms that can be applied to dogs.    Using as many words as you can, create an outline for each methodology Topical, Order, Analyze.  

There are many different organizational strategies you might use for your outline.  Select the strategy from your Organizational Matrix.  Once you have created as many outlines as you can, see the various outline samples we provided below.

dogs

breeds

Australian Shepherd

Beagle

Border Collie

Pug

Yorkshire Terrier

Designer Breeds

Golden doodle

Labradoodle

Puggle

Golden Retriever

Labrador Retriever

Saint Bernard

Maltese

nutrition

leash

collar

buckle collar

prong collar

exercise

choke collar

Gentle Leader

Harness

Puppy

behavior

Tracking

Agility

Obedience

Rally

Old English Sheepdog

Field Trials

Hound

Terrier

German Shepherd

Working 

behavior

Sporting 

Non-sporting 

Pure Breeds

Toy

Herding

housetraining

Group

Alaskan Malamute

Cocker Spaniel

managing

Weimeraner

Irish Setter

grooming

Afghan Hound

Mixed Breeds

stages

Dachshund

feeding

Mastiff

Adolescent

medical

Great Dane

Bull Terrier

Chihuahua

Collie

Dalmatian

Poodle

Bulldog

Border Collie

training

sports

tools

clicker

treats

morning

positive

punishment

competition

rewards

afternoon

adult

negative

chewing

counter surfing

sit

down

stay

heel

attention

veterinary

retrieve

evening

aggression

senior

manners

basic training

advanced training

therapy dog

Greyhound

Boxer

TOPICAL

Sample Outline #1
Topical (Name)

I. Types of Dogs

A. Pure Breeds

B. Mixed Breeds


II. Training

A. Manners

B. Competition

Sample Outline #2
Topical (Name)

I. Feeding

A. Morning

B. Evening


II. Exercise

A. Morning

B. Evening


III. Grooming

A.  Morning

B. Evening


ORDER

Sample Outline #3

Chronological (Order)

I. Puppy (0-12 mos.)

A. Preparation

B. Orientation

C. Adjusting


II. Adolescent (12-36 mos.)

A. Behavior issues

B. Managing tactics


III. Adult (3-6 yrs.)

A. Nutrition

B. Exercise


IV. Senior  (7+ yrs.)

A. Nutrition

B. Exercise

C. Medical

Sample Outline #4
Schedule (Order)

I. Morning (6-8 am)

A. Feeding

B. Exercise


II. Afternoon (5-7 pm)

A. Feeding

B. Exercise


III. Evening (8-10 pm)

A. Exercise

B. Grooming

ANALYZE

Sample Outline #5
Structure/Function (Analyze)

I. What is involved in owning a dog?

A. Mentality

B. Time

C. Money


II. How can owning a dog impact your life?

A. Advantages

B. Disadvantages

Sample Outline #6
Problem/Solution (Analyze)

I. Chewing

A. Management

B. Training


II. Potty Training

A. Management

B. Training


III. Jumping

A. Management

B. Training

Let’s look at the sample speech located on page ….   Which organizational method was used for the main points of the speech? Which for the sub points?  As you go through your day, try to think in terms of organization.  See how many different ways you can go about organizing the various people, places, things and experiences you encounter.  
Now think like an owner, determine an effective organizational strategy for your speech.  Refer to your chart!  Answer these questions from your Preparation Guide to aid you.

Clear Organization: 

What are 3 methodologies of organizing a speech; provide two specific organization strategies as examples for each method.

1._______________________________________________________________________

2._______________________________________________________________________

3._______________________________________________________________________

Using roman numerals identify two organizational strategies that would work well to organize this speech.   

________________________________________________________________________

________________________________________________________________________

Now identify an organizational strategy that you CAN NOT use to organize your speech. Explain why it doesn’t work. 
________________________________________________________________________

________________________________________________________________________

What organizational strategy works BEST given your purpose and research?  Why?

________________________________________________________________________

Determine the points of your speech based upon what organizational strategy is best and the information you have selected to share from your research.  

Now that you have a plan, outline your speech, integrating the research and examples you plan to use.   

I. __________________________________________________Main Point (Main points break down the topic and name the sub points (kind of like a "family name".  Many times the points may come from organizational pattern i.e. Problem/Solution; Structure/Function would use What is it/How is it used. )
A. ______________________________ Sub Point (Sub points name research.)
3. Research List the key information you intend to share from this source _________________________________________________ 

4. Example Provide a vivid example!___________________________ 

________________________________________________
C. ______________________________ Sub Point (Sub points name research.)
1. Research List the key information you intend to share from this source. ________________________________________________ 

2. Example Provide a vivid example!__________________________

________________________________________________
II. _________________________________________________ Main Point  (Main points break down the topic and name the sub points (kind of like a "family name".)
D.  ______________________________ Sub Point (Sub points name research.)
1. Research - List the key information you intend to share from this source _________________________________________________ 

2. Example Provide a vivid example!___________________________ 

_________________________________________________
E. ______________________________ Sub Point (Sub points name research.)
1. Research List the key information you intend to share from this source. ________________________________________________ 

2. Example Provide a vivid example!__________________________  

________________________________________________
Now that you have your skeleton outline completed, take one last moment to consider the relationships between the points:
	Main Points 
	Sub Points

	Names/labels /categorizes points of the speech
	Names/labels the research

	Breaks down the TOPIC (thesis)
	Breaks down each MAIN POINT

	Provides a structure to organize the BODY of the speech
	Provides a structure/method to organize each MAIN POINT of the body

	Main Points lead the audience to the sub points (marinating process)
	Sub points lead the audience to the research (marinating process)


Always remember these basic Do’s and Don’ts for the Points of your speech

DO:  

· Determine a logical, organizational strategy that supports your purpose statement. 
· Consider if the organizational strategy responds appropriately to the Main Points.
· Evaluate the relationship between the Main Points and Sub Points – be sure it makes sense.
· Use simple, key words, questions or memorable phrases.
· Be consistent. What you do for one point should be done for all the other sub points associated with the main point. This means, if you use two words all the points should have two words. If you use one word all should have one word, if you use a question, all the points should have a question.
· Make it memorable.  Main points should always be easy to remember for both yourself and your audience.  If the audience can remember the main points of the speech, chances are they got your message! 

· Have an appropriate number of points like two or three for a simple 5-7 minute speech.  You cannot get all of the information to the audience if you have more than that.  

· Communicate ideas. Use a chart whenever necessary to convey multiple sub points. In this situation, name the list, make the name the sub point and then insert a chart in the outline and prepare a handout to share with your audience so they can review/consider the details later.  
DON'T:

· Don’t use full sentences unless asking a question.  IF your points are too long or complicated, the meaning will be lost by yourself and your audience.  It is difficult to remember a full sentence, KISS it!  Get the idea across; there is plenty of time for sentences later.  

· Don’t have just one main point or sub point!  Outlines work in tandem they come in pairs in order to exist.  

· Don’t have too many.  Once again, the audience should easily remember the concept you are trying to convey.  If you have too many, it becomes complicated and difficult to remember, also it can take an abundance of time to share all of the information with your audience, especially with time limits. 

Check to be sure you integrated these guidelines into your outline!

Main Point

Using the primary organizational strategy you selected from your chart to best support your purpose, write the main point – be sure to follow the guidelines provided.  
Sub Point

Considering your designated source, name the source being sure that the name responds logically to the Main Point.  Be sure to consider if you are using the “best” organizational method.

Research

Every aspect of the speech is driven by the research.  The information you wish to share with your audience comes from the research you have conducted.  Your research offers those jewels of information someone else spent years of their lives seeking.  You have located these jewels and wish to share them with your audience because you find them valuable, worthwhile for yourself, and your audience.  Therefore, everything we do in the speech, from the introduction, and each aspect of the body, is all for the purpose of sharing these valuable insights from your research.  In this way, the main point organizes the speech; the sub points break down, name and introduce the source.  Now…here is the research.  Be sure to cite where the information came from as it adds credibility to you and your message. 

Example

Consider this, when you did your research was your audience there with you?  Most likely they weren’t!  When you first discovered the information you are sharing in this speech how did it unveil itself to you?  Did you spend some time taking it in, reviewing, exploring, re-reading parts?  In a speech, remember this is the first time the audience is hearing this information.  Sometimes, no matter how compelling the data, it can be difficult to swallow in its original form.  So, if you feed the research to the audience and they are “chewing” it or breaking it down, guess what?  The audience is NOT listening to you.  They are contemplating the information you shared.  Thus you will lose the audience if you continue.  Furthermore, you need to be sure the entire audience is with you before you move on to the next point. You need to break the information down for the audience.   This is why you provide a compelling example to illustrate the research you have shared. This is where you come alive in your speech.  Be sure to use real examples that include your being vulnerable with your audience.  Open up to them!  Be sure to include names, dates, places, sounds, colors, descriptive wording, etc. so that the audience can reenact the experience with you.  So how do you make an example all that it can be?  Follow these guidelines to incorporating exceptional examples.

Exceptional Examples

Examples are a crucial element whenever one cares to share a concept or an idea. When it comes to speeches, they’re downright vital. An example decorates the basic design of your speech!  It is where your personality or flair is unveiled.
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In my classrooms, I often have students graph another student’s performance. Consistently the peak in the graph or the best moment of the speech is when an example was used. So, using examples effectively is something we should learn more about.  Please note that the type of examples that one would use with a live audience can differ vastly than those used in a written format or even interpersonally. 

Overall, examples serve two ultimate purposes: 

1. They break down the information for the audience.  In other words, an example helps to make the content more clear so the audience can connect with it, essentially creating an “Aha!” moment for your audience.

Whenever there are complex ideas or research that requires the audience to process the information in some way, what can happen in an audience member’s mind—it is as if they are literally chewing on the content.  When they do that, they’re not listening. When they’re gnawing on the information, I like to look at it like they’re chewing on a tough steak (sorry, vegetarians.) As their jaws move, their ears lock up. If you, the speaker, can stop them from starting the chewing process and break down the information for them with an example, it’s like putting that steak into a blender, pushing the grind button, and essentially whipping it into another form. The transformation literally changes its consistency and “Viola!”, or as Emeril would say “Bam!”: a succulent, mouth-watering pudding or mousse appears. This creation process brings you closer to your audience and ultimately allows you to control the flavor of your message. In other words, we’re cooking now!
2. It provides the opportunity for you to reveal yourself to your audience.

Remember how we talked about the concept of “stretching?” This is where you have the opportunity to put yourself into your speech with examples that allow you to show a little leg. So, your choice of which example you select from your life experiences say a lot about you. It is in this way that ultimately you reveal who you are to your audience.  Consider the story of the girl from the listening speech who had a choice between sharing the real reason she wrote the speech (her father’s death) and her not listening to her friend. (insert page number). 

Let’s begin by defining example. The dictionary defines example as “one of a number of things or a part of something taken to show the character of the whole” or an “instance serving for illustration.”  I believe that an example should be all that it can be. Examples, when done well, are very specific providing details that connect the audience with a vivid image. I thought a lot about examples and considered the impact of those that I have witnessed in the classroom. I have evaluated those that have failed, those that have connected and those that have left the audience’s jaws on the floor. (Which is what you want to have happen, because then they’re listening and not chewing.) After careful consideration it seems to me that there are basically three different types of examples that work well.  

1. Clairvoyant Example
In this type of example, you don’t know exactly what the audience is going to conjure up in their mind, but you’re going to lead down a path to their own image.  Basically you’re tying into the audience’s mind with their own images. This in my opinion is the most powerful of all examples; it’s the trump card. The reason why it is so powerful is because by nature we as human beings are selfish. So nobody cares or should care more about your own life than you. (If somebody does, you’ve got a problem; that’s called a stalker. Some students point out “Well, my parents care more about me than I care about myself.” That’s immaturity. But as an adult, we have to take personal responsibility and care more about ourselves because we’re responsible for ourselves.) So, we use this basic principle to tie in to our audience’s mind. If they can conjure up a personal example, that’s much more powerful to them than my own. If they can relate the material to a specific instance in their lives, that’s a dream come true.  As a speaker, you’ve achieved the ultimate goal. 

There are basically three different ways to use the clairvoyant example. 

1. Emotional

This is essentially a personal experience that conjures an emotional response. 

Think with me. Think in your minds of the person in your life that you love the most. Can you envision them? Imagine their eyes. Do they twinkle? How do you feel when you think about them? Why do you feel that way? 

This strategy is literally a visualization technique. The delivery is crucial. You must allow the audience time to process your words so you must speak each word slowly and leave many pauses. When the audience responds to these words, they connect to something important in their life.  Once there, you can guide them to the next point in your speech. This technique involves asking questions that probe the audience’s mind. You must carefully build them in a very specific order.  You can’t jump too quickly from one idea to another or you risk losing them in the mental leap. This type is the most powerful example I’ve ever seen executed. 

2. Common

A common example involves connecting with a typical experience that most people have had.  Let’s use the example of the steak from the previous section to illustrate this common example. Below I will write it as I would speak it. (Notice the verbal version is a bit different than the written). 

Have you ever eaten a piece of tough steak? (Sorry, vegetarians). You chew it and you chew it, trying to break it down. This is like… 

There’s nothing emotional. You’re just trying to guide the audience to a common experience in order to make a simple point. Notice that I was very careful to not assume that everyone eats meat. Be careful of making assumptions with your audience when you use a common example. It’s a very common mistake that many speakers make; assuming too much. As many of us know, when we assume, (for those in our audience who were excluded); you made an “ass” out of “u” and “me.” 

3. Application

The clairvoyant application example allows you, the speaker, to effectively convey an extraordinary amount of information in a very short amount of time. Basically, a chart or a list of information is displayed for an audience. Take for instance if you have a list of the common myths of public speaking (insert chart). This is a lot of information. I would never just read these aloud to an audience. I must display the information to the audience in order for them to process it. Ideally I would display it on a Powerpoint or provide hand-outs to the audience. I would guide the audience to review these common myths rather than reading each one out loud, I would ask the audience “Which myth did you believe?” or “Which myth did you already know to be a myth?” Note: An audience can always read the information faster than you can speak it. If you read the information from a slide or hand-out to them, you’re setting yourself up to lose many of them because they will get bored mentally. Rather, engage the audience by asking them to interact with the content and they’re applying it to their own rationale, thus internally processing it at a much deeper level. 

2. Personal Example 

The personal example is a personal story that goes into detail, sharing a personal experience you have had or know of that helps make the information or point you are making come alive. These stories breathe life into your speech. This is where you reveal yourself to your audience. Choose your stories carefully, but do share yourself with the audience. A story should tell who, what, where, why, when and how and should include names, dates, and places; specific details that allow the audience to experience the situation with you. Once you share the story clearly, spell out why you shared this story to illustrate this point. An audience will oftentimes get emotionally involved in the story and will not make the connection you were hoping to establish. Sometimes I’ll ask, “Now, why do you think I’ve shared this story?” to get them to create the connection for themselves. (Thus using the clairvoyant application example).  

I find it quite bizarre that this can be one of the most difficult things for the student to do. Out of the entire speech, this is the part that many students struggle with. I find it strange because I would think that this is the easiest part of the speech. What many students do is give a very general example that excludes any details and is essentially worthless. Take for instance, the difference between these two: Dan is trying to use an example depicting how he lacks organization. 

General example (poor): 

My room is very disorganized. 

Specific example (good): 

Yesterday, I was running late for work. I work at a gourmet catering company called By Word of Mouth. Our uniform requires black pants, black pants, and a black tie. As I rushed to get to work on time, I searched through my entire closet for my black shirt. I had just washed it-“Where could it be?” I asked. I searched through clean clothes, dirty clothes, the washer, and through every part of the house with my blood pressure mounting as I saw the clock tick. “4:00! I have to be there at 4:15 and it takes twenty minutes to drive there!” Finally, as I put my pants on, the shirt was underneath the pants-right there in clear view.  I drove like crazy trying to get to work on time, only to get pulled over for speeding, received a ticket, which is more than I would make for the night, and got a verbal warning at work. “Finally,” I said to myself, “This is not working. It is time that I institute some better organizational skills in my life.” 

Which speech you want to listen to? 

But consider how the second example conveys a sense of personality in the speaker. Apparent is a sense of humor, a sense of self-evaluation, a desire to improve, and likeability in their explicit openness, which literally makes them somewhat vulnerable to their audience. These are all important components if you expect, indeed, care, to connect with your audience in a real way.  Do always consider what the example says about you. Be sure that it’s something you care to share, adding to your ethos. Remember that your personal examples are what make the speech yours. It is in the personal examples where the best connection with the audience occurs. These provide the brightest moment of the speech. The more I hear speeches, the more I realize that this is the truth. 
3. Literal Example

A literal example is just that: literal. You use a literal example when it’s needed and if you don’t, the audience will be clueless as to what you’re speaking about. “This is what the suspect looks like.” In this instance, a picture is worth a thousand words. A description or an emotional journey just doesn’t work as well as an image. So use the image. The other type of literal example is an activity. If I’m teaching someone how to use the expanded features of their new latest, greatest cell phone, we need to touch buttons to allow them to experience how the applications work. Sometimes doing is better than speaking. 

Essentially, you must select which example will work best for the specific point you are trying to make. Your ability to use the example with finesse, as a way to connect with your audience, to create the “Aha!” moments, will have much to do with the success of your speech. Use your examples as a way to decorate your basic speech design with all the flair and pizzazz you can to best meet your purpose. 

Another method could be to ask the audience to find an example in their life; when you do this, act almost like a yoga instructor or a hypnotherapist.  Slowly provide very specific directions that they can follow, request details from them.  “How many of you can remember what it felt like to be 10 years old?  Remember double digits!”  Can you remember what it felt like to be in your 10 year old body; the energy flowing through it?  How did you wear your hair?  What did your room look like?  What was on your walls?  Who was your favorite adult?  Why?  Think for a moment about their smile … their eyes.  How did they make you feel?  Can you remember one thing this person did for you that made you feel special?  Have you ever made someone feel special like that?  Asking the audience to conjure up a memory and connect with it takes time and careful consideration of the development of the questions.  But it can be very impactful and engaging to your audience members.  

 Whether it is a personal example from your life or a private example from the audience’s life that they see play out in their mind, conjure the image up!  Be sure to explain HOW this example illustrates the points from the research.  A 5-7 minute speech as outlined below would include roughly 4 examples.

I.  Main Point


   A.  Sub Point



1.  Source



2.  Example


   B.  Sub Point



1.  Source



2.  Example

          II.  Main Point

 
  A.  Sub Point



1.  Source



2.  Example


   B.  Sub Point



1.  Source



2.  Example

The rule of thumb (different types of information can impact the selection) a minimum of at least 2 good personal examples should be included and one from the audience.  The other example might be a rhetorical question about the information: 

	Myth #1:  Listening is largely a matter of intelligence. 

	Myth #2:  Listening ability is closely related to hearing acuity. 

	Myth #3:  Daily listening eliminates the need for training. 

	Myth #4:  Our educational system taught us how to listen well. 

	Myth #5:  Learning to read is more important than learning to listen.  

	Myth #6:  A person can will themselves to listen well when they want.  

	Myth #7:  Listening is a passive activity and the responsibility is on the sender. 

(Summerfield de Mare, S. 1983) 


Example:  Take a look at these myths …(give them a moment …) which one stands out to you?  (Ah # ____) for me it was number #4 one would think that our educational system should! In this instance, just highlight one detail that stands out to you and share with the audience.  

Here is another way you can connect the audience quickly to the information.  

Source: Current research (Pearson, et. al, 2008
) reveals that the typical college student spends their time in the following ways:

        53% listening > 21% face-to-face > 32% mass media

        17% reading

        16% speaking

        14% writing

 

Example:  So how well do these numbers represent you?  The audience will think and consider how they spend their time. The fact that they consider their own behaviors, is a personal example – meaningful to them.  

Find ANY Fallacies

Now review the logical flow of your thoughts.  Can you locate any fallacies (misconception resulting from incorrect reasoning in argumentation)?  Be sure that you incorporate appropriate organizational patterns where appropriate on your sub points – be sure the appropriate relationship exists between your Main Points and Sub Points.  Does your research say what you think it is going to say?  Do your examples best break down your research whilst providing a keen opportunity for you to reveal yourself to your audience.  When you are satisfied with the structure of your message – when you are delighted with your design - you are ready to rock and roll!  This process might have taken a few minutes to develop but now that it is in place, the speech writes itself, let’s go.

STEP TW0:  Write the Speech  

Awesome now your Preparation Guide should be completed!  Now you are ready to write the speech, given your preparation the speech will fall in place perfectly.  Let’s refer to our FORMULA Rubric to complete this section.
Here's a hint that will make the whole process easy, and even fun!  Outline the speech using the FORMULA (just like you did on the Preparation Guide than just add full sentences to the FORMULA.  Write like you speak!  Include full sentences.  Wonder why? 

Why write using the FORMULA following an outline format rather than an essay format? 

Writing the speech allowing the FORMULA to guide your thoughts ensures consistency and clarity in the ideas expressed in the speech.  Your audience will easily follow your train of thoughts as you guide them from one idea to another.  The FORMULA basically provides a map that helps you, and your audience, easily tour the speech. Additionally, you will be able to speak to the points, not the words.  It is easy to get lost in words; ideas are easier to follow because signposts are provided to highlight important areas.  Compare these two excerpts from a speech:  

Sample #1:

Begin by playing a clip from the movie Hitch (http://www.youtube.com/watch?v=-n6ehVRzA-s).   Think with me for a moment, who is the best listener you know?  (wait)   Now, consider who is the worst listener you know?  How good of a listener are you?  Today, I would like to discuss you with you how to become a better listener. According to Judi Brownell, Ph.D., people go through life being a “bad listener” (2007).  In fact, it is hard to see how a bad listener could get through life.  If you question your ability to listen, then at least you have taken the first step towards realizing your full potential – not merely as a professional, but as a human being as well (Brownell, 2007).  So today, I would like to explore two questions number 1:  What is listening? and #2:  How can we improve our listening skills?

OR

Sample #2:
1. Attention Grabber:  Movie “Hitch” http://www.youtube.com/watch?v=-n6ehVRzA-s
2. Thesis 

a. Relate:  Think with me for a second… think in your mind of the person in your life who is the best listener you know?   (Can you envision them?) Okay, think about who you know in your life who is the worst listener you know?  Now, how good of a listener are you? 

b. State: Today I would like to talk to you about how to listen more competently. 

c. Support:  According to Judi Brownell, Ph.D., people go through life being a “bad listener” (2007).  In fact, it is hard to see how a bad listener could get through life.  If you question your ability to listen, then at least you have taken the first step towards realizing your full potential – not merely as a professional, but as a human being as well (Brownell, 2007).  

3. Preview Main Points:
So today, I would like to explore two questions number 1:  What is listening?  and #2:  How can we improve our listening skills?

Now, which is easier to remember and share with an audience?  Both say the same thing.  Can you see how the second version guides your ideas?  You can go step-by-step through this speech never missing a beat!

Whenever someone writes their speech out in essay format rarely are they able to get off the paper and address the audience.  In their minds they are thinking word, word, word, what is the next word? You will be much more relaxed and able to comfortably address the audience as a real person if you are thinking idea, idea, idea.  The outline forces you to think in terms of concepts and ideas with a logical flow as opposed to individual words.
Why write using complete sentences?  You, the author and deliverer of the speech, need to first say what you want to say by writing it down on paper.  Statistically your chances of speaking the words you wrote increase dramatically, as opposed to trying to find your words to share as you speak.   Before you move to cards, you will practice reading the speech several times in its entirety.  When you move to cards these words you wrote will flow from your mouth but you will be following the logical flow provided by the FORMULA.  

Write the BODY of your SPEECH

Using your thoughts as outlined in your Outline Preparation Sheet, write the speech out word-for-word. Great!  Now that you have completed writing your body, you are ready to begin your Introduction.
construct your Introduction

No matter what type of speech you are delivering, your introduction is like a commercial or a movie trailer, designed to “sell” your words and ideas.  It is hard-core persuasion at its best.  Ultimately, you must convince the entire audience that you are worth their attention.  

People often give their physical attention, their bodies are there but NOT their minds.  Don’t allow this façade to occur – the audience sits there,  you stand there BLAH, BLAH, BLAH … time is wasted.  Convince the audience that they would rather silence the voices in their heads (their own internal noise) to hear your words.  This is a privilege you must earn. 

Remember, the introduction is the most important part of the speech for the audience.  Why?   First impressions mean a lot!  Once made, they are difficult to change.  Capture your audiences’ attention with carefully constructed words designed to “get them onboard” or to “buy into” the journey you advertise.

What can you do to convince your audience that your message is so compelling they WANT to listen…indeed that they are excited to hear your message?  Complete each part of the Introduction as intended!
The introduction includes three different parts. Each part of the introduction serves an important role in capturing the attention of the audience.  The Introduction ONLY deals with the TOPIC.  Don’t go into any specific points, save the specific detail or points of the speech for the body.  Take a look at how to create an Introduction so compelling it is like an advertisement that will cause your audience to “butt into” your message!

Attention Grabber
Grab your audiences’ attention right here, right NOW! You want to have the audience at, “Hello”! The biggest STRETCH your speech allows should occur here. 

Do something different than you will do throughout the entire rest of the speech.  Don’t JUST use your voice or body by providing a statistic or a quote or a story – you will do all that and more in the body of your speech, jump out of the box for your Attention Grabber!  

Whatever you do be sure that it supports your purpose statement don’t do something JUST because you can.  Always consider the audiences’ response to your selection. 

	Do 
	Don’t

	STRETCH:  Consider incorporating the senses: taste, touch, smell, sight and sound.  Try movies, food that smells, light off/on.
	Just ask questions, give a quote or story or statistic – no matter how interesting.

	Consider interacting with a specially designed activity.
	Do something just because you can!  Forget your purpose statement.

	Ask for ideas from friends & colleagues
	Begin with filler words … “Good Afternoon, how’s everyone doing?”

	Have fun!
	Use clips, language that is socially taboo.

	Something unexpected!
	Do the expected.

	Consider the audience’s response – just because it is funny or enjoyable to you – it might NOT be to all.
	Choose something too complicated that needs to be explained. 

	Avoid gender bias/stereotypes or politically incorrect perspectives.
	Use gendered content (girls use chick flick or guys blood and guts).  Support politically incorrect jargon.


Some of the best Attention Grabbers I’ve witnessed include:

Donuts Boy:  

One speaker arrived to class at 9:00 a.m. the day of his speech with two boxes of Krispee Kreme donuts, HOT, NOW.  The smell emanated from the boxes. Our mouths salivated.  When speech time arrived I think I made him go first simply because I wanted to sink my teeth into that soft sugary doughnut.  His speech was on Classical Rhetoric:  Aristotle’s Logos, Pathos, and Ethos.  Donned in his best suit, he made his way to the front of the classroom holding his two boxes slightly provocatively above the audiences’ heads.  When he took the stage he placed the boxes on the podium, standing in front of the podium. He thoroughly gave the audience a once over, setting the stage perfectly.  He then pointedly looked at his box, proceeding to open it slowly.  He took a glistening donut from within, held it in his hand and deliberately opened his mouth and took a big bite, into the delectable morsel.  The audience cringed yearningly.  He proceeded to chew, clearly enjoying every ounce of flavor provided.  We were now drooling.  Finally, a voice from the audience erupted … “I want one!”  He looked up, tilted his head and said, “Why?  Convince me!”  The girl blurted, “I was in such a hurry this morning getting my speech ready, I didn’t have time to eat breakfast, I’m starving!”  The speaker reflected, then nodded in agreement, stating, “Pathos!” extending the box for her enjoyment.  Immediately another young woman exclaimed.  “Me too!” the speaker, once again prodded the participant to respond.  She did, stating “You gave her one, I should get one too – it’s not fair!”  The speaker nodded in agreement stating, “Logos”.   Having gained the rapt attention of his entire audience, he then set the donuts aside and continued with the rest of his Introduction.   His audience was captivated!  Plus, they knew there were more donuts, so they paid attention more.  And it paid off because when he returned to his Attention Grabber at the end of his speech, he asked for them to provide a Logos, Pathos or Ethos, correctly in order to earn their donut.  

Food is a big motivator for just about any type of audience.  It seems to me the older the audience, the more they appreciate juvenile tactics like smiley faces or the opportunity to win candy.  

Unexpected Interaction with the Audience

The speaker begins to set the stage. An audience member disrupts with unexpected behavior and a role play develops between the audience member and speaker.  The audience thus becomes a part of the Attention Grabber, keeping them on the edge of their seats.

Activity

Once I heard a speech from someone on handwriting analysis.  The speaker passed out paper and pencil.  Then asked the audience to write down the sentence they provided on the board.  The speaker wrote: Eric will receive an “A” on this speech!”

The audience laughed and wrote their sentence.  At the end of the speech they were able to interpret some revealing information from their handwriting.  IT was a very effective exercise for that speech, simple, humorous and to the point.  

Another speech was about Power.  The audience asked the audience to STAND.  Everyone did.  Then she asked the audience to turn around once clockwise.  Everyone struggled with “which way” finally deciding on the direction.  She then asked everyone to sit down.  She then asked for them to Relate.  How many of you have ever done what someone asked you to do?  Why did you do it?  When she returned to the Attention Grabber at the end of her speech, she again asked the audience to Stand – most did not, those who did, she gently reprimanded, encouraging them to consider whose direction they follow.   

Movie Clip

Hey, if Will Smith can make the point, why wouldn’t I allow him to make it?  A short clip from a movie can sometimes perfectly depict the topic/issue you are sharing.  Be careful it is short, succinct and makes the point.  You shouldn’t have to explain what is happening in the scene and why you used it -- even if it is your favorite movie!  

If a movie clip uses vulgarity will you offend someone?  In my experience usually there is someone who would rather you did NOT use curse words.  Be careful!  Jokes:  so many people think that starting with a joke is a great idea.  Think again.  First, ask yourself, does it support your purpose or take you off topic?  Secondly, what if your audience has a different sense of humor than you? Rest assured they do!  We all have different senses of humor.  Plus here you are once again just using your body – try to use this opportunity to incorporate another dimension like taste, sound, sight, touch, smell.  

Thesis 
Once you have grabbed the audience’s attention, keep it, don’t lose it.  How?  It is time to execute our persuasive strategy. Refer to Aristotle’s insights on rhetoric and load our thesis with an all out assault using Pathos, Ethos and Logos.  In the FORMULA, we will refer to these as Relate, State and Support because we are going to apply our Pathos, Ethos and Logos in a very specific way.  

Consider incorporating these three techniques as a boxing combination designed to completely “knock out” your audience!  They are down for the count, completely convinced they “want” to listen to your message.

RELATE (PATHOS):  

RELATE fulfills our Pathos by appealing to the audience, evoking emotion from them.  There are many ways to appeal to an audience using pathos, we are not going to use just any story or emotional evocation with our audience.  We want to use the most effective type.  For our purposes this is an appeal that uses imagery, descriptive questions designed to persuade the audience to evoke their own example in their mind’s eye.  This is powerful because our own experiences are almost always more significant to US than anyone else’s.  To accomplish this task, ask a series of carefully planned questions that take the audience on a very specific journey filled with imagery which leaves them curious, wanting more.

Stimulate the audience’s memory bank, gently probing using rhetorical questions, 

Think with me … who in your life is the BEST listener you know?  (Can  you envision them?)  Now … who is the WORST listener you know?  (Expect a laugh!)  

until finally you leave the audience with one provocative question such as…

How good of a listener are you?

Ultimately, you convince the audience that they feel the topic is important.

This … is your first “jab”!  The audience is slightly dazzled.  
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In the RELATE … the audience thinks the topic is important.

STATE (ETHOS):

During State follow this procedure:

1. Refer to your Purpose Statement.  

By the end of my speech my audience will listen more competently.

2. Replace the beginning phrase … 

By the end of my speech the audience will with … 

Today, I would like to discuss with you how to listen more competently.

That’s it!  There is your thesis statement.  Remember it is here that we are seeking to establish your credibility as a speaker.  While this sentence in and of itself may not seem to provide the needed credibility, how you delivered each word thus far does.  For instance if you look the part, professionally dressed, obviously well-prepared, words intentionally spoken in a controlled manner, designed to lead the audience on an important journey – if you can convey this message using your non verbals, these words will resonate with your audience, and you will “earn” the needed respect or credibility necessary to continue with the speech.  Be careful, if you seem unprepared, unfocused and roll over your audience with questions (not even considering them) you will NOT establish your ETHOS.  By providing a stunning Attention Grabber followed by guided imagery you clearly demonstrate that you have done your homework; thus this statement simply asks the audience will you listen.  

Careful here, do not go into the specific points of your speech (your main points, only address the topic copy this directly from your Purpose Statement. We begin with the Topic then share how we will break it down in a moment in the Preview of the Main Points. This is how it should be.

TOPIC

I.  Main Point 
AND 

II. Main Point

Beware:  If you break the rules we used to create our Purpose Statement by NOT KISSing it using an AND thus going into the Main Points of your speech, you will confuse the audience as we will share the main points momentarily after the Support. Look at what the audience will hear:

I.  Main Point 
AND 

II. Main Point

I.  Main Point 
AND 

II. Main Point

To the audience this feels like chasing your tail – they are probably thinking, what are we talking about exactly?  Do you know?  Thus you lose credibility instead of gaining credibility.  

When executed correctly, this is your cross punch which follows your jab.  Your audience is now literally stunned by the speed and intensity of your blows.
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Just as they are considering how to respond … deliver the final upper cut!

In the STATE … the audience learns that you, the author thinks the topic is important.

SUPPORT (LOGOS):

During our Support share a quote or combination of quotes that supports the topic statement.  Like this:

Author Sue Patton Theole states, “Deep listening is miraculous for both listener and speaker.  When someone receives us with open-hearted, non-judging, intensely interested listening, our spirits expand.”  Perhaps this is why Bernard Baruch finds “Most of the successful people I’ve known are the ones who do more listening than talking.”
Can you see how these quotes SUPPORT our Thesis Statement?

Today, I would like to discuss with you how to listen more competently.

NOTE:  Avoid the temptation to begin sharing information relating to the specific points of your speech here.  Content should only discuss your topic!  Never quote your “theorist” or define or provide a background which serves to break down the topic only support the topic.  Like this:

According to Judi Brownell, Ph.D., people go through life being a “bad listener” (2007).  In fact, it is hard to see how a bad listener could get through life.  If you question your ability to listen, then at least you have taken the first step towards realizing your full potential – not merely as a professional, but as a human being as well (Brownell, 2007).  

While this information provides specific details about our topic, we should save it for the body of our speech.  WE need to save this! This research is telling us how to listen better rather than emphasizing the significance of our topic. Can you see the difference?  

This quote delivered by someone of significance is the final blow – the Upper Cut.  Knock Out!  
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In the SUPPORT…the audience learns that some “expert” believes the topic is important too!

Ultimately, the audience is convinced through using each of these persuasive appeals that indeed they should listen to your speech …AND they can’t wait to do so!  Let’s give them what they want.

Preview of the Main Points

Your audience needs signposts and transitions in order to follow your path.  This is the most important signpost of your entire speech.  You always want to tell the audience what you are going to tell them (Preview), tell them (Body) and then tell them what you told them (Conclusion).  This technique reinforces the main points of the speech.  Hopefully, if you did this right and your points are clear, they will be able to recall the points you made.  If they can, chances are, they got your message because they are able to process the information.  

1. Be consistent.  Don’t change the wording or how you say it from the roman numerals of your speech. Literally, copy and paste from the roman numerals in the body of your speech.  Begin with a statement, like… “So, there are two points I’d like to address 1.) (Copy and Paste from roman numeral I) AND 2.) Copy and Paste from roman numeral II.
2. KISS it!  Only state the points.  Don’t muddle the points with dialogue.
3. Emphasize the points.  Use body language – show with hand gestures the number of points 2 or 3.  Also whenever possible, use a visual aid such as a Power Point presentation to display these points to your audience.  
Construct Your Conclusion

Your conclusion is your introduction backwards.  Return to each point made during the Introduction – all the way back to the Attention Grabber!  Refer back to each part like this:


Review Main Points: Today we discussed two points, #1.  What is listening? and #2.  How can you become a better listener?

Review Thesis:
Support:   Remember in my introduction we considered a few famous quotes about listening? Baruch found that most successful people do more listening than talking and Theole shared how deep listening can literally expands our spirits?  
Thesis: Hopefully by incorporating these skills discussed here today in our lives, we can all listen more competently.

Relate: And, in so doing avoid being someone who is a bad listener and  perhaps…you can even be someone who listens like this…

Return to Attention Grabber: Replay Hitch video.  Hitch listening to girl. 

Some have a tendency to quickly just end the speech after the final point in the body. This leaves the audience with a feeling of abruptness; disenfranchised – it just ended too quickly.  Leave the audience with a feeling of completeness, reminded of why they listened.  They will process that “introductory commercial” differently as a result of the wisdom them have gained from your insights.  

You are just about completed with Step 2:  Write the Speech.  Before you move to Step Three, but you need to consider a really important concept that will determine the success of your speech.  How much of yourself did you put into the speech?
3. YOU!
How much of yourself do you put into your speech? 

An audience never overlooks heart and soul.  They sense it the moment they encounter it – they can smell it a mile away.  Genuine care and concern for the audience is always apparent.  A speech is NOT about YOU – it is about the audience. There is a difference.  So, how do you put yourself into your speech, without making it about you?

Use real life examples – become vulnerable to your audience.

Somewhere in the speech you must use real life examples that open you up to the audience.  After all, you are in front of an audience, introduce yourself to them -- show them who you are!   You have choices on which story to share.  Refer back up to the sample speech specifically, I.A.2.  

2.      Example: How many of you have been in a situation where you were hearing your friend speak?  After they get done speaking, they ask a question or for advice and you can’t respond because you realize you didn’t listen carefully.

Personally, I choose this topic after a recent encounter with a friend.  I can clearly recall when a close friend of mine, Zhenya and I had a conversation.  She was trying to tell me about a serious financial problem that could cause her to have to leave her home in the United States and move back to Russia.  She talked and explained all the aspects of the situation.  I listened but soon began listening to the voices in my head, wondering how I did on my math test, and what speech topic I would choose.  When she finished, she asked me for advice … I could not respond to her because I had not listened to her, I was thinking about something else. I felt so embarrassed, I really did not mean to hurt her, but it looked like I didn’t care.  

What do you think of this story?  Did you relate to it?  Did the author open herself to the audience?  

The author of this speech had a difficult choice to make; it had to do with how much of herself she put into the speech.   See, the story above did happen and it did serve to influence her decision in choosing a speech topic; but in truth, there was a much more significant reason for choosing this topic.  Consider this example.

My father was always larger than life to me: strong, capable, and powerful.  One day, he became sick; so sick he was hospitalized.  As it turned out, he had a serious virus.  I visited him in the hospital, often translating the doctors comments to my mother whose English is not proficient.  Yes, he was sick, but this was DAD – how could anything really serious happen to him? Of course he would be okay, I thought!  The doctors talked, I heard what they were saying, but now I wish that I had listened more closely to what they were saying.  See, my omnipotent father died.  In the midst of my pain, I asked questions, posed scenarios … “Would of’s”, “could of’s,” and such.  Well, I choose this speech because I wonder, IF only I had listened more closely to what the doctors were saying was there anything more I could have done to save my father? I never considered that he was so sick, that he could actually die.  What if I had brought in another opinion? Had a specialist consider his case?  Could his life have been spared?  Never again do I want to wonder if I should have listened more competently, I want to improve my listening skills, so that when life offers a moment when listening is crucial, I will know how to listen well. 

The author had a choice to make … how much of herself should she put in the speech?  Only the author can answer this question.  
Now that you have learned the real reason for this speech, how do you feel?  Are you slightly compelled to re-read it because you are more interested in learning about listening?  The author faced risks.  At the time she delivered this speech this experience was still very new, and raw.  She risked breaking down in front of the audience.  For some this is too much self-disclosure, for others sharing this story is a form of healing.  Each person is different.  You must know who you are and choose how much of yourself you will disclose to your audience.  
Show them that you care – look the part. 
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Dress the part!  As the speaker, you should be the best-dressed person in the room.  Never err on the side of casual, always dress up.  There are a few reasons for doing so:

1. Your audience will perceive you as more credible.

As a speaker, you are the leader – look like a leader!  Research shows that up to 93% of a person’s impression of you is predetermined before you ever open your mouth
 – make the right first impression – look like you have it together.  Your appearance adds credibility to your message.  Consider the circumstances of the speech.  The dress code at a wedding is a bit different than a funeral and much different than addressing a group of business colleagues.  For business, always follow the rules of professional business attire – what you would wear for an interview.  Sometimes people, especially young people, think dress up and put on what they wear to go out on Friday or Saturday night.  There is a time and place for most everything —“hootchie” mama is NOT what you wear in front of an audience.  Dress conservatively, even if it is painful for you and NOT your style.  You don’t want to distract from your message.  One time a student delivered a speech by Franklin D. Roosevelt , “A Date That Will Live in Infamy!”  He delivered it quite well actually but his t-shirt proclaimed …
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Now what do you think the audience was thinking as he eloquently delivered his speech?  Other young women have donned their Friday night best. I particularly remember one girl. When she stood up, I could literally see her underwear! What do you think the audience was thinking?  (“I see London, I see France…” was going through my head, although I can’t speak for the rest of the audience!)

During a speech you want the focus to be on the message, NOT your clothing, or what is or isn’t, underneath!  Stick with professional attire whenever possible!
Professional Attire Guidelines

	Women
	Men

	Business Suit - dark solid or pinstripe, preferably navy, dark brown, gray or charcoal.  (Skirts should touch your knee!  Avoid deep slits or short skirts.)
	Business Suit - dark solid or pinstripe, preferably navy, dark brown, gray or charcoal. No wrinkles and CLEAN of course!

	Shirt - solid white or soft pastel.  Avoid the urge to reveal some cleavage –keep those sisters covered!  No sheer material or gaping at the button holes!
	Shirt - solid white or pale blue/cotton. (Avoid two-tone shirts that have a different color collar than the rest of the shirt.

	Hose – rule of thumb is wear sheer pantyhose, natural color.  Especially if you are wearing a skirt.  Slacks solid or sheer natural both work.    
	Ties – conservative medium width. Avoid extra-wide ties, or thin, narrow ties or holiday or novelty ties. 

	Shoes – low or medium pumps, closed toe and heel.  Solid color or a soft-grained pattern that match suit.
	Socks – solid color matches suit, half calf.

	Accessories – all jewelry should be conservative, understated and match the suit.  Earring/necklaces no larger than a dime.  Earrings stick with studs, no dangling earrings.  Simple, small necklace stating no messages (i.e. “LOVE”.  
	Shoes – loafer or lace up, conservative, well shined.

	Grooming – Shower, hair should be well groomed and neat.  Makeup should compliment your complexion NOT create a new one!  Avoid the night out-on-the-town look.  Less is more.  Remove piercings.
	Grooming – your appearance should be as important as your clothes.  Shave, shower, remove piercings, and control your hair.


2. It builds confidence in you.

In today’s society, many people balk at professional dress code standards.   Many people just resist putting on the suit.  Let’s face it, when you are unaccustomed to dressing professionally, it takes effort to do so.  This effort shows the audience that you care – it reveals the same to yourself.  When you look in the mirror and know that you look your best – you impress yourself.  This builds your confidence, and in return your audience can feel that savvy edge.  Do your best, look your best!  You will respect your effort; the audience will know it!  Believe it or not, it will give you an unexpected edge during delivery.  One student said it best … 
“

Prepare, practice, practice. 
Do your best!  Be prepared.  When you are prepared there is positive energy that emanates from you.  On the BIG speech day, I can tell immediately when I open the door to my classroom whether they are prepared or not!  Your audience will perceive the same from you.  Be sure to have any materials secured and ready to go at least 24 hours in advance.  This will ensure that you project the best energy to your audience.  

Go the extra mile – include an item that will STRETCH your speech to another dimension. 

Think about the five senses; exploit them whenever possible while supporting your purpose.  Make your speech more than just a two-dimensional item!  If you have a projector and sound, incorporate a short video clip as an attention grabber. Or, is it possible to use taste or smell to enhance your purpose?  Make your speech as robust as possible!  When you offer the audience this type of consideration it resonates deeply with them.  

I once had a young woman who delivered a speech on forgiveness.  She shared a very personal story of how she contracted a STD from the father of her child.  She learned this during her seventh month checkup.  For years she had harbored the pain; it had festered within her, limiting her life.  During her speech she shared how she learned to forgive and feels free to experience joy again.  At the end of the speech she handed each audience member a part of a brick that she had broken up with a hammer on her back patio.  The brick was inside a Ziploc, plastic bag along with a typed and laminated note.  It said:  “Humiliation, Guilt, Embarrassment, Anger Resentment – Don’t let these rocks weigh you down.  Forgive and release your soul from captivity!”  Notice the attention to detail; she went the extra mile – even as far as laminating her message.  This speech impacted every audience member.  Each audience member was left with a tangible part of her, reclaiming her personal freedom.  You could just envision her pounding the bricks and releasing her pain.  What touched me the most was that she laminated the message.  This is what I call “STRETCH”; indeed she stretched the speech to another dimension.   

Record your voice/body on video.  Believe it or not, you are your best critic!  No one will judge you as harshly as you judge yourself.  Use this to your advantage – listen and look at your message before you get in front of an audience.  As you begin to practice, use a mirror to see what the audience will see.  Go a step further, in today’s world, this is very easy to do.  Use your cell phone (or borrow one) to record your voice and image.  Get your speech to the point where you are ready to deliver it to your audience then record your voice.  Listen to yourself deliver the speech.  If you can live with it, the audience will be happy.  Listening to your voice with the audio recorder is much different than watching yourself on the video.  Watching yourself maybe difficult.  Once again conduct evaluate your Strengths, Weaknesses, Opportunities and Threats as you watch your delivery, in this way you become your own “coach”! 
Wow, take a look at your Speech Checklist!  We are ready for Step 3.

STEP THREE:  PREPARE FOR DELIVERY

Once you have your speech written, and you are content that it is your final version, you are ready to move on to the delivery phase.  Although different, it involves as much work as the construction phase.  

1. First you need to read your speech out loud 10 times. Why? You have carefully written the words of the speech and there is value in finding the right words and sharing those with your audience.  You want to become so familiar with these words that they simply fall off your tongue.  By reading your speech out loud it will become second nature to you.  Do not try to memorize your speech.   While you want to be familiar with your speech, you do not want it to sound rehearsed.  You will lose your audience.  It becomes a performance and not a delivery.  It should be natural.  It’s like a wave; the momentum of the formula will take you on your journey to guide you through your speech.
2. Create your note cards and Visual Presentation. 
a. Note cards should contain the formula plus key words.  Depending upon the length of your speech, you may only need a few note cards (3-4 for a 5 minute speech).  The biggest mistake that someone can make concerning his or her note cards is to include too much information.  Even the most seasoned speaker, in the midst of their anxiety, will opt to refer too often to their note cards and miss the opportunity to connect with their audience.  The formula will guide you; it is literally as if you are answering questions.  If I asked you what you ate for dinner last night, you wouldn’t have to contemplate too deeply; you’d simply answer the question.  In the same way the formula will guide your speech.  It should be second nature. When asked what your attention grabber is, you answer.  Theses…relate, state, support.   As you answer each question posed by the formula, your speech is delivered. You do not need to memorize the speech, your speech is never in jeopardy of becoming over performed, and you are real with your audience.  Formula plus keywords.  Let’s take a moment to see how this works.  In the sample speech this was the intro: 
Introduction: 
1. Attention Grabber:  Movie “Hitch” http://www.youtube.com/watch?v=-n6ehVRzA-s
2. Thesis 
a. Relate:  Think with me for a second… think in your mind of the person in your life who is the best listener you know?   (Can you envision them?) Okay, think about who you know in your life who is the worst listener you know?  Now, how good of a listener are you? 
b. State: Today I would like to talk to you about how to listen more competently. 
c. Support:  Author Sue Patton Theole states, “Deep listening is miraculous for both listener and speaker.  When someone receives us with open-hearted, non-judging, intensely interested listening, our spirits expand.”  Perhaps this is why Bernard Baruch finds “Most of the successful people I’ve known are the ones who do more listening than talking.”
3. Preview Main Points:
So today, I would like to explore two questions number 1:  What is listening?  and #2:  How can we improve our listening skills?

Now this is what your note card should look like:

As you can see, the formula, with its key words, will guide you through your speech.  Notice how the quotations by these two famous people are written word-for-word as opposed to “key points”, because you are quoting you want to read parts of this to be positive you get every word right!  This will build your ETHOS.  This is the only instance where you write word-for-word on your card AND where you read from your card each word written.  

NEVER simply memorize your speech and approach your audience without your note cards.  Even if you do not use them much, they can help bring you back on track in the event you get sidetracked.  Even the most seasoned speaker can get sidetracked.  

Tips for cards:

1. Never use an 8 1/2x11 sheet of paper.  Why?  If you are nervous at all, and you hands are shaking, the paper will accentuate that nervousness.  Even Margaret Thatcher had to put her speech on the podium because her hands would shake while she was delivering a speech.  Do not put yourself in a position to broadcast your anxiety to your audience. It may not happen every time, and can often sneak up on you when you least expect it.  Not too long ago, I was delivering a sample speech to a class, and was particularly stressed that day.  Stress not related to the delivery of the speech caused my hands to shake.  Had I been using note cards instead of a sheet of paper, it would have been significantly less obvious to my class/audience.  If you do use cards, use larger cards, rather than the smaller, 3 ½ x 5, cards.  You can use fewer cards, and be able to read them more easily, without bringing them within view of the audience.
2. How is your handwriting?  Mine can be atrocious.  If you fall into this category, you might want to type them using a larger font, and cut and paste onto your note cards.  This will alleviate the need for you to attempt to translate to yourself while you are standing in front of your audience.
3. Now if you really want to get fancy, for .99 or so, you may want to invest in a small, portable, 4x6 photo album, where you can print out your information and put it in the slots in the album.  This will help you keep your cards in order, and prevent a mishap, in the event you drop your note cards.  I find that this happens frequently.  If your cards get out of order, it can cause additional anxiety, you start fumbling to try and get your cards back in order, which will often cause the audience to lose focus.  This simple solution remedies all those possible mishaps and can make it look like you really have it together as a speaker.  If you use this strategy, be sure you get one with a nondescript cover, preferably one with a solid or plain cover, rather than one with an illustrated picture of Garfield licking his chops posing for a picture!  Do not use the backside of the photo slots; only use one side.
Visual Presentations

Depending upon the type of speech, where it is being delivered, and why it is being delivered, a visual presentation may be a vital part of your speech.  Visuals, when correctly used infuse your message with positive energy and clarify points. 

Consider there are different types of learners and many retain the information better when they see it visually. 
WE NEED TO FIND STUDY:
http://www.osha.gov/doc/outreachtraining/htmlfiles/traintec.html
In many studies, experimental psychologists and educators have found that retention of information three days after a meeting or other event is six times greater when information is presented by visual and oral means than when the information is presented by the spoken word alone. Studies by educational researchers suggest that approximately 83% of human learning occurs visually, and the remaining 17% through the other senses - 11% through hearing, 3.5% through smell, 1% through taste, and 1.5% through touch.
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The studies suggest that three days after an event, people retain 10% of what they heard from an oral presentation, 35% from a visual presentation, and 65% from a visual and oral presentation.
Also, it can assist you in your efforts to convey your message, especially when it includes complex information.  Revealing your research on an overhead slide is much simpler than conveying lists of complex information just orally.  It is not, however, always an available option.  When available, use them!  Your purpose statement, that dream you dream for your audience, will have a much greater chance of being realized if you use a visual aid. 

Follow these concepts for creating visual presentations.

Creating the Slides

DO:

1. Have a slide that previews Main Points.  Your first slide should have your preview of the main points.  In every way possible, establish the points of your speech for your audience.  
2. Provide audience members with a handout summarizing visuals.  
3. Illustrate or highlight your points.  Use KEY words NOT full sentences.  Keep BRIEF – less is more.
4. Test on equipment prior to presentation; 
5. Use a buddy, whenever possible!  Make it happen.
6. Make sure every image every word supports your Purpose Statement.

7. Any video clips are short, 30-45 seconds only!
8. Maintain a hardcopy print out in case electronics break.  
9. Use visuals to share your research.  Share your sources so you empower the audience, they can do further research.  
10. Distinguish between what you will say and what the visual aid will show.
11. Ask the audience to read or listen, NOT both.
DON’T:

1. Have an introductory slide.
2. Use funky fonts, colors or bizarre images, or sounds (avoid using any sound at all) on your slides.
3. Never time your slides, use noises or loud colors.
4. Have too many slides.
5. Try to navigate the computer and deliver the speech simultaneously.  
6. Use visual aids for persuasive statements, qualifying remarks, emotional appeals, or any type of rhetorical statement.
7. Read directly word-for-word from visual.  (Your audience reads faster than you can, they will get board immediately and stop listening!)
8. Provide reading material that competes with your presentation.
Rules for Interacting with Slides

In today’s technologically enhanced society, it just makes sense to empower your message with a visual aide if possible.  However, be warned, slides can enhance your message or they can destroy your message.  Be sure that you carefully plan how you will use them to support your message.  More often than not inexperienced speakers, and sometimes, seasoned speakers, make big mistakes when it comes to electronic presentations.  

1. Speaker Remains Center Stage
When it comes to visual presentations, always remember, as the speaker you should always be center stage.  Don’t allow the presentation to overshadow or distract from your speech – slides are there to emphasize the points of your speech.  

2. Explain EACH Slide To Your Audience
You will need to instruct the audience on how to interpret with the information presented on the slides.  For instance, if your first slide were to appear, displaying your main points, you would look at the audience and transition to your preview of the main points, stating, “There are 2 points I’d like to share with you today…” (emphasize the number of points you will be discussing in your speech).  Turn to your buddy and indicate that you would like to start the presentation – “viola!” your visual presentation appears.  “Now let’s take a look at these points… No. 1 – What is listening? And secondly, how can we become better listeners”.  You should interact with the content on your slides by using hand gestures as you share your points with the audience.  

3. Don’t Read from the Slide  
Be careful on your subsequent slides to avoid reading word for word from the slide.  The audience can read faster than you can speak. In this way, their minds will wander, and you will lose your connection with the audience.  Additionally, it is downright boring to hear someone sound out words as they try to read off of a slide. Don’t even bother getting in front of an audience if you are only going to waste their time by reading to them. 

Chapter 7 - How Can I Be Sure I Used the Formula Correctly?
Validate you have the Ingredients for a Successful Speech.

Master the FORMULA!  Check to ensure your speech success.  The success of your speech is determined by three key ingredients:  1. The clarity of your purpose statement, 2. The effectiveness of your organizational strategy and 3. You!  Your message may remain locked within you if you do not check to be sure these essential ingredients are correctly incorporated in your FORMULA.  To be sure, ask yourself these questions!
1. How CLEAR is my Purpose Statement?  
Check to see if it follows ALL 5 rules.  Does it excite you?  Is this a speech you would want to hear?  Your purpose statement should be empowering to you!
2. Did I choose the BEST organizational strategy to support my purpose?  
Without looking, what are the points of your speech?  By this time you should easily be able to recall your Main Points and Sub Points!
3. How MUCH of myself did I put into my speech?  
Do you care?  How can the audience see your concern for them receiving the message?  How did you stretch the speech?
Avoid the 10 Common Mistakes

Mistake #1
 Overlook blatant opportunities to “stretch” the speech.  To avoid this mistake, ask yourself the question, “Does my attention grabber stretch the speech to another dimension whenever possible?”  Did you include a short video clip? Could you use an activity to engage the audience? Have you tried using food to engage the audience senses?
Mistake #2
 Does your Relate ask real questions that the audience can connect with?  Is there a logical build to them?

Mistake #3
Did your thesis statement come verbatim from your Purpose Statement?  Just exchange the introductory phrases “By the end of this speech …” to “Today, I would like to discuss with you …”
Mistake #4
Did you use a quote to support your thesis statement as opposed to specific details that will be used in the BODY of the speech?

Mistake #5 
Did you Preview the Main Points by copying verbatim the Roman Numerals?

Mistake #6 
Are your Main Points easy to remember?

Mistake #7 
Identify Fallacies!

Do your sub points Name or Label what is going to transpire in your source?  A fallacy is a misconception resulting from incorrect logic or reasoning in one’s argument.  Look at your research do your sub points have a name that explains what is presented in your research?  Do your main points accurately categorize the sub points?  Look at your base outline to ensure that the logic is fallacy-free!

Mistake #8 
Are your examples really personal examples, making the most of the opportunity to become vulnerable and REVEAL yourself to your audience?

Mistake #9 
Did you conclude your speech by returning to each of the points of your introduction?  Be sure to do each part of the introduction all the way back to the Attention Grabber.
Mistake #10 
If this is a Persuasive Speech, did you end with a CALL to ACTION – specifically requesting an immediate response from your audience to your response.
Questions & Answers

To use the formula, you must learn the formula.  Here are some questions that will help ensure you know the functionality of each part of the formula.  Check to see if you can answer them correctly!

1) What is a question you should ask when conducting your secondary audience analysis?
A) Why is it important to the audience? How can the audience benefit? What will they learn?
2) What part of the speech is MOST important to YOU, the author? Why?
A) Purpose Statement: it directs the entire speech.  Speech Genie – any question you have ask your Purpose Statement.   Should I make a PowerPoint, ask the speech genie – your purpose will direct your actions throughout the speech process.  If you are committed to your purpose, then you will do what is necessary to make it happen!
3) What part of the speech is MOST important to the AUDIENCE? Why?
A) Intro: it captures their attention, convinces them to come ON BOARD and listen!
4) Who writes the speech?
A) The audience.  Allow the audience to be a little bird on your shoulder directing the words you write – write from their perspective!  Confer with your 
5) What determines the success of your speech?
A) Clarity of your purpose statement, effectiveness of organizational strategy, and you.
6)  In what order should you write/construct your speech?
a. Purpose statement, body, intro and conclusion.
7) In what order should you deliver your speech?
A) Intro, body, conclusion.
8) Where should you begin using the outline format?
A) Body.
9) Which part of the body drives the speech?
A) Source.
10) What crucial step must you do with your research, prior to constructing your body?
A) Determine the most effective organizational strategy.
11) Identify 3 possible organizational strategies you might use when constructing a speech.
A) Order - Chronological, rank, spatial
Analyze - SWOT, structure/function.  Problem Solution

Label - Name, label.

12) Using politics as your topic provide an example of what might be a main point and a sub point. Determine your organizational strategy.
A
)

13) Describe at least 3 functions of the main point.
A) Breaks down topic, Introduces sub points, Organizes speech.
14) Describe at least 3 functions of the sub point.
A) Breaks down main points, Introduces hard source, Organizes main points.
15) Identify where and how 3 persuasive appeals should be used in your introduction during your thesis.
A) Ethos= Relate, Pathos= State, Logos= Support.
16) What should a good example contain? Provide a good example of a good example.
A) Specific details about the example being given.
17) Identify 5 rules for using power points in your presentation.
A) 1. Use key words, no full sentences
2. Never time your slides.

3. Slides must preview main points.

4. Bring handouts for audience.

5. Everything must support purpose statement.

6. Back up!  Have hard copy print out.  Save different versions

18) Describe what your cards should contain.
A) Formula + Key Words
19) Which part of the formula do YOU least understand?
A
)

20) Write the FORMULA for ‘Delivering a Dynamic Speech’ as outlined on the first page of your ‘Speech Evaluation Form’.  Be sure to use the outline format where appropriate.
Purpose Statement

Get clear on what you want to have happen as a result of the speech.


a) “By the end of this speech, the audience will…”


b) Keep it simple.


c) Use an active verb.


d) Go BIG!  Dream! What would you like to occur?


e) DO NOT share with audience.

       Introduction

  1. Attention Grabber

  2. Thesis


a) Pathos = Relate


b) Ethos = State


c) Logos = Support

  3.  Preview of the Main Points

       Body  

       Determine an effective organizational strategy


I.  Main Point


   A.  Sub Point



1.  Research



2.  Example


   B.  Sub Point



1. Research



2.  Example

          II.  Main Point

 
  A.  Sub Point



1. Research



2.  Example


   B.  Sub Point



1. Research



2.  Example

Transitions/Connectors/Signposts

            Conclusion
1.  Review the Main Points

2.  Restate the Thesis


a) Logos = Support


b) Ethos = State


c) Pathos = Relate

3.  Return to the Attention Grabber
Miami Tour (Topic)





South Beach (Main Point)


Ocean Drive (Sub point)


Source


Example


Espanola Way (Sub point)


Source


Example


Coconut Grove (Main Point)


Cocowalk (Sub point)


Source


Example


The Kampong-National Tropical Botanical Garden (Sub point)


Source


Example














ATT GRAB: Movie Hitch


THESIS:  


Relate:  Best listener/Worst/U


State: …how to listen more competently


Support: 


Sue Patton Theole … Deep listening is miraculous for both listener and speaker.  When someone receives us with open-hearted, non-judging, intensely interested listening, our spirits expand!





Economist Bernard Baruch Most of the successful people I’ve known are the ones who do more listening than talking.”





PREVIEW: See PP (PowerPoint)
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