Tutorial for Public Speaking

Identify the public-speaking situation by charting essential information.

	
	Questions
	Answers

	Topic


	What am I speaking about?
	

	Audience


	To whom am I speaking?
	

	Purpose


	Why am I speaking?
	

	Setting


	How is this event being run?
	

	Time


	When am I to speak?
	

	Place


	Where am I to speak?
	



Tips for Planning a Speech 	


Clarify the role, audience, and purpose.  You are given a specific role and you are addressing a specific audience for a specified reason.





Plan the speech as you would plan an essay.   Use 4 or 5 short paragraphs to fulfill your purpose.  





Use the information given to address the assigned purpose with enthusiasm.  





State your information and position clearly and concisely.  


Provide logical background.  Realize that the listeners may be thinking, “Why should we listen to you?”  


Aim to provide answers to any questions you can imagine the audience may have.  





Ensure the tone fits the situation.  Play the role with confidence, clarity, and emphasis, but never offend the audience or inflame the issue by insulting or name-calling.  





End with a definite statement.  If you want some definite action on the topic or if you want the audience to accept your point of view, say so.  You may wish to thank your audience for the opportunity of addressing the topic with them.








