


The ability to prepare and present 
clearly and effectively a series of 
thoughts relating to a central theme. 



•Your audience 

•The required length 

•The purpose 

•The topic 



1. Know The Purpose: What are you trying 
to accomplish with your speech? Educate, inspire, 
entertain, argue a point?  

2. Know Your Audience: Your speech 
should be tailored for your audience, both in 
terms of ideas and language. 

3. Know The Length: Your writing process 
will be much easier if you keep your eye on your 
target length. 

4. Write, Revise, Practice, Revise, 
Practice…: Give yourself the time you need to 
practice your material and work through multiple 
drafts. Don’t expect to nail everything on the first 
try. 



Step 1: Outline your speech’s structure. What are 
the main ideas for each section? 
Step 2: Flesh out the main ideas in your outline. 
Don’t worry about finding the perfect words. Just 
let your creativity flow and get it all out! 
Step 3: Edit and polish what you’ve written until 
you have a cohesive first draft of your speech 
Step 4: Practice, practice, practice. The more you 
practice your speech the more you’ll discover 
which sections need reworked, which transitions 
should be improved, and which sentences are 
hard to say. You’ll also find out how you’re doing 
on length. 
Step 5: Update, practice, and revise your speech 
until it has a great flow and you feel it’s ready to 
accomplish its purpose. 
 





• Hook the audience. 

• Describe your topic. 

• Explain how your topic is relevant to the audience. 

• Explain the stakes at hand. 

• Establish credibility: What authority do you have to    

  discuss this topic? 

• State your innovation: What is new or special about    

  your perspective? 

• Lay out a road map of your speech. 

• Outline your main points. 

• State your purpose. 



1. Make a provocative or controversial 

    statement. 

2. State a surprising or little-known fact. 

3. Open with a quote.  

4. Make a case for your topic ‘s relevance 

    to the reader. 

5. Take a stand against something. 

6. State a question. 

 



• Presenting your purpose and supporting material in a 
simple, organized way. 

 

• Rambling is a sure-fire way to lose your audience’s 
attention. Don’t try to share absolutely everything you know 
on your topic, instead pick a few (two to five) key points to 
present to your audience. 

 

• Stick to one point at a time and finish the thought before 
you move on to the next. Build in clear, logical transitions 
from idea to idea. 

 

• Make your speech personal and include your own stories 
and thoughts. 

 

• Sum up your theory. 



•What do you want your audience to walk 
out of the room remembering? 

•Wrap everything up and drive home 
your main idea, whether that’s through 
providing a few (one to three) key 
takeaways, or telling one last story that 
perfectly illustrates your point. 

 


