

Name: ___________________________________

1. What is the occasion?

2. Pick a theme then research.

3. What is your subject? List heading related to the subject.

4. Write keywords under each heading.

5. Speak with associates if necessary (ask for opinions/advice).

6. How are you going to engage, stimulate, entertain, pique interest, and convey the message?

7. If your subject is non-human, be sure to use the people involved to tell a compelling story.

8. Writing the speech: (use the outline on page 2 to generate ideas for the outline)

I. Opening – grab attention and engage interest (in first 30 seconds).

II. Body – formulate points to be raised – organized points that build upon the previous.

III. Summarize the main points of your speech 

Provide some further food for thought for your listeners 

Leave your audience with positive memories of your speech 

End with a final thought/emotion 
9. Be sure to introduce yourself in the beginning of your speech.

I. Opening – grab attention and engage interest (in first 30 seconds).

II. Body – formulate points to be raised – organized points that build upon the previous.

III. Summarize the main points of your speech 

Provide some further food for thought for your listeners 

Leave your audience with positive memories of your speech 

End with a final thought/emotion 
