How To Write a Speech

You’ve decided public speaking is not a fate worse than death. You’re working through your stage fright. You’ve decided on your topic, and have learned what you can about your potential audience. Now the big question is:
Q:  How Do I Write The Speech?
A:  The answer is to create a game plan and follow it. As with anything creative, allow yourself not to be bogged down and rigid about your game plan, but it’s a good idea to have one. 
Try this:
· Choose Topic. 

· Learn about who audience will be. 

· Write mission statement or goal for the speech. 

· Gather notes and research material. 

· Decide if your speech will be fully written out or will simply be an outline of bullet points on note cards. 

Whether or not your speech will be full text or bullet points, you’ll need to:
· Create an outline form: "Introduction, Body of Speech, Ending." 

· Under each of those headings, put notes from your research, stories, quotes, etc., that are applicable to each heading. 

· "Flesh out" the introduction and ending a bit (you won’t literally write every word you’re going to say, just the ‘talking points’). 

· Fill in the "Body of Speech" sectin of the outline. Make as many subheadings as you think are appropriate. 

· Look back over the entire outline and see if the introduction "flows" to the ending. 

· Look back over the entire outline and make sure it fits with your mission statement and that it is appropriate to the audience. (Did you veer away from your mission statement? Is it over the audience’s head? Is it too basic?) 

· Make adjustments as needed. 

If you’ll be reading a complete text onstage:
· Go back to each outline sectin and fill each one in. Don’t worry about transitions from one segment to the other yet. You’ll write those in the next step. 

· Write transitions from one segment to the next, and make sure they flow together. 

 

Q:  How do I actually write words down that make sense?
A:  In order to write down words that make sense, you’re going to have to write a bunch of words that don’t make sense. Sounds ridiculous? My point is that you just START WRITING. At first, you’ll write a bunch of sentences that don’t sound right to you. They may be off track, or grammatically wrong. But keep going back to your writing, and keep rewriting until it sounds understandable
A test to see if it makes sense
· One way to find out if it’s understandable is to put yourself in the place of the audience. When you read it, would it make sense if you had no knowledge about this subject? Or, even you did have knowledge about the subject, is it understandable to people other than the writer? 

· Very often, writers assume that the audience can follow their ‘train of thought.’ I do it too. But an attempt to put yourself in the audience’s shoes will help keep this problem to a minimum. 

Great Powerpublicspeaking™ Speechwriting Secrets
· Consider your transitions from one point to the next: Do they make sense? 

· When you start each section, go from the general to the specific. Especially use this in the introduction. 

· As you write, make the speech sound like you were talking. Don’t try to write fancy language. Don’t use words you’d never use. Of course, you have to think about your audience, so spruce up your vocabulary a little by avoiding words that might be offensive, etc. But "listen" to your writing as you write it, and ask yourself "does it sound like me?" 

	Tips From the Pros


Scholastic asked some expert political speechwriters to tell YOU the secrets of writing a speech that wins a crowd. Here are their tips: 

Pick Your Main Ideas
Don't try to put too many ideas into your speech. Research shows that people remember very little from speeches, so just give them one or two ideas to hang onto. Remember, you only have one minute for your speech!

Write Like You Talk
Remember that you're writing a speech, not an essay. People will hear the speech, not read it. The more conversational you can make it sound, the better. So try these tips:

· Use short sentences. It's better to write two simple sentences than one long, complicated sentence. 

· Use contractions. Say "I'm" instead of "I am" "we're" instead of "we are." 

· Don't use big words that you wouldn't use when talking to someone.

· You don't have to follow all the rules of written English grammar. 
"Like this. See? Got it? Hope so." Your English teacher might be horrified, but people don't always talk in complete sentences with verbs and nouns. So try to write like people talk. 

· Always read your speech aloud while you're writing it. You'll hear right away if you sound like a book or a real person talking! 

Use Concrete Words and Examples
Concrete details keep people interested. For instance, which is more effective? A vague sentence like "Open play spaces for children's sports are in short supply." Or the more concrete "We need more baseball and soccer fields for our kids."

Get Your Facts Together
You want people to believe that you know what you're talking about! So you'll need to do some research. For instance, let's say your big issue is the environment. You promise to pass a law that says all new cars must run on electricity, not gas. That will cut down on air pollution! But it would help if you had a few facts: How much bad air does one car create each year? How many new cars are sold in the U.S. every year? So how much will pollution be cut every year? Use the library or the Internet to do research. Your new policy proposal will sound really strong if you have the facts to back it up.

There are many issues you can talk about at your inauguration. How do you pick one? A good idea is to look inside yourself and find out what you feel very deeply about. Maybe it's the environment. Or maybe you care about stopping war. Or you feel passionate that all schools should have more art and music classes. Or you feel that downloading music on the Internet should be free! Your issue should reflect who you are and what you care about.

Persuade With a Classic Structure
In a speech where you're trying to persuade someone, the classic structure is called "Problem-Solution." In the first part of your speech you say, "Here's a problem, here's why things are so terrible." Then, in the second part of your speech you say, "Here's what we can do to make things better." Sometimes it helps to persuade people if you have statistics or other facts in your speech. And sometimes you can persuade people by quoting someone else that the audience likes and respects.

Simplify
After you've written a first draft of your speech, go back and look for words you can cut. Cutting words in the speech can make your points more clear. One speechwriter for a U.S. Senator has a sign above her desk that says: "Fewer Words = Clearer Point." It helps her remember to always simplify a speech by cutting out words.
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14 Do's & Dont's

1. Do use simple direct and words. 

2. Do be specific. 

3. Do cut words if possible. 

4. Do use everyday English words, not foreign or scientific words and phrases. 

5. Do simplify your sentences. 

6. Do vary the length of your sentences. 

7. Don't use jargon or slang terms. 

8. Don't use a passive verbs or voice. 

9. Don't use euphemisms. 

10. Don't use a long word when a short one will do. 

11. Don't use sexist words or phrases. 

12. Don't use modifiers. 

13. Don't use fluff. 

14. Don't use phrases like: I think, I feel and I believe. 
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A FEW TIPS ON TYPING OUT YOUR SPEECH

1. If available, use a speech typewriter or type in all caps. 

2. Include the following at the top of your speech: your name, title, what group you are speaking to, the city, date and time. 

3. Double space between lines and triple space between paragraphs. 

4. Number your pages. 

5. Spell out tough words phonetically. 

6. Use marks such as slashes to indicater pauses. 

7. Don't staple your pages together, use a paper clip. 

8. Always bring a spare speech with you. 

How to Write a Speech
Writing a speech is in many ways like writing a paper, except that there is no penalty for spelling and punctuation errors.  

  Steps:  

1.   Assess how much time your speech should take. If you don't have a time limit, try to keep your speech brief yet informative.  

2.   Think about your audience and let your perception of the audience shape the tone of your speech as you write it.  

3.   Begin with an introduction that establishes who you are, what your purpose is, what you'll be talking about and how long you're going to take. You may want to include a joke, anecdote or interesting fact to grab the audience's attention.  

4.   Organize your information into three to seven main points and prioritize them according to importance and effectiveness.  

5.   Delete points that aren't crucial to your speech if you have too many for your time frame.  

6.   Start with your most important point, then go to your least important point and move slowly back toward the most important. For example, if you have five points with No. 5 being the most important and No. 1 being the least important, your presentation order would be 5-1-2-3-4.  

7.   Add support to each point using statistics, facts, examples, anecdotes, quotations or other supporting material.  

8.   Link your introduction, points and conclusions together with smooth transitions.  

9.   Write a conclusion that summarizes each of your points, restates your main purpose and leaves the audience with a lasting impression.  

  Tips:  

 The introduction should make up about 10 to 15 percent of the total speech. The conclusion should make up 5 to 10 percent.  

 When preparing your speech, make your notes easy to read by writing or printing them in large, clear letters.  

 Rehearse and time your speech before delivering it. Prune it if necessary. If you'll be presenting a great deal of information, consider using handouts or visual aids to help your audience remember your points.  
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