
NOTES 14-2 
 

STEPS TO PREPARE FOR A SPEECH PRESENTATION 

 

1. Determine the topic 

2. Limit the topic 

3. Determine the purpose 

4. Research the topic 

_____________________________________________________________ 

5. Organize and outline the presentation (you must read the research before 

you can do this) 

6. Select the supporting information (to put in your research) 

7. Prepare notes (on note cards) 

8. Rehearse/PRACTICE!! 

 

How to determine a topic: 

1. Make a list of things that interest you 

2. Limit or narrow the focus of your topic 

 You must consider your audience (parents/faculty/friends) 

 Look at the occasion (in class speech/athletic banquet/Follies) 

 

 - You can’t have a speech about hunting because it is too broad!!  

 -EX: hunting–deer hunting- hunting safety 

 -EX: basketball-NBA-Chicago Bulls- Michael Jordan- Michael 

Jordan’s 1990-1995 career accomplishments 

 -EX: Diseases-cancer-men and women- skin cancer-  

 

Determine the purpose: (Informative/Persuasive/Motivational) 

1. Informative presentations- your goal is to increase someone’s awareness 

about a topic. 

2. Persuasive presentations- the speaker attempts to change an audience 

members thoughts/beliefs, or actions on a topic. 

3. Motivational presentation-inspires or encourages an audience. The 

speaker tries to encourage feelings, such as: happiness, confidence or self-

worth. 

For example: Coaches giving a speech before the game to fire up the 

players. 

 

 



14-3 NOTES 
 

Where do I go to find my information? 

 

1. Secondary Sources: Books, periodicals, radio, television program, or the 

Internet. 

 -Search engines such as: Google, Ask Jeeves, Yahoo, or MSN 

 -When using search engines only type in the most important words 

 -Example Topic: Smoking- dangers of smoking, smoking 

disadvantages, smoking health effects, smoking effects, negative effects of 

smoking. 

 

We will use the Internet as our main source for researching!! 

 

2. A Primary Source is someone, including yourself, who has first hand 

knowledge or experience regarding a topic. 

 -Types of primary sources: interviews, survey questions, survey 

research. 

 

Evaluate your source material 
 

1. Be careful when using Internet sources! Anyone with the knowledge and 

proper equipment can publish a website.  

 

2. What education does the author have? (Doctor, professor, professional in 

subject area.) 

 

3. Timeliness – look at the date of the information – if it is later than 2005 

(and that is generous) then do not use it! The information is out of date!! 

 **Check with me if you have questions about the date 

 

 
Researching your topic requires more than just printing 

every article you find with your topic in it. You need to 

read the information before you print it and decide its 

value. (will you be able to use it and in what paragraph?) 



15-1 Notes 
 
Most presentations consist of three main elements: introduction, body, and 

conclusion. 

 

Introduction has 4-5 purposes: 

1. Get the audiences attention 

2. State the thesis (a clearly stated sentence that states the point of your 

speech) and Preview the main points  

a. You may say it very directly so it will give your audience a map 

to follow. 

b. Example: Today, I want to discuss the prevention, detection, 

and treatment of skin cancer. 

3. Establish your ethos as a speaker (your credibility as a speaker with 

your audience – make them believe you know your topic.) 

4. Orient the audience (orient - providing your audience with 

information they do not already have about a topic to help them 

understand your speech) 

 

BODY PARAGRAPHS 

3 WAYS TO DETERMINE YOUR MAIN POINTS  

1. Determine the purpose (what do you want to get across) 

2. Make sure to refer to your thesis (Make sure all of your main points 

support your thesis.) 

3. Make sure you have availability to your information (get the research 

you need to make this point clear! If you can not then throw it out!) 

 

TRANSITIONS –these to make your speech flow smoothly 

 

 YOU MUST HAVE: A TRANISTION FROM YOUR 

INTRODUCTION TO 1
st
 BODY PARAGRAPH, and between 

all body paragraphs….WHICH EQUALS A TOTAL OF 3 

MAJOR TRANISTIONS!! 

 EXAMPLE: Intro to 1
st
 body: First, I want to discuss how to 

prevent skin cancer. 

 Various ways to word your transitions: First of all…, next…, 

on the other hand…, now let’s discussion…, etc. 

 

 



A CONCLUSION HAS 3 PURPOSES: 

1. Summarize the main points of the presentation 

2. Restates the thesis (yes – just like in English you must restate your 

thesis) 

3. Provide a clear ending to your speech. 

 

I always say during a speech for your audience to fully understand your 

topic, you must: 

Tell the audience what you want them to know, tell them, and then tell the 

audience what you just told them. 

 

Types of Delivery (not in Chapter 14 or 15 – but you need to 

know for the test!!) 

 

1. Manuscript Method - you write out your material word for 

word and then deliver your speech. 

 

2. Memorized Method – you commit every word of your 

speech to memory. You use NO notes and have NO papers to 

place in front of you. 

 

3. Extemporaneous Method – you don’t write out your speech 

word for word, nor do you commit the words to memory. 

You use an outline to keep your ideas in order, but you are 

free to choose on the spot the words that you will use to voice 

your ideas. You will want to write down words or phrases 

that make your speech flow.  **The greatest advantage is that 

you can look natural because you know your material well. 

 

4. Impromptu Method – “not rehearse” this type of delivery 

involves speaking spontaneously with little or no time for 

preparation. You need to think quickly! 

 

 

 



15-2 Notes 
 

Patterns of Organization for your Informative Presentation  

 

1. chronological order – puts things in a time sequence – (past, present, 

future). 

 

 

 

2. sequential order- arrange in order the steps occur in a process. 

 EX: Peanut butter sandwich – 1
st
 make sure you have all the supplies 

and ingredients. Next, take out two pieces of bread…etc. 1-2-3 

 

 

 

 

3. Spatial order- organizes your topic mainly by its physical location. 

EX: Describing something from top to bottom, side to side, north to 

south, and east to west. Television weather forecaster. 

 

 

 

4. Topical order- groups ideas by some logical theme or division 

 EX: Thesis statement: There are four primary categories of fireworks 

Main point #1: Skyrockets explode in the air. 

Main point #2: Roman candles shoot out separate burst of colored flames. 

Main point #3: Pinwheels throw sparks and flames as they whirl on a stick. 

Main point #4: Lances are colorful fireworks used in ground displays to               

                        draw a picture. 

 

 
INTRODUCTIONS – Attention-Getters 

 
There are several different types of attention-getters. However, you should use the one 

that fits your speech topic the best. 

 

# 1 Asking A Question 
This is a great way to get your audience members thinking.  To get them more directly 

involved you could ask them to raise their hand - if the question is relevant to them.  



 

For example: Raise your hand if you have ever had a sunburn? This would be a great 

lead in sentence for someone discusses the importance of wearing sunscreen or 

preventing skin cancer. 

 

However, you can ask a rhetorical question, which means the audience 
does not answer aloud, but answers you in their mind. 
 

For example: What does the word success mean to you? Everyone measures the value of 

success a little differently – but to Tiger Woods it means winning three PGA 

Championships – two U.S. Open tournaments, and three British Open Championships.  

 

 

#2 Making A Reference 
This allows the speaker to make conversation by referring to someone or a group of 

people in the audience. Don’t make reference to someone you barely know. 

 

# 3 Quotations 
Another way to begin an introduction is with a quotation. The quotation could be from a 

famous person or a leading authority on your subject. It could be from an ordinary person 

who has said something particularly interesting or colorful about your topic. 

 

For example: Patrick Henry once said, “Give me liberty or give me death!” This would 

be a great lead in for someone speaking over the American Revolution. 

 

For example: The great jazz musician Eubir Blake said on his 101
st
 birthday, “If I’d 

known I was going to live this long, I’d have taken better care of myself.” Blake had the 

right idea, even if it was a little late. We should take care of ourselves, and one of the best 

ways is with regular exercise. 

 

For example: Judy Garland said in the movie The Wizard of Oz, “There’s no place like 

home; there’s no place like home.” Judy was right, but I think I have a better one. There 

is no place like sitting in a deer blind waiting for the perfect buck. 

 

 
# 4 Making a startling statement 

This is a sentence that jolts your audience members. Usually some type of statistic or 

bold statement. 

 

For example: Everyone please count aloud with me to 13. 1,2,3….. Stop! A burglary has 

just occurred and happened every 13 seconds in the United States.  

This would be a great way to start a speech about home security systems or safety in 

America. 

 

#5 Anecdotes (Telling a Story) 



 
Think about the way you sometimes tune out in class. Then you hear “It reminds me of 

the time…” Suddenly you will find yourself listening again. This is because people like 

personal stories, using one can be an effective introduction. 

A personal story can add personality to your speech. However, do not get caught up with 

your story. Remember to keep it short and to the point. 

 
#6 Making an Analogy or Comparison  
 

For example: The brain and the heart control the basic functions of the body.  Just like 

the body, the United States Government’s executive branch is an essential part of the 

country’s control system.  An essential part of this system is the Chief of Staff. 

 

15-2 Notes (again, I know this) 

 

Patterns of Organization for your Informative Presentation – Choose the one 

that fits yours the best. 
1. chronological order – puts things in a time sequence – (past, present, future). 

2. sequential order- arrange in order the steps occur in a process. 

 EX: Peanut butter sandwich – 1
st
 make sure you have all the supplies and 

ingredients. Next, take out two pieces of bread…etc. 1-2-3 

3. Spatial order- organizes your topic mainly by its physical location. 

 EX: Television weather forecasters present the weather in spatial order. 

EX: Describing something from top to bottom, side to side, north to south, and 

east to west. 

4. Topical order- groups ideas by some logical theme or division 

 EX: Thesis statement: There are four primary categories of fireworks 

Main point #1: Skyrockets explode in the air. 

Main point #2: Roman candles shoot out separate burst of colored flames. 

Main point #3: Pinwheels throw sparks and flames as they whirl on a stick. 

Main point #4: Lances are colorful fireworks used in ground displays to draw a picture. 

 

 

 

 

 

 

 

 

 

 

 

 



The structure of your speech should be: 

 

Introduction:  

Step 1: Attention – Getter (Quote, startling statement, statistic, story, asking a 

question) 

Step 2: Provide a clear link from your attention-getter to your thesis statement the 

link is just a general sentence about your topic – this could be where you give 

background information about your topic to help your audience understand your 

topic better. This could be 2-3 sentences 

Step 3: Write a specific, clear thesis statement. (EX: Today, I want to discuss the 

prevention, detection, and treatment of skin cancer.) 

 

Body Paragraph 1:  Transition is your 1st sentence: First, I want to 

discuss…then continue on and write 6-8 sentences 

 
Body paragraph 2: Transition: Now, lets look at…. Then write 6-8 sentences 

 
Body paragraph 3 – Transition: Finally, I want to discuss…. Then write 6-8 

sentences 

 
Conclusion – In conclusion today we have discussed…. 

Your conclusion needs to be 3-5 sentences. 

 

 

**Below is a sample informative speech.   

 

Facebook 
By: Lauren Breaux 2010 

 

 

The New York Times stated, “it has doubled in its size since 2009, it’s larger than some 

countries while other countries have banned it, a movie has created over it”.   Can anyone 

guess what I’m talking about?  If you were thinking Facebook then you’re correct.  As 

technology has grown and changed over time, social networking sites such as Facebook 

has more people connected than ever before.  Facebook has grown to be one of the top 

social networking sites.  In fact, it is actually the second largest only trailing MySpace.  

Since this site is so big, there must be something enjoyable and great about it, right?  

Today I will discuss with you the history, various uses, and the popularity of Facebook. 



 

First, let’s look back at how Facebook began.  It was a simple side, hobby project by a 

Harvard college student, Mark Zuckerbert.  He is the founder of Facebook and  launched 

his program in 2004 with the intentions of it being for high school and college students. 

Mark’s vision of Facebook was that students would be able to help other students on 

homework and projects.  But as we all know, word traveled fast of this user friendly site 

and now, Facebook is all over the world and for people of all ages.  Unfortunately, Mark 

Zuckerberg eventually dropped out of Harvard, to run his business full-time.  Although, 

he was quoted saying, “it was not the best decision and he encourages everyone to get a 

college degree”.  From the beginning Mark wanted Facebook to be free to all users, and 

he has kept this promise while attracting millions of users.  Mark also wanted to use 

Facebook as a way to entertain people and this idea brought games into the mix. 

 

Now that you know a little history behind Facebook, let’s look at the different uses and 

capabilities that Facebook has to offer.   The website has the ability to appeal to anyone 

and everyone.  That means from high school teens to parents to grandparents, even a 

business, band, candidate up for election or your local church.  Mark wanted to keep his 

customers fully entertained and continuously using his website, which was the reason he 

created games such as Farmville.  If farming is not for you Facebook has many others to 

choose from.  Quizzes about your friends are also available.  Businesses can create a quiz 

for their fan base, which can be very helpful in deigning products and gaining feedback 

on current products.  The Hamshire-Fannett High School Yearbook also has a Facebook 

page to keep up with the life of busy teens and parents.  Teens are overloaded with papers 



and many times, throw away teacher handouts, but they will read their Facebook page up 

to four times a day.  Facebook has turned into a website for families to keep in touch with 

relatives that live out of town.  Parents love to post pictures of their child and 

grandparents love the daily or weekly updates they receive.  According to Time Online, 

“the reality is, Facebook isn’t just for kids” and because it isn’t just for kids, this has 

created an outburst for social networking. 

Finally, the popularity Facebook has gained by the world.  There are over 500 million 

active users of Facebook, which is larger than some small countries!  The Economic 

Times said, “Facebook is the world’s 4
th

 most trafficked website on the Internet”.  In 

today’s world people have an addiction to being connected at all times.  In a Times 

Online article it stated that for “young adults 18 to 24 social networking sites are the 

number one reason they get on the Internet daily”.  Society has become all about having 

information at their fingertips, therefore, phones now have Internet ability.  Apple saw 

this coming and now offers the iPod and iPad with Internet capability.  

 

In conclusion, we have talked about the history, different uses, and popularity of 

Facebook.  This free social networking site has exploded all over the world connecting 

old, lost friends and relatives.  Businesses also have enjoyed the easy ability to advertise 

to millions without the expensive cost.  To some Mark Zuckerberg is a genius for 

creating such a user friendly site.   

 

 


