BE PREPARED TO SPEAK
CHECKLIST

Speechwriting

Step I: Know Your Audicnce.

/
D 1) How large will your audience be?

[J 2) What arc the age and educational ranges of your audicnce?

D 3) What are the chief social and financial concemns of your
audience?

[ 4) Will your listcners be predominately men or women?

] 5) what types of employment do your listeners have?

[ e h\zha‘l? types of hobbies or other interests do your listeners
ve

7 Why docs this group meet? What common interests bring
the members together?

] 8) What other characteristics typify this audience?

Step 2: Know the Occasion.
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1) Is the occasion solemn, formal, or casual?
2) Is an cvent being celebrated?
3) Does the audience hope 1o be informed, entertained, or

inspired? Or do they hope for some combination of the
three?

4) Will a meal be served, and, if so, will you speak before or
after the meal?
5) Is there a guest of honor?

6) Will mmbeodmspcakers.and,ifsé.inwhmordcrwill
you speak?

7) How imponant is your role? Are you the featred speaker?

8) How long a speech does the program chairman expect?

Step 3: Know Your Speaking Environment.
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1) How large a room will you be in?

2) Will the audience be sitting in rows of chairs, at tables, or
will they be standing?

3) Will you be on a stage or podium, or at a head table?

4) Will you have a lectem?

5) will yﬁu have a microphone, and, if so, will it be portable
or fixed?

6) Exactly where will you be, where will the audience be, and

where will the guest of honor, the who introduces
you, and other fmpomm guesits bcg
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Step 4: Pin Down Your Topic.

1) What information do you have that would provide most
4 benefit to the group members? B

2) What information do you have which you are most
D enthusiastic about sharing with the audience?
[0 3) Wnydid the group ask you to speak?

4) How can you adapt your special knowledge so that it will
[ both fulfill the expectations of the audience and appeal to
their special interests?

5) Is your purpose to inform, persuade, entertain, or inspire?
D Oryn‘: it some combination of the above?

Step 5: Brainstorm.

1) Have you included storics, examples, illustrations, and
D factual evidence?

D 2) Have you included illustrations from your personal
experience?

0 3 Havc‘youdcvclopedmacidmﬂmyouwﬂlacmally
need for your speech?

Step 6: Research.

] 1) Have you assembled the necessary facts and statistics to
make your case convincing?

[J 2) Have you assembled quotes or testimonials from respected
sources who agree with you? i

3) Have you made use of the materials in your own library?

4) Have you called friends or trade organizations that might
have currently updated information?

5) Have you made use of your reference libearian?
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6) Have you absolutely assured yourself that all your facts
and statistics are accurate and current?

Step7: Prepare a Rough Draft of Your Speech.
Introduction

D 1) Is your introduction dramatic, humorous, or unusual
cnough to grab your audience’s attention?

2) Doces your introduction include a single sentence that
clearly siates your topic?

]

[J 3) Docs your introduction conclude with a clear and simple
statement of your point of view?
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4) Is your language clear and vivid enough to assure your
audicnce that your speech will be entertaining and well-
organized? .



Discussion

[] 5) Does the discussion section of your speech provide the
necessary evidence for your audience to agree with your
point of view?

n 6) Does your discussion concentrate on developing a few
points clearly and precisely?

7) Have you organized discussion section so that your
& main points develop mbgkd sequence or so lhat{hc
dramaiic level builds?

D 8) Have you used anecdotes, storics, humorous
obscrvations, or illustrations to help your audience
visualize the meaning of facts and statistics?

Conclusion

9) Have you cued your audience that your conclusion is
forthcoming?

10) Have you briefly summarized the very most important
points of your presentation?

11) Have you clearly and explicitly stated exactly what actions
you would like your listeners to take?
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12) Have you left them with a dramatic flourish that makes
your speech memorable?

Speech Presentation

Step 8: Transfer Your Speech to Mental or Written
Notes. _

1) Have you included one word, short phrase, symbol, or
letter to remind you of each section of your speech?

2) Have you avoided the templation to include sentences or
whole segments of your speech?

3) Have you personally typed or handwritten your notes?

4) Pavc?you organized your notcs clearly using an outline
orm
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5) Have you made your noles easy to read, with big lettering
and plenty of open space?
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6) Have you clearly numbered each card or sheet?
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7) Have you written out all numbers or quotes which need to
be cited exactly?



Step 9: Practice,
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1) Have you created conditions as similar as possible to your
actual speaking environment?

2) Have you imagined those features of the audience you
cannot simulate, things like the full-sized room, faces, the
lighting, and the location of the microphone?

3) Have you practiced varying your eye contact among four
or five locations distributed throughout the room and
holding your eye contact for several seconds at each
location?

4) Have you exaggerated variations in the pitch, rate, and
volume of your speaking during practice sessions?

3) Have you exaggerated gestures and forced yourself to use
them in ;vay sentence during some of your practice
sessions

6) Have you recorded yourself on video or audio tape and
cvaluated your performance?

7) Have you practiced before an audience of at least onc?

8) Have you practiced to the point where your noles are
vinually unnecessary?

Control Your Nervousness

Step 10: Beyond Nervousness.
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Have you imagined your audicnce mspondinF exactly how
you want them to: eager faces, laughter, applause,
standing ovation, requests for more information, requests
for order forms, handing over checks, asking questions,
thanking you, etc.?

Have you accepted the fact you may have nervous
symptoms on IK::dayofyourspeecK.and gonce on to the
much more important business of sharing your knowledge
and enthusiasm with your audience?

Have you rcvncwc& the ten steps and assured yourself that
you've done everything necessary to assure an expert
speech? Yes?.........

THEN YOU'RE PREPARED TO SPEAK!



