Organizing Your Speech 

(all info from Metcalf, 2001)
FIRST…We’ll talk about:
(a) How to write good outline

(b) How to structure body of your speech

SECOND…We’ll talk about what makes good Introduction…

THIRD…We’ll talk about what makes good Conclusion… 

FOURTH…We’ll talk some ideas for constructing your Speaking Notes.

OUTLINING & BODY
Writing an Outline important for several reasons:

(1)  It saves time
(2)  It makes sure your ideas presented in logical order 
(3) It helps you decide what research you need…don’t need 
(4) It motivates you finish assignment…Makes assignment seem less 

     overwhelming…
…Because all you have to do is fill in blanks.





SO: When you have give presentation or speech:

First you have choose topic (we’ve talked about how to do that)
Second you have do research (we’ve talked about how to do that)

Third you have write Purpose Statement…

Fourth you have write Thesis Statement (We’ve talked about both those)

THEN you write Body of speech…

…& then you write Introduction & Conclusion. 

*There are SEVEN principles of Good Outlining.

1. The “Body” should contain between TWO and FOUR main points in 

    Four-Six minute speech.

Example Informative Speech:

Purpose Statement: To inform the audience about three funeral customs of Ancient Egyptians.  

Thesis Statement: Egyptian funeral customs included embalming, the use of coffins, and a process called “dry burial.”
Body Outline:

I. Explanation of Egyptian embalming practices
II. Description of Egyptian Coffins

III. Explanation of “dry” burial techniques






2. After you decide about how many main points you’ll have…
    …you have decide how present them.
*There are SEVEN basic sequence structures you can use order information in body of your speech.
None of these methods are “better” than each other…Which one you decide use depends on your Topic.

I’m going to go through different options & give examples of speeches that would fit each option…
…If, after hearing different type structures you still can’t decide best way organize your speech…

     (A) Come to office hours & ask...
     (B) Email me & ask.
1. CHRONOLOGICAL SEQUENCE
When you use chronological sequence…You arrange main points according to order they actually occur in real life.
Example Chronologically Ordered Informative Speech:
Purpose Statement: To inform my audience about the rise and fall of the “American Muscle Car.”
Thesis Statement: American muscle cars were introduced in 1964, increased in popularity during the later sixties, reached a “high-water mark” in 1970, and began to decline in the early 1970s
Body Outline:
I. The early years: 1964-1966

II. Rising in popularity: 1967-1969
III. A year to remember: 1970  
IV. Left in the dust: 1971-1972







 
2. SPATIAL SEQUENCE
Spatially structured speeches use (a) geography (b) location, to organize body’s main points. 

Here is an Examples of Spatially Structured Informative Speeches.  
Purpose Statement: To inform my audience about the Best Places to surf in  

                                the Orange County Area.
Thesis Statement: From North to South, the four best surf breaks in Orange 

                             County are the Huntington Beach Pier, 56th Street in 

                             Newport Beach, Salt Creek in Dana Point, and Lower 

                             Trestles in San Clemente.
Body Outline:
I.  Huntington Beach Pier

II. 56th Street
III. Salt Creek
IV. Lower Trestles










3. CAUSE & EFFECT SEQUENCE
Cause & Effect speeches pretty easy to organize: 

-First you list Causes…

-Then you list Effects

…OR vice versa: Effect --- Cause 

(First example speech uses “Effect – Cause” format.)

Warning: Remember this is Informative, not Persuasive speech…
…so be careful about what you list as “causing” your effect.

***If your topic is non-controversial… 

& if there is ONE nearly universally accepted explanation for your effect…

Go ahead and say “A” causes “B.”

Example non-controversial cause & effect informative speech: 

Purpose Statement: To inform my audience about the primary cause of skin 

                                cancer.

Thesis Statement: The primary cause of skin cancer is overexposure to 

                             sunlight.
Body Outline:
I. What is skin cancer?
II. Skin cancer usually results from unprotected sun exposure.
***On other hand, if your topic is controversial… 

(That is, one single cause has not been unanimously accepted by scientists to be “the answer”)
…Then you must list as many of competing explanations as you have time for.
Example controversial cause & effect informative speech:

Purpose Statement: To inform my audience about the various explanations 

                                for global warming.

Thesis Statement: The three most common explanations for global warming  

                              are: 
(a) The atmosphere cannot handle the excess heat created by the burning of fossil fuels… 

(b) The ozone is being depleted by aerosol hair products like aqua net… 

(c) The slight increase in atmospheric temperature over the last several 

     decades is a natural phenomenon that would have occurred regardless of 

     the industrial revolution.  
Body Outline

I. Fossil Fuel Explanation

II. Ozone Depletion

III. Natural Phenomenon Explanation







4. TOPICAL SEQUENCE
Another method of structuring main points in your body is by topic.

In other words…When you use a Topical Sequence structure…

…You subdivide your general topic into smaller more specific topics and present those smaller topics in order that makes the most sense.
Example informative speech using a topical sequence format
Purpose Statement: To list for my audience the key components 

                                of a French Vacation. 

Thesis Sentence: When considering France as a vacation destination, make sure you think about budget, airfare, a daily itinerary plan, and clothespins (because soap isn’t as popular in France as it is in the states).
Body Outline: 
I. Budget
II. Airfare

III. Daily Itinerary
IV. Clothespins  
**Remember, there is no “right” or “wrong” order to present your subtopics in…Just use some logical criteria.

*However…if you are having trouble deciding how to structure your “Topical Sequence” speech…

…There are three specific sets of criteria you can use.
First, you can use a Least Important Topic to Most Important Topic format.

So if you were informing your audience about how to have successful job interview…
…In order of importance you might talk about:
(a) Dressing appropriately

(b) Being on time

(c) Knowing about job before you go to interview

(d) Using the companies name several times during interview

Second, you can use a Simplest Topic to Most Complex Topic format.
If you were informing your audience about some troubleshooting techniques they should think about when they can’t get printer work …

…using a “simple” to “complex” format, you might talk about, in order:

(a) Making sure printer’s plugged in
(b) Making sure printer’s on

(c) Turning printer off…then on again

(d) Reconnecting printer to server

Third, you can use a Familiar to Unfamiliar format.

For example, if you were talking about different types of Stars…

(1) Stars like sun 
(2) Black holes 
(3) Novas 
(4) Binary stars 
Recommended Outline Format for Body
Thesis: From North to South, the three best surf breaks in Orange
            County are the Huntington Beach Pier, Salt Creek in Dana Point, 
            and Lower Trestles in San Clemente.  

(Write on Board) 
I. The Huntington Beach Pier.
    A. Consistent Surf
          1. Open to swells from both North and South
                   a. Quote from Sean Collins, founder of surfline.com: “The 

                   Huntington Beach pier is located in such a way that it picks up 

                   swell…”

                   b. Statistic from National Weather Service: “Average wave 
                       heights at the Huntington Beach Pier are 1.3 ft. higher than… 

     B. Easily accessed
1. Large Parking lots
a. Website information: “According to www.    

huntingtonbeach.com, there are 525 parking spots both north…”

2. “Secret” spots. 
a. Personal Interview: “Local surfer Slash told me that there is 

    secret free parking in the alley behind Dairy Queen…”

II. Salt Creek
     A. Gets pretty hollow

                    a. Visual aid: (Show audience picture of a wave) 

     B.  Scenic environment


1. Clear water

                    a. Visual aid
          2. Reef/rock bottom

                     a. Visual aid
          3. Good distance from main highway

                      a. Visual aid

III. Lower Trestles

     A. Only true point-break in Southern California. 

                       a. Definition: “Steve Hawk, former editor of SURFER 

                           magazine, defines a point break as…”

                       b. “According to Bank Wright, author of Surfing California, 

                           Lower Trestles is the only true point break…”

     B. Holds shape regardless of size.
**SO:

“I.” Roman numerals reflect points presented in the thesis statement.
“A.” Capital letters represent main ideas.
“1.” Regular numbers represent additional information supporting those 
        main ideas.

“a.” Lower case letters indicate supporting evidence for the main ideas and 
        supporting ideas such as: 

…Statistics, quotes, personal testimony, visual aids, and definitions.

  
***Some other Outline/Body Rules are:
1. Each thesis point must have TWO main ideas.
(See board: Huntington Beach

                   A. Consistent surf

                   B. Easy access)
-Psychologically…audience thinks “more = better” so two or three points better than one-
2. Each main point should contain only ONE idea.
INCORRECT: 

III. Lower Trestles is the third best surf spot in Southern California for several reasons. 
A. First, it is the only pointbreak…Second, it holds its size even in large 

           surf. 
CORRECT:
III. Lower Trestles is the third best surf spot in Southern California for several reasons.
      A. …Pointbreak…


      B.  …Holds shape…
-Reason: Two points at time confuses audience.-
3. Use parallel sentence structure.
In other words, the sentence structure & wording for each Thesis Point should be similar…

…For each Main Point should be similar…and so forth.

Ex. If your first thesis point begins “The First Reason why…”
…Your second & third thesis points should start out “The Second Reason Why…The Third Reason why…” 

Same goes for main points.
**Remember: Audience doesn’t want to work.  

Many times when we try to be creative, we end up confusing audience.
What excites the audience is your INFORMATION…not your clever wording.
Save clever wording for your Creative Writing class.
4. Use Internal Transitions to indicate a new idea is coming within each thesis point…
    Use External Transitions to indicate a new thesis point is coming after the previous thesis point is listed.

*Internal Transitions are single words or very brief phrases which link material within a thesis point.

-Example internal Transitions are (write on board)

“Also”               “and”                     “However”

“Then”              “and so”                 “But”

“Next”              “first, second…”

“In addition to” “often”

“Finally”           “Another”

*External Transitions are One Sentence Phrases occurring between the thesis points.
Ex: “Now that you know the reasons why Salt Creek is such fun place to 

        surf, let’s move on to the reasons why Lower Trestles is such a popular 

        surfing destination.”
IMPORTANT: Include your External Transition statements in your outline!

*INTRODUCTION OPTIONS*
1. Refer to the audience.
Ex. “You guys look like the type of people that really love outdoor sports, so 

        I thought you’d enjoy learning about the best surfing destinations in 

        Southern California.”
2. Refer to the occasion.
Ex. “Why are we in school on such a beautiful day?  We should be outside 

        doing something fun…like surfing!” 
3. Ask a question.

Ex. “Did you know that the most famous surfer of all time - the famous Hawaiian Duke Kahanomoku - loved to surf in Southern California?”
4. Cite a startling fact or opinion.

Ex. “9/10 Southern Californian surfers over the age of 23 have college 

      degrees.  So if you’re worried that you’ll “turn stupid” by learning to 

      surf…quit worrying.”   

5.  Tell a personal story or anecdote…
Ex. “So there I was…all alone night surfing at the Huntington Beach 

        pier…when I saw two foot dorsal fin rise out of the water and make a 

        beeline right for me.”
6.  Tell a joke.
7. Use a quote
Rather than trying to write perfect introduction yourself…you might find that someone else has already written it for you.

For example, instead thinking up my own introduction for speech on Orange County Surfing…
…I might start speech with following quote from Orange County surfing legend Phil Edwards:

“Unfortunately, when people think about Orange County nowadays, images of traffic, spoiled children, and planned neighborhoods predominate…

…which is really a shame, because the History of Orange County really revolves around surfing.”

CONCLUSION
All conclusions should:
1. Review thesis statement.
Ex: “Tonight we’ve talked about the top four surfing destinations in 

         Southern California.”
2. Review speech’s main points.

Ex: “Huntington Beach has the consistency, Salt Creek has the power, and Trestles has the shape.”

3. End with a memorable closing remark.
Give your audience reason remember you & your presentation.
*You might end with a memorable quote…
*You might end by telling a summarizing but unforgettable story…

*You might end by calling your audience to action…

Ex. If you informed your audience about lack of blood donors in Southern California…

…You might end speech by telling audience specific day & time they can sign up & give blood. 

But whatever method you choose, make sure your conclusion:

(a) Is relevant & appropriate

(b) Matches the mood & style of your speech.

SPEAKING NOTES
1. Use “4 by 6” or “6 by 9” note cards.

2. Number them in upper right hand corner

    (In case you drop them or lose your place)

3. Write your Introduction, Conclusion, & External Transitions statements   

    almost word for word.

    (These are only parts of your speech you should try memorize)
4. Use key words only for material in body.  DON’T TRY MEMORIZE.

5. Use Plenty of Note cards…but not so many you are flipping cards every 

     two seconds.

6. Use Different colors to indicate different material.
Ex. Black or Blue for main points… 

       Red for transitions…
      Green for citations…

…It’s really up to you.

