Speech preparation
Introduction:

A speech is a formal address or presentation given to an audience on a specific topic or subject. It is a
way of conveying information, expressing ideas, inspiring or persuading others, or simply sharing
thoughts and experiences. When giving a speech, there are several points to consider to ensure its
effectiveness and impact. Here are some key points to keep in mind:

1. Purpose: Clearly define the purpose of your speech. Are you aiming to inform, persuade, inspire,
entertain, or a combination of these? Having a clear objective will guide your speech and help you
structure your content accordingly.

2. Audience: Understand your audience's demographics, interests, knowledge level, and eercta‘uons

Tailor your speech to connect with them and address their needs and interests. Con5|d language,
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examples, and references that resonate with your listeners.
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3. Structure: Organize your spee £ Q erent n r/ Start with an attention-grabbing
introduction to capture t terest. Presﬁ’ |n points or arguments in a clear and

organized ma W sitions g rom one point to another. End with a
memo usion that summa esa ain message.

4. Content: Choose your content wisely. Focus on key ideas and supporting details that are relevant,
engaging, and compelling. Use facts, statistics, anecdotes, stories, or quotes to illustrate your points and
make them memorable. Ensure your content is well-researched and accurate.

5. Delivery: Pay attention to your delivery style. Use appropriate body language, gestures, and facial
expressions to enhance your message. Speak clearly, audibly, and with enthusiasm. Vary your tone and
pace to maintain audience engagement. Practice and rehearse your speech to build confidence and
polish your delivery.

6. Visual Aids: If appropriate, consider using visual aids such as slides, props, or multimedia
presentations to enhance your speech. Use them sparingly and ensure they complement your message
rather than distract from it. Keep visual aids simple, clear, and visually appealing.



