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Dr. Holly Kruse

Speech 1113

September 10, 2020

Guidelines for Informative Speech Assignment

Specific Purpose:  To inform my audience of the guidelines to follow when preparing an informative speech.

Central Idea:  An informative speech must adhere to time and content constraints, and it must have a structured and planned introduction and conclusion, as well as interesting and well-supported main points.

I)
You need to follow a few general guidelines when preparing your informative speech.

A)
Your speech should be about five minutes long.

B)
You must use at least three credible, authoritative sources in preparing your speech, and you must clearly cite them in your speech.

C)
You are required to turn in a complete sentence outline by class time on the first day of speeches.

1)
At the top of your outline you will include your name, the course number and section number, the date, your speech title, your specific purpose statement, and your central idea.


2)
Your outline must include an MLA-formatted bibliography.

3)
You will turn in your outline in a drop box on the e-campus site for the class.

D)
Your informative speech will fit one of a variety of categories of informative speeches (Beebe and Beebe 206).


1)
Your speech may be a speech about an object or objects.


2)
Your speech may be a speech about a procedure or procedures.


3)
Your speech may be a speech about a person or people.


4)
Your speech may be a speech about an idea or ideas.


5)
Your speech may be a speech about an event or events.

II)
Structurally, your speech must include several crucial elements.


A)
The introduction will include key information.



1)
You will begin your speech with an attention getter.



2)
You will make the topic of the speech clear to your audience.



3)
You will “establish your credibility” (Beebe and Beebe 111).

4)
You will present the central idea, or thesis statement, of your speech; remember though that you will not state the specific purpose or speech title to the audience.

5)
You will preview the main points of your speech.

6)
You will use a transition to move into the body of your speech.

B)
The body of the speech will communicate your main points, which will be well developed and supported with a variety of evidence.


1)
Your speech should have between two and four main points.

2)
Your main points should be supported with a mix of expert testimony, statistics, facts, and/or examples (either a real or hypothetical example, brief or extended).

3)
You will use telling detail to help your speech come alive for your listeners.

4)
You will clearly signpost the speech’s main points and use transitions to connect main points and sub-points.

5)
You may use a visual aid in this speech, or in the persuasive speech, but you must use one in one of these two speeches.


C)
Your conclusion must effectively close your speech.

1)
You will use a transition to end the body of your speech and move into the conclusion.



2)
You will briefly recap the main points.

3)
Next, you will motivate the audience to do something, or at least to think about something (Beebe and Beebe 119).

4)
At the very end of the speech, you will wrap up in a way that is planned, provides closure for the audience, and underscores the significance of your speech topic and content.

III)
Your delivery must be extemporaneous.

A)
You will not be allowed to use more than one note card or one sheet of paper when delivering your speech.

B)
You will speak from a topic, or keyword, outline.

C)
You should over-memorize your outline by talking through it several times before speech day, so that you will not get lost in your speaking notes when in front of your audience.

D)
Remember, however, that you should never write out a text of the speech and memorize it.
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