Informative Speech Packet
NOTE:  As noted in your syllabus, this speech is to impart knowledge to the audience, must cite 3 academic sources verbally, in the text of your outline, and on a “Works Cited” page, and will not exceed 5 minutes. In regards to time limits, please note that I am good for about 30 seconds each side of the 5 minute mark, then it will start to cost you. Be aware that your grade will be reduced 5% every 30 seconds, or a portion thereof, for violating time limits (Tough Love Policy).  You may use three (3) 3 X 5 cards while speaking for notes. Do not forget that you are responsible for turning in a complete, full sentence outline to me on the day of your speech.

If you follow this worksheet, you cannot help but “ace” the speech and outline assignment.

Good luck!

CANON #1: INVENTION

1.  Analyze your audience.

2.  Select a topic based on:

· your audience’s interests

· your interests and expertise

· the context of your speech (rhetorical purpose and speech requirements)

MY TOPIC IS: 











3. Draft a working specific purpose statement.  The specific purpose statement should address the objective of your speech: do you intend to explain, describe, or demonstrate?  In one sentence, the specific purpose statement expresses what you want the audience to take away from your speech.  It should:

· Convey the rhetorical purpose of your speech

· Indicate how your narrowed your topic

· Describe your topic accurately

· For example: “To inform my audience how drinking and driving can cost them their financial security, their careers, and the lives of innocent victims or even themselves.”

MY SPECIFIC PURPOSE IS: 




















           .

4.  Use your specific purpose to guide your speech.  The ideas presented in your speech should be conveyed by this purpose statement.  Any ideas not relevant to this purpose should be excluded.  

· REMEMBER – both your topic and purpose statement are working statements.  You may revise them as needed to better meet the needs of the audience or to reflect insights gained during research.

CANON #2: ORGANIZING YOUR SPEECH
1.  Organize your ideas into main points.  Based on the ideas included in your specific purpose statement, you should be able to develop these ideas into your main points.  The following are the most common linear organizational patterns used for informative speeches:

· Temporal: the main points are organized in a time sequence from beginning to end.  Best for subjects that follow a sequence, such as a historical event or a process.

· II.  Body

A. Main point 1: 1st step/order of event

B. Main point 2: 2nd step/order of event

C. Main point 3: 3rd step/order of event….

· II.  Body (ex: financial costs of a DUI)

A. Main point 1: The first costs incurred from a DUI are the legal fees for your attorney.

B. Main point 2: After you pay your legal fees, the next costs you will face are the fines that the judge will charge you with.

C. Main point 3: The last financial burden brought on by a DUI is your car insurance.

· Spatial: each main point covers a physical or geographic part of the topic.  This pattern is most effective when your topic can be broken into specific parts or location.

· II.  Body

A.  Main point 1: Part A / Location A

B.  Main point 2: Part B / Location B

C.  Main point 3: Part C / Location C…

· II.  Body (ex: how drinking affects your ability to drive)

A.  Main point 1: Mental effects of alcohol.

B.  Main point 2: Physical effects of alcohol.

C.  Main point 3: Emotional effects of alcohol

· Categorical: each main point covers a different aspect of the topic.  With this pattern, each main point should emphasize the most important features of your topic that you want your audience to understand.

· II.  Body

A.  Main point 1: Category A

B.  Main point 2: Category B

D. Main point 3: Category C

· II.  Body (ex: inform the audience about the costs of drinking and driving)

A.  Main point 1:  One of the biggest costs incurred from a DUI are the financial costs

B.  Main point 2:  The costs of a DUI aren’t only monetary.  A DUI can also cost you your future by ruining many career opportunities. 

C.  Main point 3:  However, the most heartbreaking cost of all is the many innocent lives that are taken every year by drunk drivers.

BASED ON YOUR SPEECH’S SPECIFIC PURPOSE:

The best organizational pattern for my speech is: 







My main points are:

A.  Main Point 1: 











B.  Main Point 2: 











C.  Main Point 3: 











D.  Main Point 4: 











2.  Develop your main points.  Main points are supported by subpoints.  Subpoints are all ideas that support a main point. On your outline, indicate each subpoint with either a capital letter or number (depending on the outline style you use) and indent each one under the main point it is intended to support.

· Each main point must relate to your specific purpose

· Each subpoint must relate to the main point it supports

· If you include supporting material under any subpoint, it must relate to that subpoint

· Research material must be properly cited

· Exclude any material that does not directly relate to your specific purpose or does not support any main points!

· II.  Body (ex: inform the audience about the costs of drinking and driving)

A. Main point 1:  One of the biggest costs incurred from a DUI are the financial costs.  According to MADD’s website, DUIs can cost anywhere from 3,465 to 24,825 or more (www.maddwashington.org)

1. subpoint 1: legal costs

a. support: bail and towing

b. support: attorney fees 

c. support: civil suits

2. subpoint 2: treatment costs

a. support: judge-ordered fines

b. support: rehab program costs

3. subpoint 3: long-term costs

a. support: insurance increase

b. support license re-issue fees.

3.  Outline your introduction.  Be sure you have all the main components of the introduction in your outline.  These include:

· Attention-Getter: the opening statements meant to grab the audience’s attention and build interest and curiosity about your topic

· Purpose Statement: a single sentence communicating the purpose/goal/topic of your speech

· Salience Statement: summarize to your audience members why they want to listen to your speech.  You want to answer the question “What’s in it for me?”

· Credibility Statement:  tell us why you are the “expert” on this topic.  Describe any special expertise, experience, or education relating to your topic.

· Preview Your Main Points: similar to a road map, it helps the audience understand where you will be going in your speech.  In the preview, you only tell your audience the title or concept of each main point (in no more than one sentence per point).

REMEMBER: you want to be sure you include all of these components in your introduction, but at the same time, each component should be brief so that most of your speech time is reserved for the body.  For a 5 minute speech, the introduction should be approximately 45 – 60 seconds in length.
BASED ON YOUR TOPIC:

What experience, expertise, education do you have regarding your topic?




· Use these ideas to create your credibility statement
Why should your audience be interested in your speech (what’s in it for them)? 



· Use these ideas to create your salience statement
What are some aspects of your topic that might interest/shock/inspire your audience? 


· Use these ideas to create your attention-getter
4.  Outline your conclusion.  Be sure to end by:

· Summarizing your main points

· Reiterating the benefits of your topic for your audience

· Using a clincher that leaves a positive final impression on your audience. 
· The clincher is a closing sentence or paragraph that will leave your audience with a memory of your speech.  A clincher may be related to the introduction (for example, supplying the happy ending to a story you began in the attention-getter).  Or a clincher may consist of a statement or quotation that characterizes what your speech has been about.
5.  Incorporate transitions.    Once your introduction, body, and conclusion are finished, connect the parts of your speech together with transitions.  Remember, you need transitions:

· Between the introduction and the first main point

· Between each main point

· Between the final pint and the conclusion

CANON #3: STYLE

· Use words that pull the audience into your speech

· Use words that connect with your audience and establish a common ground

· Be sure words are understandable

· Simplify long and difficult sentences

· Avoid bias in your language
CANON #4: PREPARATION

· Analyze your informative speech

· Review the content

· Review the structure

· Review the assignment’s requirements

· Get feedback from friends, family, or ME!

· Revise specific purpose and topic statement

· PRACTICE!!! your speech using your visual aids and notes

CANON 5: DELIVERY

· PRACTICE!!! giving your speech in front of a mirror or an audience

· Begin your speech with confidence

· Maintain eye contact with your audience

· Use effective body language 

· Minimize speech anxiety on your speech day
Generic Speech Outline 

TITLE: 




Topic: 




Specific purpose statement:




I.  INTRODUCTION
A.   Attention-getter: 










C. Audience motivation/salience: 







D. Thesis Statement: 









D. Speaker’s Ethos/Credibility: 







E. Preview of the main points: 







F.  Transition to the body: 









II.  BODY
A.  Main point 1: 










1. Subpoint 1: 









a.  Support: 












b.  Support: 









2. Subpoint 2: 









a.  Support: 












b.  Support: 









3.  Transition: 








B.  Main point 2: 










1.  Subpoint 1: 








a.  Support: 












b.  Support: 









2.  Subpoint 2: 








a.  Support: 












b.  Support: 









3.  Transition: 








C.  Main point 3…: 










1.  Subpoint 1: 








a.  Support: 












b.  Support: 









2.  Subpoint 2: 








a.  Support: 












b.  Support: 









3.  Transition: 








III.  CONCLUSION

A.  Summary of main ideas: 









B.  Review of specific purpose/personal comments: 






C.  Tie back/Closing statements/Clincher: 






IV.  BIBLIOGRAPHY (in APA format)
A.   Oral citation #1: 










B. Oral citation #2: 









C. Oral citation #3: 









V.  VISUAL AIDS (should also be noted in the body of the outline where they will be used) 

A.  Visual Aid 1 (description and use): 







B.  Visual Aid 2 (description and use): 







Grading Rubric For Outline Assignment

	Student provides a well developed introduction including purpose statement, credibility statement, and attention getter.
	5 points

	Student crafts outline with clearly defined main point and sub-points.
	10 points

	Student’s topic indicates a reasonable analysis of her/his audience
	5 points

	Bibliography is written properly using APA format
	5 points

	Conclusion summarizes main points and includes “clincher.”
	5 points
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