Preparing the speech

1.Choice of subject 
The fundamental rule is TO HAVE SOMETHING TO SAY.


The future speaker will therefore choose :
1. a subject which is well known or of particular interest, a personal experience 
2. a subject with the purpose of informing, of convincing, of entertaining the audience;
3.  an original subject which will interest the audience, all the while avoiding shocking the audience (politics and religion are to be avoided)
4. a subject which suits your personality (for example, it is difficult to entertain an audience if you do not naturally have a sense of humour) 
Information Research 
Research can be done in four steps:

1. Think of a subject far in advance and to mull it over 

2. Speak often about the subject with others 

3. Read up about the subject 

4. Take notes 

Sources of written information:

1. Libraries  
2. Encyclopaedias 
3. Bibliographies 
4. Magazines 
5. Papers 

Human Resources


1. Librarians 
2. Teachers 
3. Parents 
4. The community 
5. Friends
Note-taking

1. Always use the same format for your notes (around 7 x 10 cm) 
2. Only write one piece of information per card to assure mobility
3. Indicate the sources when quoting or paraphrasing from a book 
Writing your speech 

The writing process involves three steps:


1. Organising the speech, making a plan by sorting through notes 

2. Writing the speech 

3. Working on the style 
1. Organizing the speech
a. Choose a guiding idea, that is to say a central theme 
b. Organize the ideas by secondary themes 
2. Writing the speech (the content)
Regardless of the length of the speech, it must include three parts:
a. The Introduction: 
-must be brief 
-must captivate the audience from the start 
-must make the audience want to know more 
-may take the form of a question, a quote or a joke 
b. The body of the speech must ensure logical transitions between ideas 
-reflect the guiding idea within each theme 
-finish with an emphasis on the guiding idea (place the best idea at the end, and the second best idea at the beginning) 
-contain only ideas that the speaker can defend during the question period 
c. The conclusion must briefly summarize the speech, reminding the audience of the goal 

Note: It is often advisable to start writing the body of the speech, and then the introduction and conclusion.
Style of the speech (the form)
1. Use the shortest possible fluid sentences with traditional construction. This will permit the speaker to more easily memorize the speech and will permit the audience to more easily follow the speech. 
2. Be vigilant that the language is correct. Avoid structural and grammatical errors which may ruin the whole speech. Example: Never use "tu" when addressing the public. 
3. Vary the vocabulary as much as possible and use precise words. At the same time, avoid excessive specialized vocabulary which may leave the audience confused and may distance or alienate the speaker from the audience. 

4. Use quotes, but do not let them take over the speech. Be honest and cite sources. 

In short, a good speaker is one who uses clear, simple, correct sentences.
Presenting the speech


1. The body 
a. Wear appropriate, comfortable clothing. Avoid formal dresses as well as dirty jeans.
b. Appear relaxed. Keep your arms and legs relaxed without overexaggerating.
c. Do not stand still. Make slow, expressive movements. All gestures must be natural and spontaneous (This is not dramatic art!) Avoid pacing or making large gestures which are unrelated to your speech.
2. Eye contact
a. Communicate with the audience by making eye contact. Do not look at the wall or into space. Do not look at only one audience member. Scan the whole audience.
b. Emphasize what you’re saying with facial expressions (surprised smiles, furrowed brows), but only when appropriate. (This is not a face-making contest!) 
c. Only consult your notes when necessary, but never at the beginning of the speech. 
3. Voice 
a. Control the rate and pauses. Take your time, do not rush. Pause, especially at the beginning (to be sure that everyone is listening before you start) and at the end, before wrapping up. Follow punctuation; control your breathing.
b. Be expressive. Intonation must be respected for question, exclamations, etc. 
c. Raise the pitch of your voice while maintaining its natural qualities. Avoid yelling.
d. Speak clearly and distinctly. Recording yourself may help improve diction.
e. Vary the rhythm and pitch whenever possible : quotes, questions, exclamations, asides.
In short, a good speaker is one who:
  1. speaks clearly and calmly with enthusiasm 
  2. is natural, stays true to oneself, while being expressive 
  3. is flexible, recovers after a hesitation or a memory loss 
Note It is not necessary to thank the audience for having listened; in fact it is the audience who should thank the speaker.
