The Basics of SpeechWriﬁng

Reseorching the Audience ang Speaker

If you are given 5 g

the event or meeting

- Don’t accept vague answers; keep askin follow-up questions
until you have a complete picture. __—g\

A good example of definihg the audience is
- was asked to give the keyn

o
Chambers of Commerce of Latin Am

You also need to learn ever thing you can about the speaker. Listen to the
Speaxer talk—to othey groups, to sub '

ordinates, to you, See_how hij
works, what word phrases are favored
In addition to listenin

» and what kinds of
written or, if written by others, that the

g, it is also a good i
client admires in terms of style
of presentation.

Brenda Jones, 2010 Theodore ¢
scribed her work with Con
keynote for the 60th anniv,

My job was to craft an address set
my boss. His experiences there are
participant and leader in
Because my boss js 5 trai
individual’s conscience a

in Nashville, which is al

most a second home to
the foundation forall t

hat he accomplished as
the civil rights movement and as a member of Congress,
ned minister, he likes to discuss philosophy . . to prick an
nd inspire them to do what is right.

Laying the Groundwork

Ideally, a writer should have length conversations with the speaker before begin-
ning to write a rough draft of the talk. In a co

nversational setting, you an ihe
speaker should discues the speech in terms of objective approach, strategy, points
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low-leve] product

The tone of 5 eech depends on the audie i .
0ce may appreciate 5 one-sided talk, with no at
issue. @ﬁgg_r_r_lple,. a oli‘tifia at a fundraisin

Or professional Organizatiops)

owledge about the topic.

roach and give an overview
jcular.p031t10n, a

acknowledgin its validj » YOU can neu-

Hostile oy ~challenge. They are already
predisposed 302 j g that does not re-
e their opin; me with the facrs=—

ind some common e
that the speaker shares o

Writing the Speech

Writing the s eech is 3 multistep procesg Ivolving a fine} honed outline and sey-
Sman says the foyr key elements of any publjc Speaking €quation are
i : ,» media, and speaker.
=7lence, my 14, ¢ i

Outline — Aftey i Material you need, YOU must prepare an outline, The

outline for 5 speech hag thl'—%éinpgﬁ@-‘ t
The openin is the
audience what the topic is, why it js j p them, and the direction ou plan

to ta e 1 g g it,
The body of the speech bresents the evidence that leads to the conclusion, The
outline shoyld Jiss all the key points. I this section, you will use quotes from ex-

Perts in the field, facrs andTigures, and examples that dyjye home your point,

The condlusion SUmmarizeg t idence, Pointing out what ¢ means to the
audience, TS '

The outline should be submitted to the speaker, and, once it has been approved,
youcan go on to the next step.

CHAPTER 15 GIVING SPEECHES AND PRESEN TATIONS
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d words, Don’t use

may know what “ROJ” means, but many in the audie
» Use simple words, ngllptint-medié when you mean “newspapers”
Don’t say “possess” when “have” means the same thing'\\“—‘\
» Use round numbers, ’ i
million Americang ”

» Use contractions, “don't” Say “won’'t” instead of
would not.” I+ makes y
» Avoid émpty phrases.

cause” works just as wel]. Another
when “though” oy “although”

Use bold verbs. Instead of sayin;g""profits went up,” use a more descriptive veyh
such as “exploded” of “skyrocketed.” - -

pite of the fact” whep ‘since” or “be-

common one is saying “In spite of the fact that”
is better.

)

» Don’t dilute expressio
- You start sentences with
» Avoid modifiers,

» Use direct quotes.

ns of opinion.

It blunts the Crispness of your talk if
Of course, it’s only

My opinion” or “It seems tome... ”
r “most” should be deleted,

You can say, “My colleague, Allen Knight, says.."”
» Vary sentence length. 1 general, short

sionally break Up a series of shoyt sentences wit
» Use questiong, Questions often get the audience more involved. “Doeg anyone
know the average family income in the United States?” :
» Make Comparisons ang contrasts. “An extrs 3 cents in
Provide enough money to build another 40¢ miles of four-

» Create batterns of thought.
tern of emphasis. Hillary Clinton o

Words such ag “very” o

gascﬂine taxes would
lane highway next year.”

oughts, cross out copy that doesn'’t
er vocabulary and speaking style,
d if the first, second, or even third draft comes back in tatters.

Omes a natural expression of the
xer’s Personality.

This is the idea] Process. The most successful
their speechwrit

€ concept.

CHAPTER 15 GIVING SPEECHES AND PRESEN TATIONS
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